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VAN BAN QUY PHAM PHAP LUAT
CHINH PHU

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

S4: 30/2020/ND-CP Ha Néi, ngay 05 thang 3 nim 2020

NGHI DINH
Vé cong tac vin thu

Cdn cir Ludt Té chire Chinh phii ngay 19 thang 6 ndm 2015;
Theo dé nghi ciia B6 truéng Bé Noi vu;

Chinh phii ban hanh Nghi dinh vé cong tdc van thu.

Chuong I
QUY DINH CHUNG

Piéu 1. Pham vi diéu chinh

Nghi dinh nay quy dinh vé cong tac vin thu va quan 1y nha nudc vé cong
tac vin thu. Cong tac vin thu duoc quy dinh tai Nghi dinh nay bao gdm: Soan
thao, ky ban hanh van ban; quéan ly van ban; lap hd so va ndp luu hd so, tai liéu
vao Luu trft co quan; quan Iy va st dung con dau, thiét bi luu khoa bi mét trong
cong tac van thu.

Dicu 2. Doi twong ap dung

1. Nghi dinh nay 4p dung ddi véi co quan, t6 chirc nha nudce va doanh nghiép
nha nude (sau day goi chung 1a co quan, t6 chire).

2. T6 chirc chinh tri, t6 chite chinh tri - x4 hdi, t6 chire x hdi, t6 chire x4 hoi -
nghé nghiép cin ctr quy dinh cia Nghi dinh nay va cac quy dinh cta Dang, cta
phap luat ¢ lién quan dé 4p dung cho phu hop.

Dié¢u 3. Giai thich tir ngit

Trong Nghi dinh nay, nhitng tir ngtt dudi day dwoc hiéu nhu sau:
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1. “Vin ban” la thong tin thanh vin duoc truyén dat bing ngdn ngit hoic ky
hiéu, hinh thanh trong hoat dong cua cac co quan, td chirc va duoc trinh bay ding
thé thire, k§ thuét theo quy dinh.

2. “Van ban chuyén nganh” la van ban hinh thanh trong qua trinh thuc hién
hoat dong chuyén mon, nghi€ép vu cua mét nganh, 1inh vuc do nguol dimg dau co
quan quan ly nganh, linh vuc quy dinh.

3. “Vin ban hanh chinh” 14 vin ban hinh thanh trong qué trinh chi dao, diéu
hanh, giai quyét cong viée cta cac co quan, to chirc.

4. “Van ban dién t0” la van ban dudi dang thong diep dit i€u duoc tao lap
hoic duoc s6 héa tir vin ban gidy va trinh bay ding thé thirc, k§ thuat, dinh dang
theo quy dinh.

5. “Vin ban di” 1a tat ca céc loai vin ban do co quan, t6 chirc ban hanh.

6. “Vin ban dén” 1a tat ca cac loai vin ban do co quan, td chirc nhan duoc tir
co quan, t6 chtrc, ca nhan khac g dén.

7. “Bén thao vin ban” la ban duoc viét hodc danh may hodc tao lap bﬁng
phuong tién dién tu hinh thanh trong qua trinh soan thao mot van ban cia co quan,
t6 chirc.

8. “Ban géc vin ban” 1a ban hoan chinh vé noi dung, thé thic vin ban,
duoc nguoi c6 thim quyén truc tiép ky trén vin ban gidy hodc ky sb trén vin
ban dién tu.

9. “Ban chinh vin ban gidy” la ban hoan chinh vé noi dung, thé thirc vin ban,
duoc tao tir ban c6 chit ky truc tiép cta nguoi ¢6 thim quyén.

10. “Ban sao y” la ban sao diy dd, chinh x4ac ndi dung cta ban gbc hoic ban
chinh vin béan, duoc trinh bay theo thé thirc va k¥ thuat quy dinh.

11. “Ban sao luc” la ban sao dﬁy du, chinh xac nd1 dung cua ban sao y, duoc
trinh bay theo thé thic va k¥ thuat quy dinh.

12. “Bén trich sao” 13 ban sao chinh x4c phan ndi dung ctia ban gbc hoic phin
no1 dung cua ban chinh van ban can trich sao, dwoc trinh bay theo thé thuc va
k¥ thuat quy dinh.

13. “Danh muc hd so” 1a bang ké c6 hé thong nhimg hd so du kién duoc 1ap
trong nim cta co quan, to chic.

14. “Hb so” la tap hop cac van ban, tai liéu co lién quan vo1 nhau vé mdt van
dé, mot su viéc, mot doi tuong cu thé hoic c6 dic diém chung, hinh thanh trong
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qua trinh theo dd1, giai quyét cong viéc thudc pham vi, chirc ndng, nhiém vu cua co
quan, td chirc, ca nhan.

15. “Lap hd so” 1a viée tip hop, sip xép vin ban, tai liéu hinh thanh trong qua
trinh theo d&i, gidi quyét cong viéc clia co quan, to chirc, c4 nhin theo nhiing
nguyén tic va phuong phap nhat dinh.

16. “Hé thoéng quén Iy tai liéu dién tt” la Hé thong thong tin dwoc xiy dung
vo1 chuc nang chinh dé thuc hién viéc tin hoc hda cong tac soan thao, ban hanh
van ban; quan ly van ban; lap hd so va nop luu hd so. tai liéu vao Luu trit co quan
trén moi truong mang (sau day goi chung la Hé thong).

17. “Van thu co quan” 1a bd phan thuc hién mot s6 nhiém vu cong tac van thu

clia co quan, to chire.
Dicu 4. Nguyén tic, yéu cau quan ly cong tic vin thu
1. Nguyén tic
Céng tac vin thu duoc thuc hién théng nhit theo quy dinh cia phap luét.
2. Yéu ciu

a) Vin ban cta co quan, t& chtc phai duoc soan thdo va ban hanh ding
thaim quyén, trinh tu, thd tuc, hinh thirc, thé thirc va k¥ thuat trinh bay theo quy
dinh cta phap lust: P6i véi vin ban quy pham phap luit duoc thuc hién theo
quy dinh cGa Luét Ban hanh vin ban quy pham phap luat; déi véi vin ban
chuyén nganh do nguoi dimg dau co quan quan ly nganh, linh vuc cin ctr Nghi
dinh nay dé quy dinh cho phu hop; d61 vdi vin ban hanh chinh duoc thue hién
theo quy dinh tai Chuong II Nghi dinh nay.

b) Tét ca vin ban di, vin ban dén cta co quan, td chirc phai duoc quan 1y tap
trung tai Vin thu co quan dé lam thu tuc tiép nhan, ding k, trir nhimg loai vin
ban dugc dang ky riéng theo quy dinh cua phap luat.

¢) Vin ban di, vin ban dén thudc ngay nao phai dwoc ding kv, phat hanh hoic
chuyén giao trong ngdy, chim nhat la trong ngay lam viéc tiép theo. Vin Béan dén
c6 cac mirc do khin: “Héa toc”, “Thuong khan” va “Khan” (sau day goi chung la
vin ban khin) phéi dwoc ding ky, trinh va chuyén giao ngay sau khi nhan dwoc.

d) Van ban phai duoc theo doi, cap nhat trang thai g1, nhan, xt 1y.

d) Nguoi duoc giao giai quyét, theo dbi cong viée clia co quan, to chirc co
trach nhiém lap hd so vé cong viec dugc giao va nop luu hd so, tai liéu vao Luu trit
Co quan.
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e) Con dau, thiét bi luu khoa bi mat clia co quan, td churc phai duoc quan ly, su
dung theo quy dinh ctia phap luat.

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

Di¢u 5. Gia tri phap Iy cta vin ban dién t

? 1. Vin ban dién t duoc ky sb boi nguoi ¢6 thim quyen va ky s6 clia co quan,
to chirc theo quy dinh cua phap luat co gia tr1 phap 1y nhu ban goc van ban giay.

2. Chit ky s6 trén vin ban dién t& phai dap tmg diy du céc quy dinh cla
phap luat.

Piéu 6. Trach nhiém cia co quan, té chirc, ca nhin dbi véi cong tic vin thu

1. Nguoi dimg dau co quan, to chirc, trong pham vi quyén han duoc giao cé
trach nhiém chi dao thuc hién dung quy dinh vé cong tac van thu; chi dao viec
nghién clru, ing dung khoa hoc va cong nghé vao cong tac van thu.

2. C4 nhén trong qué trinh theo d&i, giai quyét cong viée ¢6 lién quan dén cong
tac van thu phai thuc hién dung quy dinh ta1 Nghi dinh nay va cac quy dinh cua
phap luat co lién quan.

3. Van thu co quan c¢6 nhiém vu

a) Ding ky, thuc hién thi tuc phat hanh, chuyén phat va theo d&i viéc chuyén
phat van ban di.

b) Tiép nhan, ding k¥ vin ban dén; trinh, chuyén giao vin ban dén.

¢) Sip xép, bdo quan va phuc vu viéc tra ctru, st dung ban luu vin ban.

d) Quén Iy S6 ding k¥ vin ban.

d) Quan ly, st dung con dau, thiét bi luu khéa bi mat clia co quan, td chirc: céac
loai con dau khac theo quy dinh.

Chuong I1
SOAN THAO, KY BAN HANH VAN BAN HANH CHINH

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

Piéu 7. Cac loai van ban hanh chinh
Vin ban hanh chinh gébm céc loai vin ban sau: Nghi quyét (ca bidt), quyét dinh
(cé bidt), chi thi, quy ché, quy dinh, thong céo, théng bao, huéng din, chuong
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trinh, ké hoach, phuong an, dé 4n, du 4n, bao cdo, bién ban, t& trinh, hop déng,
cong van, cépg dién, ban ghi ph(’)', ban théa thué;ln, giéy uy quyeén, giay moi, glay
g101 thiéu, giay nghi phep, phi€u gui, phiéu chuyen, phieu bao, thu cong.

Diéu 8. Thé thic vin ban

1. Thé thitc vin ban la tip hop cac thanh phan cu thanh vin ban, bao gém
nhiing thanh phan chinh ap dung do1 voi tat ca cac loai vén ban va cac thanh phan
bo sung trong nhitng trrong hop cu thé hodc do1 vd1 moét so loal van ban nhat dinh.

2. Thé thic vin ban hanh chinh bao gém céc thanh phan chinh

a) Qudc hiéu va Tiéu ngit.

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

¢) S6, k¥ hiéu cta vin ban,

d) D1a danh va tho1 gian ban hanh van ban.

&) Tén loai va trich yéu ndi dung vin ban.

¢) No1 dung van ban.

g) Chire vu, ho tén va chit ky cta nguoi ¢6 thim quyén.

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

1) No1 nhan.

3. Ngoai cac thanh phan quy dinh tai khoan 2 Diéu nay, vin ban c6 thé bd sung
cac thanh phan khac

a) Phu luc.

b) D4u chi d6 mat, mirc d6 khan, cac chi dan vé pham vi luu hanh.

¢) Ky hiéu ngudi soan thao vin ban va sé luong ban phéat hanh.

( d) Pi1a chi co quan, td churc; thu dién tr; trang thong tin dién tu; sb dién thoai:

s0 Fax.

4. Thé thic vin ban hanh chinh duoc thuc hién theo quy dinh ta1 Phu luc I
Nghi dinh nay.

Piéu 9. K¥ thuit trinh bay vin ban

K thuét trinh bay vin ban bao gom: Khd gidy, kiéu trinh bay, dinh 1é trang,
phong chit, c& chit, kiéu chit, v1 tri trinh bay cac thanh phan theé thirc, so trang van
ban. K¥ thuat trinh bay van ban hanh chinh duoc thuc hién theo quy dinh ta1 Phu
luc I Nghi dinh nay. Viét hoa trong van be’:m }}énh chinh dugc thuc hién theo quy
dinh ta1 Phu luc II Nghi dinh nay. Chit viet tat tén loai vdn ban hanh chinh duoc
thuc hién theo quy dinh ta1 Phu luc III Nghi dinh nay.
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Muc 2
SOAN THAO VA KY BAN HANH VAN BAN HANH CHINH

Piéu 10. Soan thao viin ban

1. Can ctt chirc nang, nhiém vu, quyén han va muc dich, nd1 dung cua van ban
can soan thdo, ngudi dimg dau co quan, t chirc hoic nguoi ¢6 thim quyén giao
cho don v1 hodc ca nhan cha tr1 soan thao van ban.

2. Don vi hoac ca nhan dugc giao chu tri soan thao van ban thuc hién cac cong
viec: Xac dinh tén loai, nd1 dung va do mat, muac do khin cta vin ban can soan
thao; thu thap, xir 1y thong tin ¢o lién quan; soan thao van ban dung hinh thurc, thé
thtrc va k¥ thuat trinh bay.

D61 véi van béan dién t, cé nhan duoc gilao nhiém vu soan thao van ban ngoai
viéc thuc hién cac nd1 dung néu trén phai chuyén ban thao van ban, ta1 iéu kem
theo (néu c6) vao Hé théng va cp nhat cac thong tin can thiét.

3. Trudng hop can stra doi, bb sung ban thio vin ban, ngudi c¢6 thim quyén
choy kién vao béan thao vin ban hoic trén Hé théng, chuyén lai ban thao van ban
dén lanh dao don vi cht tri soan thao vin ban dé chuyén cho ca nhan duoc giao
nhiém vu soan thao van ban.

4. Ca nhan dugc giao nhiém vu soan thao van ban chiu trach nhiém trudc
nguoi dimg dau don vi va trude phap ludt vé ban thao vin ban trong pham vi chirc
trach, nhiém vu duoc giao.

Piéu 11. Duyét ban thao viin ban

1. Ban thao van ban phai do nguoi co thAm quyén ky van ban duyeét.

2. Trudng hop ban thio vin ban d3 duoc phé duyét nhung can stra chita, bd
sung thi phai trinh ngudi ¢6 tham quyén ky xem xét, quyét dinh.

Piéu 12. Kiém tra vin ban truéc khi ky ban hanh

1. Nguoi dimng dau don vi soan thio vin ban phai kiém tra va chiu trach nhiém
trude ngudi dimg dau co quan, to chire va trude phap luat vé ndi dung vin ban.

2. Nguoi duoc giao trach nhiém kiém tra thé thire, k§ thudt trinh bay vin ban
phai kiém tra va chiu trach nhiém trudc ngudi dimg diu co quan, to chirc va trude
phap luat vé thé thirc, k¥ thuat trinh bay vin ban.
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Piéu 13. Ky ban hanh vin ban

1. Co quan, td chire lam viéc theo ché db thu truong

Nguoi dimg dau co quan, t6 chirc c6 thim quyén ky tht ca vin ban do co quan,
t5 chirc ban hanh; cé thé giao cip phé ky thay cac vin ban thude linh vue duoc
phan cong phu trach va mot s6 vin ban thudc thim quyén cta ngudi ding dau.
Trudng hop cip phé duoc giao phu trach, diéu hanh thi thuc hién ky nhu cap pho
ky thay cap trudng.

2. Co quan, td chire lam viéc theo ché dd tap thé

Ngudi dimg dau co quan, td chitc thay mit tap thé 13nh dao ky cac vin ban
clia co quan, t chirc. Cap phé clia nguoi dimg dau co quan, td chic duoc thay
mit tip thé, ky thay ngudi dimg dau co quan, té chirc nhitng vin ban theo ty
quyén cia ngudi diung dau va nhitng vin ban thude linh vuc duoc phan céng
phu trach.

3. Trong trudong hop dic biét, ngudi ding dau co quan, td chic c6 thé dy
quyén cho ngudi ding dau co quan, to chie, don vi thude co cau td chie clia minh
ky thira Gy quyén mot sb vin ban ma minh phai ky. Viéc giao ky thira Gy quyén
phai dwoc thue hién bing vin ban, gidi han thoi gian va noi dung dwoc Gy quyén.
Ngudi duoc ky thira Gy quyén khéng duoc Gy quyén lai cho ngudi khac ky. Vin
ban ky thira ty quyén duoc thuc hién theo thé thirc va déng dau hoic ky s6 cia co
quan, t6 chirc Gy quyén.

4. Nguoi dimg dau co quan, t6 chic c6 thé giao ngudi dimg dau don vi thude
co quan, t chire ky thira 1énh mét s loai vin ban. Nguoi duoc ky thira 1énh duoc
giao lai cho cdp phé ky thay. Viée giao k¥ thira 1énh phai duoc quy dinh cu thé
trong quy ché lam viéc hoic quy ché cong tac vin thu cia co quan, t6 chic.

5. Nguoi ky van bén phai chiu trich nhiém truée phép luat vé vin ban do minh
ky ban hanh. Nguoi dimg dau co quan, to chirc phai chiu trach nhiém trude phap
luat vé toan bd vin ban do co quan, td chirc ban hanh.

6. D61 v6i van ban gidy, khi kY vin ban ding bit ¢6 muc mau xanh, khéng
dung cac loai muc dé phai.

7. Bb1 v6i vin ban dién ti, ngudi c6 thim quyén thuc hién ky sb. Vi tri, hinh
anh chtt ky s6 theo quy dinh tai Phu luc I Nghi dinh nay.
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Chuong II1
QUAN LY VAN BAN

Muc 1
QUAN LY VAN BAN DI

Piéu 14. Trinh tu quan Iy vin ban di

1. Cap sb, thoi gian ban hanh vin ban.

2. Dang ky van ban di.

3. Nhéan ban, déng diu co quan, t6 chire, ddu chi 46 mat, mic d6 khan, (d6i véi
vin ban gidy); ky s6 ca co quan, t6 chirc (d61 v6i vin ban dién ti).

4. Phat hanh va theo d&i viéc chuyén phat vin ban di.

5. Luu vin ban di.

Piéu 15. Cap so, thoi gian ban hanh viin ban

1. S6 va thoi gian ban hanh vin ban duoc lay theo thi tu va trinh tu thoi gian
ban hanh vin ban cla co quan, t6 chirc trong nim (bit dau lién tiép tir s6 01 vao
ngay 01 thang 01 va két thic vao ngay 31 thang 12 hang nim). S6 va ky hiéu van
ban cla co quan, t6 chirc 1a duy nhét trong mot nim, théng nhat gifta vin ban gidy
va van ban dién tu.

a) Viéc cap sb vin ban quy pham phap luit: Moi loai vin ban quy pham phép
ludt dwoc cap hé thong s riéng.

b) Viéc cap sb vin ban chuyén nganh do ngudi dimg diu co quan quin Iy
nganh, linh vuc quy dinh.

¢) Viéc cap s6 vin ban hanh chinh do ngudi dimg dau co quan, t chirc
quy dinh.

2. P61 véi vin ban giéy, Viéc c?ip s6, thoi gian ban hanh duoc thuc hién sau khi
c6 chit ky cta nguoi co thim quyén, chdm nhat 1a trong ngay lam viée tiép theo.
Vin ban mét dwoc cap hé thong sb riéng.

3. D61 vdi vin ban dién tr, viéc cp so, thoi gian ban hanh dwoc thuc hién

bang chirc ning ctia Hé thong.
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Piéu 16. Pang ky vin ban di

1. Viéc ding k¥ vin ban bao dam day du, chinh x4c cac thong tin can thiét cla
van ban di.

2. Dang ky van ban

Vin ban dwoc ding ky bing sd hoic bang Hé thong.

a) Diang ky vin ban bang sb

Vin thu co quan ding ky vin ban vao S& ding ky vin ban di. MAu s6 ding ky
van ban di theo quy dinh ta1 Phu luc IV Nghi dinh nay.

b) Pang ky vin ban bang Hé thong

Vin ban dwoc ding ky bang Hé thong phai dwoc in ra gidy day dua cac truong
thong tin theo méu S6 ding ky vin béan di, dong s6 dé quan 1y.

3. Vin ban mit duoc ding ky theo quy dinh ctia phap luat vé bao vé bi mat
nha nudec.

Piéu 17. Nhan ban, dong diu, ky sb clia co quan, té chitc va diu chi dé
mat, miac do khan

1. Nhan ban, dong dau cua co quan, td chttc va dau chi d6 mat, mirc d6 khan
do1 vo1 van ban giay

a) Vin ban di dwoc nhin ban theo dung s6 luong duoc xac dinh & phan noi
nhan cua van ban.

b) Viéc dong dau co quan, td chirc va diu chi d6 mat, mic d6 khan, duoc thuc
hién theo quy dinh tai Phu luc I Nghi dinh nay.

2. Ky sb clia co quan, to chirc d6i véi vin ban dién tir

Ky sb cla co quan, td chitc dwoc thuc hién theo quy dinh ta1 Phu luc I Nghi
dinh nay.

Piéu 18. Phat hanh va theo dai viéc chuyén phat viin ban di

1. Van ban di phai hoan thanh thu tuc ta1 Van thu co quan va phat hanh trong
ngay van ban do duoc ky, cham nhat la trong ngay lam viéc tiep theo. Vin ban
khan phai duoc phat hanh va g1 ngay sau khi ky vén ban.

2. Viéc phat hanh van ban mat di phai bao ddm bi mat nd1 dung cia van ban
theo quy dinh ctuia phap luat vé bao vé bi mat nha nudc, dung so luong, thoi gian

va noi1 nhan.
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3. Vin ban d3 phat hanh nhung c6 sai s6t vé ndi dung phai duoc stra di, thay
thé bing vin ban ¢ hinh thirc trong dwong. Vin ban d3 phat hanh nhung cé sai
sot vé thé thue, k¥ thudt trinh bay, thi tuc ban hanh phdi duoc dinh chinh bing
cbng vin clia co quan, to chirc ban hanh vin ban.

4. Thu hdi vin ban

a) D61 véi vin ban gidy, truong hop nhan duoc vin ban thong bao thu hoi, bén
nhan co trach nhi€ém gui lai van ban da nhan.

b) Pbi véi vin ban dién tir, truong hop nhin dwoc vin ban thong bao thu hoi,
bén nhan hiy bé vin ban dién ti bi thu hdi trén Hé théng, dong thoi théng bao qua
Heé thong dé bén gui biét,

5. Phat hanh vin ban gidy tir vin ban dwoc ky s6 cta nguoi ¢ thim quyén:
Vin thu co quan thuc hién in vin ban d3 duoc k¥ s6 cda ngudi cé tham quyeén ra
gidy, déng diu cla co quan, to chic dé tao ban chinh vin ban gidy va phat hanh
van ban.

6. Trudong hop can phat hanh vin ban dién ti tir vin ban gidy: Vin thu co quan
thuc hién theo quy dinh tai diém ¢ khoan 1 Piéu 25 Nghi dinh nay.

Diéu 19. Luu viin ban di

1. Luu vin ban gidy

a) Ban gboc vin ban duoc luu tai Vin thu co quan va phai duoc déng dau ngay
sau khi phat hanh, sip xép theo thr tu ding ky.

b) Bén chinh vin ban lwu tai hd so cong viée.

2. Luu van ban dién tu

a) Ban gbc vin ban dién ti phai duoc luu trén Hé théng cia co quan, t6 chic
ban hanh van ban.

b) Co quan, td chirc c6 Hé théng dap tng theo quy dinh tai Phu luc VI Nghi
dinh nay va cac quy dinh cta phép luat ¢ lién quan thi st dung va lwu ban gbc vin
ban dién tir trén Hé thong thay cho vin ban gidy.

¢) Co quan, to chirc c6 Hé théng chwa dap tmg theo quy dinh tai Phu luc VI
Nghi dinh nay va cac quy dinh cta phap luat c6 lién quan thi Van thu co quan tao
ban chinh vin ban gidy theo quy dinh tai khoan 5 Piéu 18 Nghi dinh nay dé lwu tai

Vén thu co quan va ho so cong viéc.
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Muc 2
QUAN LY VAN BAN DEN

Piéu 20. Trinh tu quan Iy vin ban dén

1. Tiép nhan vin ban dén.

2. Pang ky vin ban dén.

3. Trinh, chuyén giao vin ban dén.

4. Giai quyét va theo déi, don doc viée giai quyét vin ban dén.

Piéu 21. Tiép nhan viin ban dén

1. D61 v6i vin ban gidy

a) Vin thu co quan kiém tra s6 luong, tinh trang bi, ddu niém phong (néu co),
noi gti; dbi chiéu sb, ky hiéu ghi ngoai bi vé6i sb, ky hiu cia vin ban trong bi.
Trudng hop phat hién cé sai sét hodc dau hiéu bat thuong, Vin thu co quan bao
ngay ngudi ¢ trach nhiém giai quyét va thong bao cho noi gt vin ban.

b) Tét ca vin ban gidy dén (bao gdm cé vin ban c6 dau chi d6 mat) g co
quan, to chirc thudc dién ding k¥ tai Vin thu co quan phai dwoc béc bi, déng dau
“DEN”. P6i véi vin ban g dich danh ca nhan hodc t6 chirc doan thé trong co
quan, to chirc thi Vin thu co quan chuyén cho noi nhan (khong béc bi). Nhimg bi
vin ban gt dich danh ca nhan, néu 1a vin ban lién quan dén cong viéc chung cia
CO quan, td chirc thi ca nhan nhan vin béan cé trach nhiém chuyén lai cho Van thu
co quan dé ding k.

c) Mau diu “PEN” duoc thuc hién theo quy dinh tai Phu luc IV Nghi dinh nay.

2. D61 v6i vin ban dién ti

a) Vin thu co quan phai kiém tra tinh xac thuc va toan ven clia vin ban dién ti
va thuc hién tiép nhan trén Hé thong.

b) Truong hop vin ban dién ti khong dap img cac quy dinh tai diém a khoan
nay hodc gur sai noi nhan thi co quan, td chirc nhan vin ban phai tra lai cho co
quan, tb chirc giti vin ban trén Hé thong. Truong hop phat hién c6 sai sét hodc dau
hiéu bat thuong thi Vin thu co quan bao ngay ngudi ¢é trach nhiém giai quyét va
thong bao cho no1 gt van ban.

¢) Co quan, t6 chirc nhan vin ban cé trach nhiém théng béo ngay trong ngay
cho co quan, t chirc giri vé viéc d nhan vin ban bing chirc ning cia Hé thong.
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Dieu 22. Ping ky vin ban deén

1. Viéc ding k¥ vin ban dén phai bdo dam day dd, r8 rang, chinh xéac céc
thong tin can thiét theo mAu S6 ding k¥ vin ban dén hoic theo thong tin dau vao
cta dit liéu quan Iy vin ban dén. Nhitng vin ban dén khong duoc ding ky tai Vin
thu co quan thi don vi, c4 nhan khéng c6 trach nhiém giai quyét, trir nhiing loai
vin ban dén duoc ding ky riéng theo quy dinh cta phap lujt.

2. S6 dén ciia vin ban duoc lay lién tiép theo tht tw va trinh tw thoi gian tiép
nhan vin ban trong nim, thong nhit gifta vin ban gidy va vin ban dién tir.

3. Dang ky van ban

Vin ban dwoc ding ky bing sd hoic bang Hé thong.

a) Diang ky vin ban dén bang sb

Vin thu co quan ding k¥ vin ban vao Sé ding k¥ vin ban dén. Mau S6 ding
ky van ban dén theo quy dinh tai Phu luc IV Nghi dinh nay.

b) Ping ky vin ban dén bing Hé thong

Vin thu co quan tiép nhan vin ban va ding ky vao Hé théng. Truong hop can
thiét, Van thu co quan thuc hién s6 hda vin ban dén theo quy dinh tai Phu luc I
Nghi dinh nay. Vin thu co quan cip nhat vao Hé thong céc truong théng tin dau
vao cua dit liéu quan ly van ban dén theo quy dinh ta1 Phu luc VI Nghi dinh nay.
Vin ban dén duoc ding ky vao Hé thong phai duoc in ra gidy diy du cac trudng
thong tin theo mu S6 ding ky vin ban dén, ky nhan va déng s6 dé quan Iy

4. Vin ban mat duoc ding k¥ theo quy dinh cta phap luat vé bao vé bi mét
nha nudec.

Piéu 23. Trinh, chuyén giao vin ban dén

1. Vin ban phai dwoc Vin thu co quan trinh trong ngay, chdm nhat 13 trong
ngay lam viéc tiép theo dén ngudi cé tham quyén chi dao giai quyét va chuyén
gi1ao cho don v1 hodc ca nhan duoc giao xur ly. Truong hop da xac dinh r6 don vi
hodc ca nhan dugc giao xur ly, Van thu co quan chuyén vin ban dén don vi, cé
nhan xt Iy theo quy ché cong tac vin thu cla co quan, to chitc. Vin ban dén cé
diu chi cac mirc d6 khén phai duoc trinh va chuyén giao ngay sau khi nhan duoc,
Viéc chuyén giao vin ban phai bio ddm chinh x4c va gift bi mét ndi dung vin ban.

2. Cin cr ndi dung cta vin ban dén; quy ché lam viée clia co quan, tb chirc,

chtrc ndng, nhiém vu va ke hoach cong tac duoc giao cho don vi, ca nhan, nguo1 co
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thim quyén ghi ¥ kién chi dao giai quyét. Poi véi vin ban lién quan dén nhidu don
vi hodic ¢4 nhén thi xac dinh & don vi hodc ca nhan cha tri, phoi hop va thoi han
gidi quyét.

3. Trinh, chuyén giao vin ban gidy: Y kién chi dao giai quyét duoc ghi vao
muc “Chuyén” trong dau “DEN” hodc Phiéu gidi quyét vin ban dén theo mAu tai
Phu luc IV Nghi dinh nay. Sau khi c6 ¥ kién chi dao giai quyét ctia nguoi cé thdm
quyén, vin ban dén dwoc chuyén lai cho Vin thu co quan dé ding ky bd sung
théng tin, chuyén cho don vi hoic ca nhin duoc giao gidi quyét. Khi chuyén giao
vin ban gidy dén cho don vi, c4 nhan phai ky nhin vin ban.

4. Trinh, chuyén giao vin ban dién tir trén Hé thong: Vin thu co quan trinh
vin ban dién t& dén nguoi ¢ thim quyén chi dao giai quyét trén Hé thong.

Nguoi c6 thim quyén ghi ¥ kién chi dao giai quyét vin ban dén trén Hé thong
va cap nhat vao He thé)ng cac thong tin: Don vi1 hodc nguo1 nhan; v kién chi dao,
trang thai x@ Iy vin ban; thoi han gidi quyét; chuyén vin ban cho don vi hoic cé
nhan duoc giao giai quyét. Truong hop vin ban dién t&r gii kém vin ban gidy thi
Vén thu co quan thuc hién trinh van ban dién tr trén Hé théng va chuyén van ban
giy dén don vi hodc c4 nhan duoc nguoi cé thim quyén giao chu tri giai quyét.

Dieu 24. Giai quyét va theo doi, don doc viéc giai quyét vian ban dén

1. Nguoi dimg dau co quan, t chire ¢6 trach nhiém chi dao giai quyét kip thot
vin ban dén va giao nguoi ¢6 trach nhiém theo ddi, don déc viéc giai quyét vin
bén dén.

2. Khi nhan duoc vin ban dén, don vi hodic ca nhan ¢ trach nhiém nghién curu,
giai quyét vin ban dén theo thoi han quy dinh tai quy ché lam viée cia co quan, t6
chirc. Nhitng vin ban dén c6 dau chi cac mirc d6 khan phai duoc giai quyét ngay.

Muc 3
SAO VAN BAN

Dieéu 25. Cac hinh thic ban sao

1. Sao y gdbm: Sao y tir vin ban gidy sang vin ban gidy, sao y tir vin ban dién
t sang vin ban gidy, sao y tir vin ban gidy sang vin ban dién ti.

a) Sao y tir vin ban gidy sang vin ban gidy dwoc thuc hién bing viéc chup tir

ban gbc hoic ban chinh vin béan gidy sang gidy.
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b) Sao y tir vin ban dién tir sang vin ban gidy duoc thuc hién bing viéc in tir
ban gbc vin ban dién tir ra gidy.

¢) Sao y tlr viin ban gidy sang vin ban dién t& duoc thuc hién bing viée s6 hda
van ban giay va ky so cua co quan, to chirc.

2. Sao luc

a) Sao luc gdm: Sao luc tir vin ban gidy sang vin ban gidy, sao luc tir vin ban
glay sang van ban dién tu, sao luc tir van ban dién tir sang van ban giay.

b) Sao luc duogc thue hién béing viéc 1n, chup ti ban sao y.

3. Trich sao

a) Trich sao gdbm: Trich sao tir vin ban gidy sang vin ban gidy, trich sao tir vin
ban giay sang van ban dién tu, trich sao tir van ban dién ti sang van ban dién tu,
trich sao tir van ban dién tur sang van ban giay.

b) Ban trich sao dwoc thuc hién bing viée tao lap lai day da thé thirc, phan noi
dung vén ban can trich sao.

4. Thé thic va k¥ thuat trinh bay ban sao y, sao luc, trich sao duoc thuc hién
theo quy dinh tai1 Phu luc I Nghi dinh nay.

Di¢u 26. Gia tri phap Iy cia ban sao

Ban sao y, ban sao luc va ban trich sao duoc thuc hién theo ding quy dinh tai
Nghi dinh nay c6 gia tr1 phap Iy nhu ban chinh.

Piéu 27. Tham quyén sao vin ban

1. Nguoi dimg dau co quan, t6 chirc quyét dinh viée sao vin ban do co quan,
to chirc ban hanh, van ban do cac co quan, to chirc khac gui1 dén va quy dinh tham
quyen ky cac ban sao van ban.

2. Viéc sao, chup ta1 liéu, vat chtra bi mat nha nudc duoc thuc hién theo quy
dinh cua phap luat vé bao vé bi mat nha nudc.

Chuong IV
LAP HO SO VA NOP LUU HO SO, TAI LIEU
VAO LUU TRU CO QUAN

Piéu 28. Lap Danh muc ho so’

Danh muc hd so do nguoi dimg diu co quan, td chirc phé duyét, duoc ban
hanh vao dau nim va gt cac don vi, ca nhn lién quan lam cin ctr dé 1ap ho so.
Mau Danh muc ho so duoc thuc hién theo quy dinh ta1 Phu luc V Nghi dinh nay.
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Piéu 29. Lap ho so

1. Yéu cau

a) Phan anh dung chirc nang, nhiém vu cua don vi, co quan, td chire.

b) Cac van ban, ta1 lieu trong mot hd so phai co su lién quan chat ch€ vo1 nhau
va phan anh dung trinh tr dién bién cta su viée hoic trinh tw gidi quyét cong viée.

2. Mé hd so

a) Ca nhan duoc giao nhiém vu gidi quyét cong viée co trach nhiém mé ho so
theo Danh muc ho so hodc theo ké hoach cong tac.

b) Cap nhit nhing thong tin ban dau vé ho so theo Danth muc hd so d3 ban hanh.

¢) Truong hop cac ho so khong co trong Danh muc hd so, ca nhin duoc giao
nhiém vu giai quyét céng viée tu x4c dinh cac thong tin: Tiéu dé ho so, s6 va ky
hiéu hd so, thoi han bdo quan hd so, nguoi 1ap hd so va thoi gian bat dau.

3. Thu thap, cap nhat van ban, tai liéu vao hd so

Ca nhan duoc giao nhiém vu c¢o trach nhiém thu thap, cap nhat tat c4 vin ban,
tai liéu hinh thanh trong qua trinh theo ddi, gidi quyét cong viéc vao hd so di mé,
bao gom tai lidu phim, anh, ghi 4m (néu c6) bao dam su toan ven, day dd cia hd
50, tranh bi thét lac.

4. Két thuc ho so

a) Ho so duoc két thic khi cong viée d3 giai quyét xong.

b) Nguoi lap hd so c6 trach nhiém: Ra soat lai toan bd vin ban, tai lidu cd
trong hd so- loai ra khéi hd so ban trung, ban nhap; xac dinh lai tho1 han bao quan
ctia ho so; chinh stra tiéu dé, sd va ky hiéu hd so cho phi hop; hoan thién, két thic
hd so.

¢) P61 véi ho so gidy: Nguoi 1ap hod so thuc hién danh sb to d61 vdi ho so o
thoi han bao quan tir 05 nim tré 1én va viét Muc luc vin ban d61 v6i ho so ¢6 thoi
han bao quén vinh vién; viét chimng tir két thiic db1 véi tat ca ho so.

d) P61 v6i hd so dién tir: Nguoi 1ap hd so cé trach nhiém cip nhét vao Hé
théng cac thong tin con thiéu. Viéc bién muc vin ban trong hd so duoc thuc hién
bang chirc ning cta Hé thong.

Pieu 30. Nop luu ho so, tai liéu vao Luu trit co' quan

1. Ho so, tai liéu ndp luu vao Luu trit co quan phai da thanh phan, dung thoi
han va thuc hién theo trinh tu, thu tuc quy dinh.
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2. Thot han nop lvu hd so, tai liéu vao Luu trit co quan

a) P61 vdi ho so, tai lidu x4y dung co ban: Trong thoi han 03 thang ké tir ngay
cong trinh dwoc quyét toan

b) P61 véi hd so, tai lidu khac: Trong thoi han 01 nim ké tir ngay cong
viée két thic,

3. Thu tuc nop luu

a) D61 v6i ho so gidy

Khi ndp Ivu tai liéu phai lap 02 ban “Muc luc hd so, tai liéu nop luu” va 02
ban “Bién ban giao nhan hd so, tai liéu” theo mau tai Phu luc V Nghi dinh nay.
Don vi, ca nhan ndp luu tai ligu va Luu trlt co quan gitt mdi loai 01 bén.

b) D61 v6i ho so dién ti

Ca nhan duogc giao nhiém vu giai quyét cong viec va lap hd so thuc hién nop
lwu hé so dién ti vao Luu trit co quan trén Hé thong.

Luu trlt co quan co trach nhiém kiém tra, nhan hd so theo Danh muc; lién két
chinh x4c dit liéu dic td voi ho so; tiép nhin va dua hd so vé ché d6 quan Iy ho so
Iwu trit dién tir trén Hé thong.

Pieu 31. Trach nhiém lap ho so' va nép luu ho se, tai liéu vao Luu trii
co’ quan

1. Nguoi dimg diu co quan, t6 chirc trong pham vi, nhiém vu, quyén han cla
minh co trach nhiém quan ly van ban, tai lieu cua co quan, td chirc: chi dao, kiém
tra, hudng dan viéc lap hd so va nop luu hd so, tai liéu vao Luu trit co quan.

2. Trach nhiém ctia nguoi ding dau bo phan hanh chinh

a) Tham muu cho ngudi dimg dau co quan, to chirc trong viée chi dao, kiém
tra, hudng dan viéc lap hd so va ndp luu hd so, tai liéu vao Luu trit co quan db1 véi
co quan, t6 chic cap dudi.

b) T6 chirc thuc hién viée lap ho so va ndp luu hd so, tai liéu vao Luu trit tai
co quan, to chc.

3. Trach nhiém cta don vi va ca nhan trong co quan, td chitc

a) Nguoi dimg dau don vi trong co quan, to chte chiu trach nhiém trudc nguoi
dung dau co quan, td chirc vé viéc lap hd so, bao quan va nop luu hd so, tai lidu

cua don vi vao Luu trit co quan.
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b) Trong qué trinh theo d&i, gidi quyét cong viéc, mdi ca nhan phai lap hd so
vé cong viéc va chiu trach nhiém vé s6 Iuong, thanh ph?ln, nd1 dung tai li€u trong
hé so; bdo ddm yéu cau, chat luvong cta hd so theo quy dinh trude khi ndp luu vao
Luu trt co quan.

¢) Pon vi va ca nhan trong co quan, to chitc ¢é trach nhiém ndp lwu nhiing hd
s0, ta1 liéu dugce xac dinh thor han bao quan tir 05 nam tré 1én vao Luu trit co quan.

d) Truong hop don vi hoic ca nhan ¢6 nhu ciu gitt lai hd so, tai liéu di dén
han ndp lwu dé phuc vu céng viée thi phai duoc ngudi ding dau co quan, t chirc
dong ¥ bing vin ban va phai 1ap Danh muc hé so, tai lidu giit lai giri Luu trit co
quan. Thoi han gitt lai ho so, tai liéu ca don vi, ca nhan khong qué 02 nim ké tir
ngay dén han ndp luu.

d) Cén bb, cong chic, vién chic va ngudi lao ddng trong co quan, to chic
truée khi nghi hwu, thoi viée, chuyén cong tac, di hoc tip dai ngay phai ban giao
toan bd hod so, tai liéu hinh thanh trong qua trinh cong tac cho don vi, Luu trit co

quan theo quy ché cua co quan, to chtrc.

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

Piéu 32. Quan Iy con dau, thiét bi luu khéa bi mat

1. Nguoi dimg dau co quan, té chirc c6 trach nhiém giao cho Vin thu co
quan quan ly, sir dung con dau, thiét bi luu khoéa bi mat caa co quan, td chuc
theo quy dinh.

2. Van thu co quan co trach nhiém

a) Bdo quan an toan, str dung con dAu, thiét bi lvu khda bi mat caa co quan, tb
chure ta1 tru s co quan, td chue.

b) Chi giao con déu, thiét bi luu khoéa bi mat cia co quan, td chirc cho ngudi
khac khi duoc phép bing vin ban cia ngudi c¢6 thim quyén. Viéc ban giao con
d4u, thiét bi luu khoa bi mét clia co quan, t6 chitc phai dwoc 1ap bién bén.

¢) Phai truc tiép déng dau, ky s6 vao vin ban do co quan, to chirc ban hanh va

ban sao van ban.
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d) Chi duoc déng dau, ky s6 clia co quan, to chirc vao vin ban di c6 chit ky ca
nguoi ¢6 tham quyén va ban sao vin ban do co quan, t& chire truc tiép thue hién.

3. Ca nhan co trach nhiém tu bao quan an toan thiét bi luu khoa bi mat va khda
bi mat.

Di¢u 33. Sit dung con dau, thiét bi luu khéa bi mat

1. S dung con diu

a) Diu dong phai 16 rang, ngay ngan, ding chiéu va ding ding muc diu mau
do theo quy dinh.

b) Khi déng dau 1én chit k¥, ddu déng phai trum 1én khoang 1/3 chit ky vé phia
bén trai.

¢) Cac van ban ban hanh kem theo van ban chinh hoac phu luc: Dau duoc dong
lén trang dau, tram mot phﬁn tén co quan, td chirc hoic tiéu dé phu luc.

d) Viéc déng dau treo, dau giap lai, dong diu ndi trén vin ban gidy do nguoi
dimg dau co quan, t6 chirc quy dinh.

&) Déu giap lai duoc doéng vao khoang giita mép phéi clia vin ban hoic phu luc
vin ban, trum 1én mdt phan cac to gidy; mdi dau déng t6i da 05 t& vin ban.

2. St dung thiét bi luu khda bi mat

Thiét bi luu khda bi mét cia co quan, td chirc duoc st dung dé ky sb cac vin
ban dién t do co quan, tb chirc ban hanh va ban sao tir vin ban gidy sang vin ban
dién tur.

Chuong VI
QUAN LY NHA NUOC VE CONG TAC VAN THU

Di¢u 34. Noi dung quan Iy nha nuéc vé cong tic vin thu

1. Xay dung, ban hanh va chi dao, hudng dan thuc hién cac vin ban quy pham
phap luit vé cong tac vin thu.

2. Quén Iy théng nhét vé nghiép vu cdng tac vin thu.

3. Quan ly nghién ctru khoa hoc, img dung khoa hoc va cong nghé trong cong
tac van thu.

4. Quan Iy dao tao, bdi dudng ngudi lam cong tac vin thu; quan 1y cong téc thi
dua, khen thudng trong cong tac van thu.
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5. Thanh tra, kiém tra, giai quyét khiéu nai, t6 cdo va x@ Iy vi pham phap luét
vé cong tac vin thu.

6. Hop tac quc té trong cong tac vin thur.

7. So két, téng két cong téc vin thu.

Piéu 35. Trach nhiém quan Iy céng tac vin thu

1. Bo No1 vu chiu trach nhiém trudc Chinh phu thuc hién quan 1y nha nudc vé
cong tac van thu.

2. Céc bd, co quan ngang bd, co quan thuéc Chinh pht, Uy ban nhan din
cac cap, doanh nghiép nha nudc trong pham vi nhiém vy, quyén han cia minh
c0O trach nhiém:

a) Can ctt quy dinh cta phap luét, ban hanh va hudng dan thuc hién cac quy
dinh vé cong tac vin thur.

b) Kiém tra viéc thuc hién cac quy dinh vé cong tac vin thu doi véi cac co
quan, to churc thudc pham vi quan ly; giai quyét khi€u nai, t6 cao va xur Iy vi pham
phap luit vé cong tac vin thu theo thim quyén.

¢) T chirc, chi dao viéc nghién ctru, tmg dung khoa hoc va cong nghé trong
cong tac van thu.

d) B6 tri kinh phi dé hién dai héa phuong tién, ha tang k¥ thuit phuc vu cong
tac van thu, quan Iy va vén hanh hiéu qua Hé théng quan Iy tai liéu dién tir

d) B4 tri nhan su, vi tri, dién tich, phuong tién lam viéc phu hop, bao dam g1l
gin bi mat nha nudc, bdo quan an toan con dau, thiét b1 luu khoa bi mat cua co
quan, to chirc.

e) T6 chirc dio tao, bdi dudng ngudi lam cong tac vin thu; quén 1y cong tac thi
dua, khen thudng trong cong tac van thu.

g) So két, tong két vé cong tac van thu trong pham vi nganh, linh vuc va
dia phuong.

Dié¢u 36. Kinh phi cho cong tac viin thu

1. Céc co quan, t6 chirc c6 trach nhiém bb tri kinh phi cho céng tac vin thu
trong du toan ngan sach nha nuée hang nim. D61 véi doanh nghiép nha nude viée
bo tri kinh phi dugc thue hién theo quy dinh hién hanh.

2. Kinh phi cho cong tac van thu duoc st dung vao cac cong viece

a) Mua sim, nang Cép hé théng, ha t?lng k¥ thuat, trang thiét bi, vat tu tiéu hao
phuc vu cong tac van thu.
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b) Béo dam thong tin lién lac, chuyén phat vin ban, s6 hoa vin ban.
¢) Nghién ctru, tmg dung khoa hoc va chuyén giao cong nghé trong cong tac
van thu.

d) Cac hoat dong khac phuc vu cong tac van thu.

Chuong VII
PILU KHOAN THI HANH

Piéu 37. Hiéu luc thi hanh

Nghi dinh nay cé hiéu lwc thi hanh k& tir ngay ky. Nghi dinh s6
110/2004/ND-CP ngay 08 thang 4 nim 2004 cia Chinh phi vé c¢ong tic vin
thu va Nghi dinh s6 09/2010/ND-CP ngay 08 thang 02 nim 2010 cta Chinh
phi sira d61, bd sung mot s6 diéu cta Nghi dinh s6 110/2004/ND-CP ngay 08
thang 4 nim 2004 cda Chinh phd vé cong tac vin thu hét hiéu luc tir ngay
Nghi dinh nay c¢6 hiéu luc phap luat.

Piéu 38. Trach nhiém thi hanh

1. Bo trudng B Noi vu ¢ trach nhiém trién khai thuc hién va kiém tra viéc thi
hanh Nghi dinh nay.

2. Cac B0 trudng, Thu trudng co quan ngang Bo, Thu trudng co quan thude
Chinh phé, Cha tich Uy ban nhan dén tinh, thanh phd truc thudc Trung wong,
nguol dimg dau céc doanh nghiép nha nude va cac t6 chirc, ca nhan c6 lién quan
chiu trach nhi€m thi hanh Nghi dinh nay./.

TM. (;HiNH PHU
THU TUONG

Nguyén Xuan Phic
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Phu lucl
THE THU'C, KY THUAT TRINH BAY VAN BAN HANH CHINH
VA BAN SAO VAN BAN
(Kem theo Nghi dinh s6 30/2020/NP-CP ngay 05 thang 3 ndm 2020
cua Chinh ph)

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

I. QUY DINH CHUNG

1. Khé gidy: Khd A4 (210 mm x 297 mm).

2. Kiéu trinh bay: Theo chiéu dai ctia khd A4. Truong hop ndi dung vin ban
c6 cac bang, biéu nhung khéng duoc lam thanh cac phu luc riéng thi vin ban co
thé duoc trinh bay theo chiéu rong.

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

4. Phong chit: Phong chit tiéng Viét Times New Roman, bé mi ky tw Unicode
theo Tiéu chuin Viét Nam TCVN 69092001, mau den.

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

6. Vi tri trinh bay cac thanh phan thé thirc: Duoc thuc hién theo Muc IV Phan I
Phu luc nay.

7. 86 trang van ban: Duoc danh tu sb6 1, béing chit sb A Rap, cd chit 13 dén 14,
kiéu chit dimg, duoc dit canh gifta theo chiu ngang trong phan 1 trén cta vin
ban, khong hién thi s6 trang thir nhét.

II. CAC THANH PHAN THE THUC CHINH

1. Quéc hiéu va Tiéu ngit

a) Québc hiéu “CONG HOA XA HOI CHU NGHIA VIET NAM”: Puoc trinh
bay bing chit in hoa, ¢& chit tir 12 dén 13, kiéu chit dimg, ddm va & phia trén cung,
bén phai trang dau tién cda vin ban.

b) Tiéu ngtt “Pdc lap - Tu do - Hanh phuc”: Puoc trinh bay bang chit in thuong,
¢& chit tir 13 dén 14, kiéu chit dimg, ddm va duoc canh gilta dudi Qudc hidu; chit cai
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dau cta cac cum tir duoc viét hoa, gifta cac cum tir c6 gach nbdi (-), c6 cach chit; phia
dudi cé duong ké ngang, nét lién, c6 d6 dai bing dé dai cia dong chit.

c) Quéc hiéu va Tiéu ngit duoc trinh bay tai 6 s6 1 Muc IV Phan I Phu luc nay.
Hai dong chit Qubc hidu va Tiéu ngit dwoc trinh bay cach nhau dong don.

2. Tén co quan, t6 chirc ban hanh vin bin

a) Tén co quan, t chirc ban hanh vin ban 14 tén chinh thirc, day @ cia co
quan, t6 chirc hodc chirc danh nha nude cla nguodi cé thim quyén ban hanh vin
ban. Tén co quan, td chirc ban hanh vin ban bao gdm tén cta co quan, t6 chitc ban
hanh vin ban va tén clia co quan, t6 chirc chi quan truc tiép (néu co).

D61 véi tén co quan, td chirc chll quan truc tiép & dia phwong cé thém tén tinh,
thanh phé truc thudc Trung wong hodc huyén, quan, thi x3, thanh phé thuoc tinh,
thanh phé thudc thanh phé truc thuoc Trung wong hodc xa, phuong, thi tran noi co
quan, td chtrc ban hanh vin ban déng tru sé. Tén cia co quan, td chirc chi quéan
true tiép duoc viét tit nhitng cum tir thong dung.

b) Tén co quan, t6 chic ban hanh vin ban duoc trinh bay bang chif in hoa, ¢&
chit tir 12 dén 13, kiéu chi ding, dam, dugc dit canh gitta dudi tén co quan, tb
chitc chd quén truc tiép; phia dudi c6 dudng ké ngang, nét lién, cé do dai bang tir 1/3
dén 1/2 d6 dai ca dong chit va dit cin doi so véi dong chit.

Tén co quan, t6 chirc chil quan truc tiép duoc trinh bay bing chit in hoa, ¢&
chit tir 12 dén 13, kiéu chir dimg.

Tén co quan, to chirc ban hanth vin ban va tén co quan, to chirc chd quan truc
tiép duoc trinh bay cach nhau dong don. Trudng hop tén co quan, t6 chic ban
hanh vin ban, tén co quan, t6 chirc chil quan truc tiép dai ¢ thé trinh bay thanh
nhiéu dong.

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

3. S6, ky hiéu cta vin ban

a) S ctia vin ban la sb thir tw vin ban do co quan, t6 chirc ban hanh trong mot
nim duoc ding ky tai Vin thu co quan theo quy dinh. S6 cua vin ban duoc ghi
bang chir s6 A Rép.

Truong hop cac Hbi dong, Ban, T6 ca co quan, t6 chirc (sau day goi chung 1a
t chuc tu V?in) duoc ghi la “co quan ban hanh van ban” va dugc st dung con dAu,
chit ky s6 ctia co quan, t6 chitc dé ban hanh vin ban thi phéi 1ay hé thong s6 riéng.
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b) Ky hiéu cua vin ban

Ky hiéu cta vin ban bao gdm chit viét tit tén loai vin ban va chit viét tit tén
co quan, to chirc hoic chitc danh nha nude cé thim quyén ban hanh vin ban. Déi
v6i cong vin, ky hiéu bao gdm chit viét tit tén co quan, td chic hoic chirc danh
nha nudc ban hanh cong vin va chit viét tat tén don vi soan thao hodc linh vuc
duoc giai quyét,

Chir viét tit tén co quan, to chitc va cac don vi trong mdi co quan, to chic
hoic linh vuc do ngudi ding dau co quan, t6 chic quy dinh cu thé, bio dim ngan
gon, dé hiéu.

c) Sd, ky hiéu cua van ban duoc dat canh gitra dudi tén co quan, td chttc ban
hanh vin ban. Tir “S6” duoc trinh bay bang chit in thuong, ¢& chit 13, kiéu chit
dimg; sau tir “S6” ¢6 dau hai chim (¢); véi nhitng s6 nhé hon 10 phai ghi thém s6 0
phia truée. Ky hidu cta vin ban dwoc trinh bay bang chit in hoa, ¢& chit 13, kiéu
chit dimg. Gitta s6 va ky hiéu vin ban c6 dau gach chéo (/), gifta cac nhom chit
viét tit trong k¥ hiéu vin ban c6 diu gach nbi (-), khéng cach chit.

d) S6, ky hibu ciia vin ban duoc trinh bay tai 6 s6 3 Muc IV Phan I Phu luc nay.

4. D1a danh va tho1 gian ban hanh van ban

a) bia danh ghi trén van ban do co quan nha nudc ¢ trung wong ban hanh la
tén goi chinh thirc clia tinh, thanh phé truc thude Trung wong noi co quan ban hanh
van ban dong tru sg. Dia danh ghi trén van ban do co quan nha nudc & dia phuong
ban hanh la tén go1 chinh thuc cua don vi hanh chinh no1 co quan ban hanh van
ban dong tru so.

D1 vi nhitng don v1 hanh chinh duoc dat theo tén nguo, b‘éing chit s6 hoic su
kién lich st thi phai ghi tén goi day du cta don vi hanh chinh dé.

Dia danh ghi trén vin ban cua cac co quan, td churc, don vi luc luong vii trang
nhan dan thudc pham vi quan Iy cua Bo Cong an, Bo Quéc phong duoc thuc hién
theo quy dinh cta phép luit va quy dinh cu thé cia Bé Céng an, B6 Qudc phong.

b) Thot gian ban hanh van ban

Tho1t gian ban hanh van ban la ngay, thang, nam van ban duoc ban hanh. Thot
gian ban hanh vin ban phai dwoc viét diy dd; céc so thé hién ngay, thang, nim
dung chit s6 A Rép; d6i v6i nhitng s6 thé hién ngay nhé hon 10 va théang 1, 2 phai
ghi thém s6 0 phia trudc.
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c¢) Dia danh va tho1 gian ban hanh van ban duoc trinh bay trén cung mot dong
Vi s0, ky hiéu van ban, tai 6 s6 4 Muc IV Phan I Phu luc nay, b%ing chit n thuong,
c& chit tir 13 dén 14, kiéu chit nghiéng; cac chit cai dAu cia dia danh phati viét hoa:
sau dia danh c6 dau phéy (,), dia danh va ngay, thang, ndm duogc dat dudi, canh
gifta so v61 Quéc hiéu va Tiéu ngit.

5. Tén loai va trich yéu ndi dung vin ban

a) Tén loai van ban la tén cua tung loai van ban do co quan, td chirc ban hanh.
Trich yéu nd1 dung van ban la mot cau ngén gon hodc mot cum tur phan anh khai
quat noi dung chi yéu clia vin ban.

b) Tén loa1 va trich yéu nd1 dung van ban duoc trinh bay ta1 6 s6 5a Muc IV
Phan I Phu luc nay, dat canh gifta theo chiéu ngang van ban. Tén loa1 vin ban duoc
trinh bay bing chit in hoa, c¢& chit tir 13 dén 14, kiéu chit dimg, ddm. Trich yéu noi
dung vin ban duoc dit ngay dudi tén loai vin ban, trinh bay bing chit in thuong,
c& chit tir 13 dén 14, kiéu chit dimg, ddm. Bén dudi trich yéu ndi dung vin ban cé
duong ké ngang, nét lién, c6 db dai bang tir 1/3 dén 1/2 d6 dai cia dong chir va dit
cin db1 so vdi dong chit

o1 véi cong van, trich yéu nd1 dung van ban dugc trinh bay tai 6 s6 5b Muc IV
Phan I Phu luc nay, sau chit “V/~v~ béng chit in thuong, c& chit tu 12 dén 13, kiéu
chit dimg; dit canh gitta duéi s6 va ky hiéu vin ban, cach dong 6pt vdi sé va ky
hiéu van ban.

6. No1 dung van ban

a) Can cur ban hanh van ban

Cin ct ban hanh vin ban bao gém vin ban quy dinh thim quyén, chic ning,
nhiém vu cda co quan, td chirc ban hanh vin ban va cic vin ban quy dinh no1
dung, co s& dé ban hanh vin ban. Cin ct ban hanh vin ban duoc ghi day da tén
loai vin ban, so, ky hiéu, co quan ban hanh, ngay thang ndm ban hanh van ban va
trich yéu noi dung vin ban (riéng Luit, Phép 1énh khong ghi s6, ky hiéu, co quan
ban hanh).

Cin ctr ban hanh vin ban duoc trinh bay bing chit in thuong, kiéu chir
nghiéng, ¢& chit tir 13 dén 14, trinh bay dudi phan tén loai va trich yéu noi dung
vin ban; sau mdi cin cr phai xudng dong, cudi dong c¢é dau chim phay (;), dong

cudi cung két thuc bang dau chim ().
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b) Khi vién dan 1an dau vin ban c6 lién quan, phéi ghi day du tén loai, sb, ky
hiéu cua van ban, thot gian ban hanh van ban, tén co quan, td chirc ban hanh vin
ban va trich yéu ndi dung vin ban (d6i véi Luét va Phap 1énh chi ghi tén loai va
tén cua Luat, Phap lénh), trong cac lan vién dan tiép theo, chi ghi tén loa1 va $0, ky
hiéu cia vian ban do.

c) Bb cuc cta ndi dung van ban: Tuy theo tén loal va no1 dung, vin ban co thé
c6 phan cin ctr phap 1y dé ban hanh, phan mé diu va c6 thé duoc b cuc theo
phﬁn, chuong, muc, tiéu muc, diéu, khoéan, diém hoic duoc phan chia thanh cac
phan, muc tir 16n dén nhé theo mot trinh tw nhat dinh.

d) Pbi vdi cac hinh thirc viin ban duoc bd cuc theo phﬁn, chuong, muc, tiéu
muc, diéu thi phén, chuong, muc, tiéu muc, diéu phai co tieu dé. Tiéu dé la cum tur
chi n61 dung chinh cua phé’in, chuong, muc, tiéu muc, diéu.

d) Cach trinh bay ph?m, chuong, muc, tiéu muc, diéu, khoan, diém

Tu “Phan”, “Chuong” va s6 thir tw cia phﬁn, chuong dugc trinh bay trén mot
dong riéng, canh gifta, bang chit in thudng, c¢& chit tir 13 dén 14, kiéu chir dimg,
ddm. S6 thir tw cla phan, chuong dung chit s La M3. Tiéu dé cta phan, chuong
duoc trinh bay ngay dudi, canh gifta, bang chit in hoa, ¢& chit tir 13 dén 14, kiéu
chit dimg, dam.

Tu “Muc”, “Tiéu muc” va sb thir tw ciia muc, tiéu muc duoc trinh bay trén mot
dong riéng, canh gita, bing chit in thuong, c& chit tir 13 dén 14, kiéu chit dung,
dam. Sb thir tu ciia muc, tiéu muc dung chir s6 A Rap. Tieu dé ctia muc, tiéu muc
duoc trinh bay ngay dudi, canh gifta, bang chit in hoa, ¢& chit tir 13 dén 14, kiéu
chit dimg, dam.

Tur “Piéu”, s6 thir trr va tiéu dé cua diéu dwoc trinh bay bang chit in thuong, lui
dau dong 1 cm hodc 1,27 cm. S6 thtt tu cta diéu dung chit s6 A Rap, sau s6 thir tu
¢6 dau chdm (.); c¢& chit bang c& chit ciia phan 161 vin, kiéu chit dimg, dam.

S6 tht tu cac khoan trong mdi muc dung chir s6 A Rap, sau s6 thir tu ¢6 dau
chim (), ¢& chit s6 bang c& chit cia phan 161 vin, kiéu chit dimg. Néu khoan co
tiéu dé, s6 thr tu va tiéu dé cia khoan duoc trinh bay trén mot dong riéng, bing
chit in thudng, ¢& chit bing ¢& chit cia phan 161 vin, kiéu chit dimg, dim.

Thir tu cac diém trong mdi khoan dung cac chit cai tiéng Viét theo thir tw bang
chit cai tiéng Viét, sau c6 dau déng ngoic don, bing chit in thuong, ¢& chit bing

c& chit cua phan lo1 van, kiéu chit ding.
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¢) No1 dung vin ban duoc trinh bay bang chit in thuong, duoc canh déu ca hai 18,
kiéu chit dimg; c¢& chit tir 13 dén 14; khi xubng dong, chit dau dong lui vao 1 cm
hoic 1,27 cm; khoang cach gitta cac doan vin toi thiéu 1a 6pt; khoang cach gitta
cac dong 61 thiéu 1a dong don, toi da la 1,5 lines.

g) No1 dung van ban duoc trinh bay tai 6 s6 6 Muc IV Phan I Phu luc nay.

7. Chtre vu, ho tén va chit ky cta nguoi ¢6 thdm quyén

a) Chit ky cta nguoi cé thAm quyén la chit k¥ clia ngudi c6 thim quyén trén
vin ban gidy hodc chit k¥ s6 ctia ngudi c¢6 thdm quyén trén vin ban dién ti.

b) Viéc ghi quyén han c@a ngudi ky dwoc thue hién nhu sau:

Truong hop kY thay mit tp thé thi phai ghi chir viét tit “TM.” vao trude tén
tap thé 1anh dao hoic tén co quan, td chire.

Truomg hop duoc giao quyén cip truéng thi phai ghi chit viét tit “Q.” vao
true chire vu ctia nguoi dimg dau co quan, t chir.

Trudng hop ky thay nguoi dimg dau co quan, to chire thi phai ghi chit viét tit “KT.”
vao trude chirc vu cla nguoi dimg dau. Truong hop cip phd duoc giao phu trach
hoic didu hanh thi thwe hién ky nhu cap phé ky thay cap trudng.

Truong hop ky thira 1énh thi phai ghi chit viét tit “TL.” vao trudc chire vu clia
ngudi dimg dau co quan, td chie.

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

¢) Chtrc vy, chtrc danh va ho tén cua nguo1 ky

Chtrc vu ghi trén van ban la chirc vu lanh dao chinh thirc cua nguoi ky van ban
trong co quan, to chire; khong ghi nhing chic vu ma Nha nuéc khéng quy dinh.

Chirc danh ghi trén vén ban do c4c t6 chitc tu van ban hanh 1 chtc danh linh
dao clia ngudi ky vin béan trong td chire tur vén.

P61 véi nhing t6 chite tr vAn duoc phép s dung con diu clia co quan, t6 chirc
thi ghi chic danh clia ngudi ky vin ban trong t6 chie tw van va chirc vu trong co
quan, to chtrc. D61 véi nhing t6 chirc tw vin khong duoc phép st dung con dau cla
co quan, to chtte thi chi ghi chirc danh ctia nguoi ky vin ban trong t6 chire tu van.

Chtrc vu (chtrc danh) ctia ngudi ky vin ban do Hoi dong hodc Ban Chi dao cla
Nha nudc ban hanh ma lanh dao B lam Trudng ban hodc Pho Trudong ban, Chu
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tich hoic Phé Chi tich Hoi dong thi phai ghi rd chic vu (chic danh) va tén co
quan, td chirc noi 13nh dao B cong tac & phia trén ho tén nguoi ky.

Ho va tén nguoi k¥ vin ban bao gdm ho, tén dém (néu cd) va tén cua nguoi ky
van ban. Trudc ho tén cua nguoi ky, khong ghi hoc ham, hoc vi va cac danh hiéu
danh du khac. Viéc ghi thém quan ham, hoc ham, hoc v1 trude ho tén nguoi ky d61
vO1 van ban cua cac don vi vii trang nhan dan, cac td chirc su nghiép giao duc, y té,
khoa hoc do ngudi dimg dau co quan quan Iy nganh, linh vuc quy dinh.

d) Hinh anh, vi tri chit k¥ s6 ctia nguoi ¢6 thdm quyén 1a hinh anh chit ky cta
nguot cé thAm quyén trén vin ban gidy, mau xanh, dinh dang Portable Network
Graphics (.png) nén trong sudt; dit canh gifta chirc vu cta ngudi ky va ho tén
nguot ky.

d) Quyén han, chirc vu cia nguoi ky duoc trinh bay tai 6 s6 7a Muc IV Phan I
Phu luc nay; chtrc vu khac cua nguoi ky duoc trinh bay tai 6 s6 7b Muc IV Phan I
Phu luc nay, phia trén ho tén clia nguoi k¥ vin ban; cc chit viét tit quyén han
nhu: “TM.”, “Q.”, “KT.”, “TL.”, “TUQ.” va quyén han chire vu cua nguot ky duoc
trinh bay bang chit in hoa, ¢& chit tir 13 dén 14, kiéu chit ding, dim.

Chit k¥ clia nguoi cé thim quyén duoc trinh bay tai 6 s6 7¢ Muc IV Phan I
Phu luc nay.

Ho va tén cua nguot ky van ban duoc trinh bay tai 6 s6 7b Muc IV Phan I Phu
luc nay, bing chit in thudng, ¢& chit tir 13 dén 14, kiéu chir dimg, dim, dwoc dit
canh gitta quyén han, chic vu cta nguoi ky.

8. DAu, chit ky s6 cta co quan, t6 chirc

a) Hinh anh, vi tri chit k¥ sb clia co quan, t6 chirc 1a hinh anh dau cta co quan,
t chirc ban hanh van ban trén vin ban, mau do, kich thudc bang kich thude thuc té
cta diu, dinh dang (.png) nén trong sudt, trum 1én khoang 1/3 hinh anh chit ky s6
clia nguoi ¢6 thim quyén vé bén trai.

b) Chit ky s6 ctia co quan, t chirc trén vin ban kém theo vin ban chinh duoc
thé hién nhu sau: Vin ban kém theo cung tép tin vo1 nd1 dung van ban dién tr, Van
thu co quan chi thuc hién ky s6 vin ban va khong thuc hién ky s6 1én vin ban kém
theo; van ban khong cung té€p tin vo1 nd1 dung van ban dién tir, Van thu co quan
thue hién ky sb clia co quan, td chire trén vin ban kém theo.

Vi tri: Goc trén, bén phai, trang dAu clia vin ban kém theo.
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Hinh anh chit k¥ s6 ctia co quan, t& chire: Khong hién thi.

Théng tin: S6 va ki hiéu vin ban; thoi gian k¥ (ngay thang nim; gio phut giay;
mui gio Viét Nam theo tiéu chuan ISO 8601) duoc trinh bay bing phong chit
Times New Roman, chit in thuong, kiéu chit ding, c& chit 10, mau den.

c) DAu, chit ky sO cla co quan, td chttc duoc trinh bay ta1 0 s6 8 Muc IV
Phan I Phu luc nay.

9. No1 nhan

a) Noi1 nhan van ban gé‘)m: Noi nhan dé thuc hién: noi nhan dé kiém tra, glam
sat, bao cao, trao ddi cong viec, dé biét; noi nhan dé lvu vin ban.

b) Pbi v6i T& trinh, Bao cao (co quan, t chirc cap dudi gl co quan, tb chirc
cp trén) va Cong vin, noi nhan bao gém:

Phan thir nhét bao gébm tir “Kinh giti”, sau d6 1a tén cac co quan, t6 chic hodc
don vi, ca nhan truc tiép gidi quyét cong vic.

Phan thir hai bao goém tir “Noi nhin”, phia duéi la tir “Nhu trén”, tiép theo 1a
tén cac co quan, td chitc, don vi va ca nhan cé lién quan khac nhan vin ban.

¢) D61 véi nhimg vin ban khac, noi nhin bao gdm tir “Noi nhin” va phan liét
ké cac co quan, td chirc, don vi va ca nhin nhin vin ban.

d) No1 nhan duoc trinh bay ta1 0 s6 9a va 9b Muc IV Phan I Phu luc nay
bao gdm:

Phén noi nhan tai 6 s6 9a (ap dung d61 véi To trinh, Béo céo cla co quan, td
chirc cip dudi gii co quan, td chirc cip trén va Cong vin): Tir “Kinh g&i” va tén
cac co quan, td chitc hodc ca nhan nhin vin ban duoc trinh bay béng chit 1n
thuong, ¢& chit tir 13 dén 14, kiéu chit dimg; sau tir “Kinh gti” ¢ dau hai cham ().
Néu vin ban g1 cho mdt co quan, t6 chirc hodc mdt ca nhan thi tir “Kinh gu1” va
tén co quan, to chirc hoic ¢4 nhan dwoc trinh bay trén ciing mot dong; truong hop
vin ban giri cho hai co quan, t6 chtrc hodc c4 nhan tré 1én thi xudng dong, tén mdi
CO quan, td chirc, ca nhan hoic mdi nhém co quan, t chirc, ca nhan duoc trinh bay
trén mot dong riéng, dau dong cé gach dau dong (-), cudi dong c¢6 dau cham phay (,),
cudi dong cudi cung cé dau chim (.); cac gach dau dong duoc trinh bay thing hang
v6i nhau dudi dau hai chdm ().

Phan noi nhan tai 6 s6 9b (4p dung chung ddi vé6i céc loai vin ban): Tir “Noi nhan”

duoc trinh bay trén mot dong riéng (ngang hang véi dong chit “quyén han, chic vu
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clia nguot ky” va sat 16 trai), sau c¢6 dau hai chm (), bang chit in thuong, ¢& chit 12,
kiéu chit nghiéng, dam, phﬁn liet ké cac co quan, td chitc, don vi va cé nhan
nhan van ban duoc trinh bay bﬁng chit in thuong, c& chir 11, kiéu chit dung; tén
mdi co quan, td chirc, don vi va cé nhan hoic mdi nhém co quan, td chirc, don
vi nhan vin ban duoc trinh bay trén mot dong riéng, dau dong c6 gach dau dong (-)
sat 18 trai, cubi dong c6 dau cham phay (;), dong cudi cung bao gém chit “Luu”
sau ¢6 dau hai cham (©), tiép theo 1a chit viét tit “VT”, dau phay (), chit viét tit
tén don vi (hodc b phan) soan thao van ban va sb lvong ban luu, cudi cung la
dau cham ().

III. CAC THANH PHAN THE THUC KHAC

1. Phu luc

a) Truong hop vin ban ¢6 Phu luc kém theo thi trong vin ban phai ¢6 chi dan
vé Phu luc d6. Vin ban c6 tir hai Phu luc tré [én thi cac Phu luc phai duoc danh sO
thir tur bang chit s6 La M.

b) Tu “Phu luc” va s6 tht tu ctia Phu luc duoc trinh bay thanh mdt dong
rieng, canh gifra, béing chit in thwong, c& chit 14, kiéu chir dung, dam; tén Phu luc
(néu c6) duoc trinh bay canh gitta, bing chit in hoa, ¢& chit tir 13 dén 14, kiéu chit
ding, dam.

¢) Thong tin chi dan kém theo vin ban trén moi Phu luc duoc ban hanh bao
gbm: S6, ky hidu vin ban, thoi gian ban hanh vin ban va tén co quan, t6 chirc ban
hanh vin ban. Thong tin chi din kém theo vin ban dwoc canh giita phia duéi tén
cta Phu luc, chit in thudng, ¢& chit tir 13 dén 14, kiéu chit nghiéng, ctng phéng
chit vd1 nd1 dung van ban, mau den.

Thong tin chi din kém theo vin ban trén mdi phu luc (Kém theo vin ban
s6.../..-... ngay.... thang.... nim....) duoc ghi diy du doi véi van ban gidy; d6i véi
vin ban dién t&, khong phai dién thong tin tai cac vi tri nay.

d) Pbi véi Phu luc cung tép tin vo1 nd1 dung van ban dién ti, Van thu co quan
chi thue hién ky s6 vin ban va khong thuc hién k¥ s6 1én Phu luc.

Dbi véi Phu luc khong cung tép tin vd1 nd1 dung van ban dién tu, Van thu co
quan thuc hién ky s6 clia co quan, t6 chirc trén tung tep tin kem theo, cu thé:

V1 tri: Goc trén, bén phai, trang dAu ctia mdi tép tin.

Hinh anh chit k¥ s6 ctia co quan, t& chtre: Khong hién thi.
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Théng tin: S6 va ky hiéu vin ban; thoi gian k¥ (ngay thang nim; gio phut giy;
mui gio Viét Nam theo tiéu chuin ISO 8601) duoc trinh bay bing phéng chit
Times New Roman, chit in thuong, kiéu chitt dung, c& chit 10, mau den.

d) Sb trang cua Phu luc dugc danh sb rieng theo tung Phu luc.

e) Mau trinh bay phu luc van ban thuc hién theo quy dinh ta1 Phu luc III Nghi
dinh nay.

2. Diu chi d6 mat, mirc d6 khan, cac chi din vé pham vi luu hanh

a) Dau chi d6 mét

Viée xac dinh va déng dau chi d6 mit (tuyét mat, toi mat hodc mat), dau tai
liéu thu hoi ddi véi vin ban cé nodi dung bi mat nha nudc duoc thuc hién theo quy
dinh hién hanh. Con déu cdc d6 mat (TUYET MAT, TOI MAT hodc MAT) va dau
tai liéu thu hoi duoc khic sin theo quy dinh cta phap luat vé bao vé bi mét nha
nude. Dau chi d6 mat duoc dong vao 0 s6 10a Muc IV Phan I Phu luc nay, dau tai
liéu thu hoi duoc dong vao 0 s6 11 Muc IV Phan I Phu luc nay.

b) D4u chi mirc 46 khan

Khi soan thdo vin ban c¢d tinh chét khin, don vi hodc ca nhan soan thao vin
ban dé xuat mirc db khan trinh nguoi ky vin ban quyét dinh. Tuy theo murc d6 can
duoc Chuyén phat nhanh, vin ban dugc xac dinh do khén theo cdc muc sau: hda
tbe, thuong khan, khan.

Con dau cac mirc d6 khan duoc khac san hinh chit nhét c6 kich thude 30 mm x
8 mm, 40 mm x 8 mm va 20 mm x 8§ mm, trén dé cac tr “HOA TOC”, “THUONG
KHAN” va “KHAN”, trinh bay bing chit in hoa, phéng chit Times New Roman,
c& chit tir 13 dén 14, kiéu chit dimg, dam va dit cAn ddi trong khung hinh chit nhat
vién don. Dau chi mtc d6 khéan duoc dong vao 0 s6 10b Muc IV Phan I Phu luc
nay. Muc dé déng dau chi mic d6 khan ding mau dé tuoi.

¢) Cé4c chi din vé pham vi luu hanh

DPbi véi nhiing van ban co pham v, dbi tuong, st dung han ché, st dung cac
chi din vé pham vi Iuu hanh nhu “XEM XONG TRA LAI”, “LUU HANH NOI BO”,
Céc chi dan vé pham vi1 luu hanh trinh bay tai 6 sd 11 Muc IV Phan I Phu luc nay,
trinh bay c4n dbi trong mot khung hinh chit nhat vién don, biang chit in hoa, phong

chit Times New Roman, ¢& cht tir 13 dén 14, kiéu chit dung, dam.
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3. Ky hiéu nguoi soan théo vin ban va sb lwong ban phat hanh

Duoc trinh bay tai 6 s6 12 Muc IV Phan I Phu luc nay, ky hiéu bé‘ing chit 1n
hoa, s0 luong ban bang chit s6 A Rap, c¢& chit 11, kiéu chit dung.

4. Dia chi co quan, td chtrc; thu dién tir; trang thong tin dién t; s6 dién thoai:
s0 Fax

Cac thanh phan nay duoc trinh bay tai 6 s6 13 Muc IV Phan I Phu luc nay & trang
thtr nhat ctua van ban, bang chit in thuong, c& chit tir 11 dén 12, kieu chit ding, duoi
mot duong ke nét lién kéo dai hét chiéu ngang cuia ving trinh bay van ban.

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

1. Vi tri trinh bay c4c thanh phéan thé thiec

Osd . Thanh phan thé thitc vin ban
1 . Québc hibu va Tiéu ngtt
2 Tén co quan, t6 chic ban hanh vin ban
3 S6, ky hiéu ctia vin ban
4 Dia danh va thoi gian ban hanh van ban
Sa . Tén loai va trich yéu noi dung vin ban
5b . Trich yéu ndi dung cong vin
6 . No1 dung van ban
7a, 7b, Tc : Chtrc vy, ho tén va chit ky cua nguoi co thAm quyén
8 . Déu, Chit ky s6 cta co quan, to chic
9a, 9b - No1nhan
10a - DAu chi d6 mat
10b . Déu chi mire d6 khan
11 . Chi dan vé& pham vi luu hanh
12 . Ky hiéu ngudi soan thao vin ban va sé luong ban phat hanh
13 - Dia chi co quan, td chtrc; thu dién tu; trang thong tin dién tu;

s0O dién thoai; sO Fax.
14 - Chtt ky s0 cua co quan, t0 chirc cho ban sao van ban sang
dinh dang dién tu
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V. MAU CHU VA CHI TIET TRINH BAY THE THUC VAN BAN HANH CHINH

., Vidu minh hoa
Thanh phan the thirc va Co |
STT T Loaichit| | Kieu chit Ciy
chi tiét trinh bay chit Phong chit Times New Roman b
cnw
I |Quoc hiéu va Tiéungit
- Quoc hiéu Inhoa [12-13|Dimg dim| CONGHOAXAHOI CHUNGHIAVIETNAM | 12
- Tigu nglt In thuong 13 - 14| Dimg, ddm Dac lap - Tu do - Hanh phic 13
- Dong ke bén dudn
) Tén co quan, t0 chirc ban
hanh vin ban
- Tén co quan, t6 chitc chi ., o
7 ) Inhoa |12-13| Dimg BONOI VU 12
quan fryc tiep
- Tén co quan, to chic ban o ; ‘ o
e 1 Inhoa 12-13Dimg,ddm|  CUC VAN THU VA LUU TRUNHANUGC 12
hanh vin ban
- Dong ke bén duwdr —
3180, ki hituciavinbin Tnthwong 13 | Dimg | S&15QBBNV:S6 (SBNV-VP: S 12UBNDVX | 13
Dia danh va thot glan ban| . Ha Ngi, ngay 05 thang 01 nam 2020
40, In thuong|13 - 14 Nghiéng ;L 13
hanh vn ban Thénh phd Ho Chi Minh, ngay 29 thing 6 nim 2019
: Tén loar va trich yéu 101
dung vén ban

(1% chit frong cting mét vin bén ting, giam phai thong nhat, vi dw Quoc hiéu ¢ chit 13, Tiéu ngi o chit 14, dia danh va ngay, thang, nim

van ban cd chit 14 hode Quoc hgu cd chit 12, Tiéu ngit ¢d chit 13, dia danh va ngay, thang, ném van ban ¢d chit 13.

0TOT-€-L1 AeSN/H8T + €87 9S/0Vd HDNOD
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Thanh phin thé thite va

Vidu minh hoa

M chiéttrinh biy Loaleht chit Kifu chi Phong chit Times New Roman ci?r
a D016t vinbin o tén loa
- Tén loa1 van ban [nhoa 13- 14| Dimg, dam CHi THI 14
~Trichyeundidung  |Inthuemg|13 - 14 Dimg, dim Ve cong tac phong, chong lut bio 14
- Dong ke bén duan —
b Dot vei cong vin
Trich yéu ndi dung In thuong|12 - 13| Dimg V/y nang bic hwong ném 2019 12
6 |Not dung vin ban Inthuong 13- 14 Ding | Trong cong tac chi dao. . 14
) Gom phﬁn, chuong, muc,
tieu muc, diéu, khoan, diém
Soﬁuiitph;hma hiuing13-14Pimg éim~ PhinI Chuongl | 14
- Tiéu dé ciaphin, chwong | Inhoa |13 - 14/ Dimg, ddm| QUY DINH CHUNG |QUY DINH CHUNG| 14
T “Mue” va 6 thir In thuong 13 - 14| Dimg, d4m Muc1 14
- Tiéu dé cla muc Inhoa |13 - 14| Pimg, dim QUANLY VAN BAN 14
T “Tiéumuc” va so thirt Tn thuong 13 - 14 Dimg, dam Titu muc 1 14
-Tiéudéclatiwmuc | Inhoa |13- 14 Dimg, dim QUAN LY VAN BAN BI 14
-Biéu Inthuong 13 - 14| Dimg, dim Diéu 1. Ban sao vin bin 14
- Khodn Inthuong|13- 14 Dimg |1 Cac hinh thie. . 14
-Biém Inthuong 13- 14 Dimg ) Doive. 14

0CT0CT-€-L1 Ae3BN/H8T + €87 9S/0Vd HDNOD
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Thinh phin théthicva | C6 | . LLLLL ~
STT T Loaichit| . | Kiéuchi R Co
chi tiet trinh bay ' chi Phong chit Times New Roman ki
b G%)mphﬁn muc, khodn, diém
- Tir “Phin” va s thirtw |In thuomg|13 - 14 Dimg, dim Phin] 14
- Tiéu dé cfa phan Inhoa |13-14 Dimg, dim| TINHHINH THUC HIENNHIEM VU.. | 14
- 6 thir b va tiéu dé cta N
' Inhoa |13 - 14 Dimg, dim| . NHUNG KET QUA.. 14
muc
- Khodn:
Truong hop cotidudé  |Inthuemg|13 - 14| Dimg, d4m | 1. Pham vi va doi tuong p dung 14
Truong hop khong co , .
. dkg B O thuomgl13- 14 Dimg |1 Quydtdinh my o6 biu b th hanh ké tingiy. | 14
1€U 4€
- Biém Inthwong13-14 Dimg ) Doivei.. 14
. Chire vy, ho tén cta nguo
0 thim quyén
- Quyén han cia nguoiky| Inhoa |13 - 14 Bimg, dém TM. UY BAN NHAN DAN KT. BQ TRUONG | 14
-Chirevucianguoiky | Inhoa |13- 14/ Dimg, dim CHUTICH THUTRUONG | 14
-Hoténcuanguorky  |Inthuong|13 - 14 Dimg, dim Nguyén Vin A TrainVinB | 14
§ | Noinhan
Tu “Kinh gin” va tén co
a |quan, to chic, cd nhin|Inthuong 13 -14|  Dimg 14

nhan vin ban

0TOT-€-L1 AeSN/H8T + €87 9S/0Vd HDHNOD
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Thanh phin thé thite va

Co

Vidu minh hoa

M chiéttrinh biy Loaleht chit Hitu chi Phong chit Times New Roman ci?r
- Gt mot not Kinh gu: Bo Not vu 14
Kinh g
. - BO Nor vy,
- Gurt nhigu not . L 14
- Bo Ke hoach va Dau tur
-Bo Tat chinh
Tir “No1 nhan” va tén co
b |quan, t chue, ca nhan
nhan vin ban
R \ Nghiéng, Noi nhdn: (doi véi cong
- Tt “Not nhan” Inthwong| 12 .| Not nhin: ] 12
dam vin)
_Tén o quan, té Chirc, il | ! -Cac bo, co quan ngang bo,.., |- Nhw frén,
o Inthuong 11 | Ding |- 1
tan nhan vin bén L VT, TCCB, -Lw VT, NVDP,
9 | Phu luc vén ban
-Tu “Phy luc” va s tho| o
a Inthuong| 14 |Dimg, dim Phu luc] 14
turcia phu luc
-Tiéudéchaphuluc | Inhoa |13- 14/ Dimg, dim BANG CHU VIET TAT 14
10 | Dau chi mitc d khén Inhoa [13- 14 Dimg, dim HOATOC | | THUONGKHAN | | KHAN 13
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Thanh phin thé thieva |~ | Ci | . Vi dy minh hoa :
STT ke sy s Loaichit| .. | Kiéuchi o Co
chitiet trinh bay ' chit Phong chir Times New Roman chi
Ky higu ngwor soan thao
11 |vin bin va s0 lwong bin nthwong| 11 | Dimg PL.(300) 1
phat hanh
Dia chi co quan, th chure; "
thu dién i, trang thong \ ., S
12 . .. |ntuongll-12] Dimg DT FOK oo 11
tin dien tir; s dién thoat;
X EMail: ..o WEDSIEE: ...
s0 Fax
Chi din vé pham v lru o : .
B Tnhoa |13-14/Ding, dim | XEMXONGTRALAI| | LUUHANHNOIBO | 13
a
14 186 trang Inthuong|13 - 14 Dimg 2,113 14
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Phan II
THE THUC VA KY THUAT TRINH BAY BAN SAO VAN BAN

I. BAN SAO SANG PINH DANG PIEN TU

1. Hinh thuce sao

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

2. Tiéu chuin ctia vin ban s6 hoa

a) Dinh dang Portable Document Format (.pdf), phién ban 1.4 tré lén.

b) Anh mau.

d) Ty 1& s6 héa: 100%.

3. Hinh thuc chit ky s6 clia co quan, td chirc trén béan sao dinh dang dién to

a) Vi1 tri: Goc trén, bén phai, trang dAu cta vin ban, trinh bay tai 6 s6 14
Muc IV Phan I Phu luc nay.

b) Hinh anh chit k¥ s cta co quan, to chirc: Khong hién thi.

¢) Thong tin: Hinh thirc sao, tén co quan, to chirc sao vin ban, thoi gian ky
(ngay thang nam; gio phat giay, mii gio Viet Nam theo tiéu chuan ISO 8601)
duoc trinh bay bang phong chit Times New Roman, chit in thuong, kiéu chir ding,
¢G chit 10, mau den.

II. BAN SAO SANG PINH DANG GIAY

1. Thé thirc ban sao sang dinh dang gidy

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

b) Tén co quan, td chirc sao vin ban.

¢) S6, ky hiéu ban sao bao gom sb thtr tw ding ky (dwoc danh chung cho céc
loai ban sao do co quan, to chirc thuc hién) va chit viét tit tén loa1 ban sao theo
Bang chit viét tit va mau trinh bay van ban, ban sao van ban ta1 Muc [ Phu luc III
Nghi dinh nay. S6 dwoc ghi bang chit sb A Rép, bit dau lién tiép tir s6 01 vao
ngay 01 thang 01 va két thuc vao ngay 31 thang 12 hang nam.

d) D1a danh va tho1 gian sao van ban.

d) Chtre vu, ho tén va chit ky cua nguot ¢6 tham quyén sao van ban.
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¢) Dau clia co quan, to chirc sao vin ban.

g) No1 nhan.

2. K thuét trinh bay ban sao sang dinh dang gi4y

a) Cac thanh phan thé thirc ban sao dwoc trinh bay trén cung mét to gidy
(kho A4), ngay sau phan cudi cung cuia van ban can sao dudi mot duong ke net
lién, keo dai hét chiéu ngang cua vung trinh bay van ban.

b) Céac cum tir “SAO Y”, “SAO LUC”, “TRICH SAQO” duoc trinh bay bing
chit in hoa, c& chit tr 13 dén 14, kiéu chit dung, dam.

c¢) C& chtt, kiéu chft cta tén co quan, td chic sao vin ban; sb, ky hiéu ban sao;
dia danh va thot gian sao van ban; chirc vu, ho tén va chit ky cia nguoi co tham
quyen; dau cua co quan, to chirc sao van ban va no1 nhan duoc trinh bay theo
hudng dan cac thanh phan thé thirc van ban tai khoan 2, 3, 4, 7, 8, 9 Muc II Phan I
Phu luc nay.

d) Mau trinh bay ban sao dinh dang giéy duwoc minh hoa tai Phu luc IIT Nghi
dinh nay.

3. So dd bo tri cac thanh phan thé thitc ban sao sang dinh dang gidy

a) Vi tri trinh bay cac thanh phan thé thuc

O s : Thanh phin thé thitc ban sao
1 . Hinh thttc sao: “SAO Y”, “SAO LUC” hoic “TRICH SAO”
2 Tén co quan, t6 chic sao vin ban
3 S6, ky hiéu ban sao
4 Dia danh va ngay, thang, nam sao
5a, 5b, 5c¢ - Chtrc vy, ho tén va chit ky cua nguoi co thAm quyén

Dau cua co quan, to chirc

No1 nhan

~N O
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b) So dd

30 -35mm 15-20 mm

|

20-25mm
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Phu luc II
VIET HOA TRONG VAN BAN HANH CHINH
(Kem theo Nghi dinh s6 30/2020/ND-CP ngay 05 thang 3 nim 2020 ciia Chinh phit)

I. VIET HOA Vi PHEP DAT CAU

Viét hoa chit c4i ddu Am tiét thir nhat cia mot cau hoan chinh: Sau dau chim
cdu (), sau dau cham héi (?); sau ddu chdm than (1) va khi xubng dong.

I1. VIET HOA DANH TU RIENG CHI TEN NGUOI

1. Tén nguo1 Viet Nam

a) Tén thong thuong: Viét hoa chit cai dau tit ca cac am tiét cia danh tir riéng
chi tén nguoi. Vi du: Nguyén Ai Qudc, Tran Phu,...

b) Tén hiéu, tén goi nhin vat lich stt: Viét hoa chif cai dau tat ca cac 4m tiét. Vi
du: Vua Hung, Ba Triéu, éng Giong, Bac H6, CuHb,. .

2. Tén ngudi nude ngoai duoc phién 4m chuyén sang tiéng Viét

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

b) Truong hop phién 4m khéng sang 4m Hén - Viét (phién am truc tiép sat
cach doc ctia nguyén ngft): Viét hoa chit cai dau 4m tiét thir nhat trong mdi thanh
phan. Vi du: Vla-di-mia I-lich Lé-nin, Phri-drich Ang-ghen,...

III. VIET HOA TEN PIA LY

1. Tén dia ly Viét Nam

a) Tén don vi hanh chinh duoc ciu tao gitta danh tir chung (tinh, thanh phd
truc thudc Trung wong; huyén, quan, thi x3a, thanh phé) thudc tinh, thanh phé) thudc
thanh phé truc thudc Trung wong, x3, phuong, thi trin) véi tén riéng cia don vi
hanh chinh d6: Viét hoa chit cai dau cia cdc Am tiét tao thanh tén riéng va khong
dung gach néi. Vi du: thanh phd Thai Nguyén, tinh Nam Dinh, ..

b) Trudng hop tén don vi hanh chinh duoc cu tao gifta danh tir chung két hop
v6i chit s6, tén nguol, tén su kién lich st Viét hoa ci danh tir chung chi don vi
hanh chinh do. Vi du: Quan 1, Phuong Dién Bién Phu,...
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¢) Truong hop viét hoa dic biét: Tha d6 Ha Noi, Thanh phd H6 Chi Minh.

d) Tén dia Iy dwoc cAu tao gitta danh tir chung chi dia hinh (s6ng, nui, ho, bién,
ctra, bén, cau, viing, lach, vam,...) v6i danh tir riéng (cé mot am tiét) tré thanh tén
riéng cta dia danh d6: Viét hoa tit ca cac chit ci tao nén dia danh. Vi du: Ctra Lo,
Viing Tau, Lach Truong, Vam Co, Cau Giéy,...

Truong hop danh tir chung chi dia hinh di lién véi danh tir riéng: Khong viét
hoa danh tir chung ma chi viét hoa danh tir rieng. Vi du: bién Ctra Lo, cho Bén
Thanh, song Vam Co, vinh Ha Long, ...

d) Tén dia Iy chi mot vung, mién, khu vuc nhét dinh duoc Ciu tao bing tir chi
phuong huéng két hop véi tir chi phuong huéng khac: Viét hoa chit cai dau cua tat
cd cac am tiét tao thanh tén goi. P61 vdi tén dia Iy chi ving, mién riéng duoc ciu
tao bing tir chi phuong hudng két hop vé6i danh tir chi dia hinh thi viét hoa cac chit
cai dau moi Am tiét. Vi du: Tay Bic, Doéng Béc. Bic Bo, ...

2. Tén dia Iy nudc ngoai duoc phién 4m chuyén sang tiéng Viét

a) Tén dia Iy @3 dwoc phién 4m sang 4m Han - Viét: Viét theo quy tic viét hoa
tén dia ly Viét Nam. Vi du: Bic Kinh, Binh Nhudng, Phap, Anh,...

b) Tén dia 1y phién 4m khong sang 4m Han - Viét (phién am truc tiép sat cach
doc cta nguyén ngft): Viét hoa theo quy tic viét hoa tén ngudi nuéc ngoai quy
dinh tai diém b khoén 2 Muc II Phu luc nay. Vi du: Mat-xco-va, Men-bon,...

IV. VIET HOA TEN CO QUAN, TO CHUC

1. Tén co quan, td chitc cta Viét Nam

a) Viét hoa chit cai dau cta cic tr, cum tir chi loai hinh co quan, t6 chic: chirc
nang, linh vuc hoat dong cua co quan, td chirc. Vi du: Ban Chi dao trung uong vé
Phong chéng tham nhfing, Vin phong Chu tich nude, B6 Tai nguyén va Moi truong,
Tap doan Dién luc Viet Nam, Hoi dc"Sng nhan dan tinh Son La, S& Tai chinh,...

b) Truong hop viét hoa dic biét: Ban Chép hanh Trung uong Pang Cong san
Viét Nam, Van phong Trung wong Dang,...

2. Tén co quan, t6 chirc nudc ngoai

a) Tén co quan, t chirc nuéc ngoai di dich nghia: Viét hoa theo quy tic viét
tén co quan, to chirc clia Viét Nam. Vi du: Lién hop qudc (UN), T chirc Y té thé
gio1 (WHO),. .
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b) Tén co quan, tb chirc nudce ngoai dwoc st dung trong vin ban & dang viét
tat: Viét bang chit in hoa nhw nguyén ngit hodc chuyén tw La-tinh néu nguyén ng
khong thudc hé La-tinh. Vi du: WTO, UNDP, UNESCO, ASEAN,...

V. VIET HOA CAC TRUONG HOP KHAC

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

2. Tén cac huan chuong, huy chuong, cac danh hiéu vinh du: Viét hoa chit cai
d4u cla cac Am tiét cda cac thanh phan tao thanh tén riéng va cac tir chi thir, hang.
Vi du: Huan chuong Sao vang, Nghé s Nhan dan, Anh hung Lao dong,...

3. Tén chitc vu, hoc vi, danh hiéu: Viét hoa tén chirc vu, hoc vi néu di lién véi
tén nguoi cu thé. Vi du: Chad tich Quéc hdi, Thu twéng Chinh phd, Gido su Tén
Thét Tung, ...

4. Danh tir chung da riéng hoa

Viét hoa chit cai dau cua tir, cum tir chi tén goi d6 trong trudng hop dung trong
mot nhan xung, dung doc lap va thé hién su tran trong. Vi du: Bac, Nguo1 (chi Chu
tich H6 Chi Minh), Pang (chi Pang Cong sén Viét Nam),...

5. Tén cac ngay 1&, ngay ky niém: Viét hoa chit cai dau cia 4m tiét tao thanh
tén goi ngay 1&, ngay kY niém. Vi du: ngay Qudc khanh 2-9, ngay Tong tuyén ctr
dau tién, ngay Quéc té Lao dong 1-5, ngay Phu nit Viét Nam 20-10,...

6. Tén cac loai viin ban: Viét hoa chit cai diu cda tén loai vin ban va chit cai
dau clia 4m tiét thir nhét tao thanh tén goi cla vin ban trong truong hop néi dén
modt vin ban cu thé. Vi du: B luat Hinh su, Luat T6 chitc Quéc hoi,...

7. Truong hop vién dan phé“m, chuong, muc, tiéu muc, diéu, khoén, diém cua
mot vin ban cu thé thi viét hoa chtt cai dau cla phﬁn, chuong, muc, tiéu muc, diéu.

Vi du:

- Cin cir diém a khoan 2 Piéu 103 Muc 5 Chuong XII Phan I caa Bo luat
Hinh su.

- Theo quy dinh ta1 diém a khoan 1 Diéu 24 Tiéu muc 1 Muc 1 Chuong III cua
Nghi quyét s6 351/2017/UBTVQH14

8. Tén cac nim 4m lich, ngay tét, ngay va thang trong nim

a) Tén cac nam am lich: Viét hoa chit cai dau cua tat ca cac Am tiét tao thanh
tén go1. Vi du: Ky Ty, Tan Ho1, Mau Tuat, MAu Than,. .
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b) Tén cac ngay tét: Viét hoa chit cai dau clia 4m tiét thir nhat tao thanh tén
goi. Vi du: tét Nguyén dan, tét Poan ngo, tét Trung thu. Viét hoa chit Tét trong
trudng hop thay cho tét Nguyén dan.

¢) Tén cac ngay trong tudn va thang trong nim: Viét hoa chit cai dau cia am
tiét chi ngay va théng trong truong hop khéng dung chit s6. Vi du: thir Hai, th Tu,
thang Nam, thang Tam, ...

9. Tén cac su kién lich st va céc trieu dai: Viét hoa chit cai dau cda cac am tiét
tao thanh su kién va tén su kién, trong trwong hop co cac con s6 chi moc thot glan
thi ghi bing chit va viét hoa chit 6. Vi du: Triéu Ly, Triéu Tran, Phong trao X6
viét Nghé Tinh, Cach mang thang Tam, ...

10. Tén cac tac phém, sach bao, tap chi: Viét hoa chit cai dau ctia Am tiét thir
nhét tao thanh tén tic phim, sach bao. Vi du: tir dién Béch khoa toan thw, tap chi

Cong san, ...
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Phu luc II1
BANG CHU VIET TAT TEN LOAL MAU TRINH BAY VAN BAN
HANH CHINH VA BAN SAO VAN BAN
(Kem theo Nghi dinh sé6 30/2020/NP-CP
ngay 05 thang 3 nam 2020 cuia Chinh phu)

I. BANG CHU VIET TAT TEN LOAI VAN BAN HANH CHINH VA
BAN SAO VAN BAN
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STT Tén loai vin ban hanh chinh Chir viét tat
1. |Nghi quyét (ca biét) NQ
2. |Quyét dinh (ca biét) Qb
3. |Chi thi CT
4. |Quy ché QC
5. |Quy dinh Qyb
6. |Thong cao TC
7. |Thong bao TB
8. |Hudng din HD
9. |Chuong trinh CTr
10. |Kéhoach KH
11. |Phuong an PA
12. |DPéan PA
13. |Duén DA
14. |Bao cao BC
15. |Bién ban BB
16. |To trinh TTr
17. |Hop dong HD
18. |Cong dién Cb
19. |Bén ghi nhé BGN
20. |Ban thoa thuan BTT
21. |Giay Gy quyén GUQ
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22. |Gidy moi GM
23. |Giay gidi thiéu GGT
24. |Giay nghi phép GNP
25. |Phiéu gti PG
26. |Phiéu chuyén PC
27. |Phiéu bao PB
Ban sao van ban

1. (Bansaoy SY
2. |Bantrich sao TrS
3. |Bansao luc SL

II. MAU TRINH BAY VAN BAN HANH CHINH, PHU LUC VA BAN
SAO VAN BAN

1. Mau trinh bay vin ban hanh chinh

Mau 1.1 |Nghi quyét (ca biét)

Miu 1.2 |Quyét dinh (ca biét) quy dinh truc tiép

Miu 1.3 |Quyét dinh (ca biét) quy dinh gian tiép

Maiu 1.4 |Vin ban c6 tén loai

Mau 1.5 |Cong vin

Mau 1.6 |Cong dién

Miul.7 |Gidy moi

Miu 1.8 |Gidy gidi thiéu

Mau 1.9 |Bién ban

Mau 1.10 |Giby nghi phép

2. Mau trinh bay phu luc vin ban

Mau 2.1 |Phu luc vin ban hanh chinh gidy

Mau 2.2 |Phu luc vin ban hanh chinh dién ti

3. Mau trinh bay ban sao viin ban

Miu 3.1 |Bansao sang dinh dang gi?iy

Miu 3.2 |Bansao sang dinh dang dién tu
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Miu 1.1 - Nghi quyét (ca biét)

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

TEN CO QUAN, TO CHUC? Péc lap - Tu do - Hanh phic
Sé: /NQ-..0.. ..., ngay... thang... nam...
NGHI QUYET
5
THAM QUYEN BAN HANH i
F
(G777 Y AU ; =
(@17 Y ARSI ; E
QUYET NGHI 5
3
..................................................................................................................................... 3
..................................................................................................................................... G
................................................................................................................................... /
Noi nhén: QUYEN HAN, CHUC VU CUA NGUOI KY
- Nhu Piéu... (Chit ky ciia nguoi c6 tham quyén,
e, ) dau/chit ky sé ciia co' quan, té chirc)
-Luuw VT,..”. %

Ho va tén

Ghi chu:
"' Tén co quan, to chitc chi quan truc tiép (néu o).
*Tén co quan, t6 chite ban hanh nghi quyét.
3 Chit viét tat tén co quan, t6 chitc ban hanh nghi quyét.
“Dia danh.
> Trich yéu noi dung nghi quyét.
*N6i dung nghi quyét.
" Chit viét tat tén don vi soan thao vin ban va 56 lwong ban Iuu (neu can)
¥ Ky hidu ngudi soan thao van ban va s6 Iwong ban phat hanh (néu can).
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Miu 1.2 - Quyét dinh (ca biét) quy dinh truc tiép

TEN CQ, TC CHU QUAN' CONG HOA XA HOI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC? Péc lap - Tu do - Hanh phic
sé: mop-2.. L ‘..., ngay... thang... nam...
QUYET PINH
V& VIBC.ourries veieeerrernennn,

THAM QUYEN BAN HANH® g
=}
=

(@777 SRR e e, ; E
(@777 oy AR PRRRURR ; E
THEO A8 NGHT CU..........c..eoeeeeeeee e E
QUYET PINH: 2
[
L4}
. 3
Pieu L. OSSO UR O P U 2
+ -]
DU )
................................................................................................................................... / ¥
8
Noi nhén: QUYEN HAN, CHUC VU CUA NGUOI KY
-Nhu Piéu.......; (Chit ky ctia nguoi c6 tham quyén,
e, ; dau/chir ky so ciia co quan, t6 chirc)
-Luuw VT,.°.Y.
Ho va ten
Ghi chu:

' Tén co quan, t chitc chi quan true tiép (néu co).

> Tén co quan, to chirc hodc chite danh nha mrdc ban hanh quyét dinh.

’ Chit viét tit tén co quan, t chitc hodc chitc danh nha nude ban hanh quyét dinh.

“DPia danh.

> Trich yéu ndi dung quyét dinh.

® Tham quyén ban hanh quyét dinh thudc vé nguoi dimg dau co quan, to chire thi ghi chic vu
cia nguoi dimg dau; néu tham quyén ban hanh quyét dinh thudc vé tap thé linh dao hodc co
quan, to chire thi ghi tén tap thé hoac tén co quan, to chic do.

" Cac can ctt dé ban hanh quyét dinh.

¥N6i dung quyét dinh.

° Chit viét tat tén don vi soan thao va s6 lwong ban luu (néu cé”m).

'Ky hiéu nguoi soan thao vin ban va s6 luong ban phat hanh (néu can).
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Mau 1.3 - Quyét dinh (quy dinh gian tiép) ©

TEN CQ, TC CHU QUAN'  CONG HOA XA HOI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUC? Péc 1ap - Tu do - Hanh phiic
sé -G ..., ngay... thang... nim...
QUYET PINH
Ban hanh (Phé duyét).......... e resiaenes
THAM QUYEN BAN HANH®
(@0 17 ey | AR et ;
(@0 17 ey | AR ;
TREO A8 NGHT CU..........c..ooeeeeeeeee et
QUYET PINH:
Piéu 1. Ban hanh (Phé duyét) kém theo Quyét dinh nay..................... S
DHCUeur. oo e,
................................................................................................................................... /.
Noi nhén: QUYEN HAN, CHUC VU CUA NGUOI KY
- Nhu Piéu...; (ChiF ky ciia nguoi c6 tham quyén,
e, ) dau/chit ky sé ciia co quan, té chirc)
-Luuw VT,.5.°..
Ho va tén
Ghi chu:

* Mau nay ap dung ddi voi cac quyét dinh (ca biét) ban hanh hay phé duyét mét van ban khéc.

"' Tén co quan, t chitc chi quan truc tiép (néu co).

*Tén co quan, to chirc hodc chite danh nha mrdc ban hanh quyét dinh.

3 Chit viét tit tén co quan, to chitc hodc chitc danh nha nude ban hanh quyét dinh.

*Pia danh.

> Trich yéu ndi dung quyét dinh.

® Tham quyén ban hanh quyét dinh thuoc vé nguoi dimg dau co quan, to chire thi ghi chic vu
cia nguoi dimg dau; néu tham quyén ban hanh quyét dinh thudc vé tap thé linh dao hodc co
quan, to chue thi ghi tén tap thé hoac tén co quan, to chic do.

" Cac can cit dé ban hanh quyét dinh.

¥ Chit viét tat tén don vi soan thao va s6 lwong ban luu (néu cé”m).

? Ky hidu ngudi soan thao van ban va s6 lwong ban phat hanh (néu can).
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Miu viin ban (duwoc ban hanh, phé duyét kém theo quyét dinh) déi véi vin
ban giay

TEN CQ, TC CHU QUAN CONG HOA XA HOI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC Poc lap - Tu do - Hanh phiic

TEN LOAI VAN BAN
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Ghi chu:

' Trich yéu noi dung ctia vin ban.

* 86, ky hiéu, thoi gian ban hanh va tén co quan ban hanh ctia Quyét dinh.
S Noéi dung van ban kém theo.
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Miu viin ban (duoc ban hanh, phé duyét kém theo quyét dinh) déi véi vin
ban dién ti

S6:..% . ngay/thang/nam; gio: phit: giay’
TEN CQ, TC CHU QUAN CONG HOA XA HQI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC Poc lap - Tu do - Hanh phic

TEN LOAI VAN BAN

Ghi chu:

" Méu nay ap dung voi van ban dién ti kém theo khong cting tép tin véi ndi dung Quyét dinh
ban hanh hay phé duyét.

' Trich yéu noi dung ctia vin ban.

> Pdi véi van ban dién tir, khong phai dién thong tin tai cac vi tri nay.

SN6i dung van ban kem theo.

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

> Thoi gian ky s6 cta co quan, to chirc (ngay thang nam; gio phut gidy, mui gio Viét Nam theo
tidu chuan ISO 8601).
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Maiu 1.4 - Vian ban c6 tén loai

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

TEN CO QUAN, TO CHUC? Péc lap - Tu do - Hanh phic
86 /.7 ..., ngay... thang... ndm...
TEN LOAI VAN BAN®

7 c
]
A
8 =
............................................................................................................................. %
=
..................................................................................................................................... E
................................................................................................................................... /. 3
]
- 2
Noi nhan: QUYEN HAN, CHUC VU CUA NGUOI KY 3
e (Chit ky ciia nguoi ¢ tham quyén, 3
- Lwuw VT,.°." dau/chit ky s6 ciia co quan, to chirc) &

Ho va tén

Ghi chu:

"' Tén co quan, t6 chitc chu quan true tiép (néu co).

>Tén co quan, t6 chitc hoic chitc danh nha medc ban hanh van ban.

3 Chit viét tat tén loai van ban.

* Chit viét tit tén co quan, t6 chire hodc chitc danh nha nudc ban hanh van ban.

*Pia danh.

®Tén loai vin ban
Mau nay ap dung chung d6i véi cac hinh thic vin ban hanh chinh c¢6 ghi tén loai gom: chi thi,
quy ché, quy dinh, thong cao, théng bao, hudng dan, chuong trinh, ké hoach, phuong an, dé an,
dw an, bao cao, to trinh, gidy Gy quyén, phiéu gii, phiéu chuyén, phiéu bao.

" Trich yéu noi dung vin ban.

$Noi dung van ban.

° Chit viét tat tén don vi soan thao va s6 lwong ban luu (néu cf"m).

'Ky hiéu nguoi soan thao vin ban va s6 luong ban phat hanh (néu can).
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Mau 1.5 - Cong vin

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

TEN CO QUAN, TO CHUC? Péc 1ap - Tu do - Hanh phiic
sé: /.0 .- 0 ..., ngay... thang... ndm...
V... 5.
Kinh g
7

................................................................................................................................... /.
Noi nhén: QUYEN HAN, CHUC VU CUA NGUOI KY

- Nlur trén; (Chit ky ciia nguoi c6 tham quyén,

IR ‘ dau/chit ky sé ciia co quan, té chirc)

-Luu: VT,. %.°

Ho va ten
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Ghi chu:
"' Tén co quan, t6 chitc chu quan true tiép (néu co).
*Tén co quan, to chirc hoac chitc danh nha nuéc ban hanh cong vin.
* Chit Vlet tat tén co quan, to chirc hodc clntc danh nha nude ban hanh cong van.
* Chit viét tit tén don vi soan thao cong van.
> Pia danh.
® Trich yéu noi dung cong vin.
! Néi dung cong van.
¥ Chit viét tat tén don vi soan thao va sb lwong ban luu (néu cém)
? Ky hidu ngudi soan thio van ban va s6 luong ban phat hanh (neu car).
1Pjia chi co quan, to chirc; thu dién tir; trang thong tin dién ti; s6 dién thoai; s6 Fax (néu can).
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Maiu 1.6 - Cong dién

TEN CQ, TC CHU QUAN! CONG HOA XA HOI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC? Péc 1ap - Tu do - Hanh phiic
sé..cp-.>. L ‘..., ngay... thang... nim...
CONG DPIEN
s
................................................................ % dién
- 7 .

8
................................................................................................................................... /.
Noi nhén: QUYEN HAN, CHUC VU CUA NGUOI KY
e, ; (Chit ky ciia nguoi c6 tham quyén,
S ; ddu/chit ky sé ciia co quan, t6 chirc)

-Luu VT,.°. "

Ho va tén

Ghi chu:

"' Tén co quan, t6 chitc chu quan true tiép (néu co).

>Tén co quan, t6 chitc hodc chitc danh nha mzdc ban hanh cong dién.

3 Chit viét tat tén co quan, t6 chire hodc chitc danh nha nudc ban hanh cong dien.
*Dia danh.

> Trich yéu nd1 dung dien.

STén co quan, t6 chirc hoic chitc danh cia nguoi ding dau.

"Tén co quan, t0 chitc nhan dién.

¥ Noi dung dién.

° Chit viét tat tén don vi soan thao va s6 lwong ban luu (néu cé”m).

'Ky hiéu clia nguoi soan thao van ban va s6 lwong ban phat hanh (néu can).
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Miu 1.7 - Gidy moi

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

TEN CO QUAN, TO CHUC? Péc lap - Tu do - Hanh phiic
sé./.GM-.2.. ‘..., ngay... thang... ndm...
GIAY MOI
5
v b trAntrong kinh mOt..o.o RSN
TEU AW OSSOSO
CRU L e e
TROT @IAN: ..o e
DA QM
............................................................. B ],
Not rthén: QUYEN HAN, CHUC VU CUA NGUOI KY
; (Chit ky ciia nguoi co tham quyén,
- Luw VT,.7. dau/chit ky sé ciia co quan, to chirc)
Ho va tén
Ghi chu:

"' Tén co quan, t6 chitc chi quan true tiép (néu co).

*Tén co quan, t6 chirc ban hanh giay moi.

3 Chit viét tat tén co quan, t6 chirc ban hanh gidy moi.

*Pia danh.

*Trich yéu nd1 dung cudc hop.

®Tén co quan, to chitc hodc ho va tén, chic vu, don vi cong tac cua nguoi duge moi.
"Tén (ndi dung) cta cuoc hop, hoi thao, hoi nghi vv...

¥ Cac van dé canluu y.

° Chit viét tat tén don vi soan thao va s6 lwong ban luu (néu cé”m).

'Ky hiéu nguoi soan thao vin ban va sb luong ban phat hanh (néu can).
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Miu 1.8 - Giay gioi thiéu

TEN CQ, TC CHU QUAN" CONG HOA XA HOI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC? Péc lap - Tu do - Hanh phic
sé../6GT-.>. ‘..., ngay... thang... nam...
GIAY GIOI THIEU
oo i8N trong gidi thidu:

ONE (DA).. oo e,
I VU
Puoc et dén: o O
VI oo

Dé nghi Quy co quan tao diéu kién dé 6ng (ba) c6 tén & trén hoan thanh

nhiém vu.

G14y nay c6 gid tri d8n h8t AV oo /.
Nﬁ "’Lﬁj'-' QUYEN HAN, CHUC VU CUA NGUOI KY
- Nhu trén; , ,
- Luuw VT. (Chit ky clia nguoi co tham quyén,

dau/chit ky so cua co quan, t6 chirc)

Ho va tén

Ghi chu:

'Tén co quan, t6 chitc chu quan true tiép (néu co).

>Tén co quan, t6 chirc ban hanh van ban (cap gidy gidi thidu).

? Chit viét tat tén co quan, t chirc ban hanh van ban.

*Pia danh.

°Ho va tén, chiic vu va don vi cong tac cua nguoi duoc gion thigu.
®Tén co quan, to chire duoc gi101 thiéu to1 lam viéce.
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Mau 1.9 - Bién ban

TEN CQ, TC CHU QUAN! CONG HOA XA HOI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC? Péc lap - Tu do - Hanh phic

S6:../BB-. .
BIEN BAN

Cudc hop (hdi nghi, hoi théo) két thic vao.... gidr...., ngdy.... thang.... nim... /.

THU KY CHU TOA

(Chit ky ciia nguoi co tham quyén,
(Chit ky) déu/chit ky s6 ciia co quan, t6 chire (néu c6)’)

o Ho va ten
Ho va ten :

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

- Luu: VT, H6 so.

Ghi chu:

! Tén co quan, t6 chitc chu quan true tiép (néu co).
*Tén co quan, t6 chirc ban hanh van ban.

’ Chit viét tat tén co quan, t6 chirc ban hanh van ban.
*Tén cudc hop hoac héi nghi, hdi thao.

> Ghi clntc vu chinh quyén (néu can).

* Tek +84-28-3930 3279 * www.ThuVienPhapLuat.vn



CONG BAO/SH 283 + 284/Ngay 17-3-2020 59

Miu 1.10 - Giay nghi phép

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

TEN CO QUAN, TO CHUC? Péc 1ap - Tu do - Hanh phiic
sé../.oNp-0 L ..., ngay... thang... nim...
GIAY NGHI PHEP
Xeét Don dé nghi nghi phép ngay........................ cuaong (ba)...............c..ooco..
...................................................................... 2 i cAp chO
OnE (DA): e SR UTRS
R VU
Duoc nghi phép trong thoi1gian.............................. ké tr ngaY.....cooovvooeeeee
dén hét ngay.... e YAl RSOOSR
S6 ngay nghl phep néu trén duoc tinh vao thot gian...................... [ /.
Noi nhdn: QUYEN HAN, CHUC VU CUA NGUOI KY
-5 (Chit ky ciia nguci c6 tham quyén
-Luu: VT, daw/chir ky s6 ciia co quan, t6 chirc)

Ho va tén
Xac nhan ctia co quan (6 chire) hodic
chinh quyén dia phzro’ng noi nghi
phép (néu can)

(Chit ky, dau)

Ho va ten

Ghi chu:
'Tén co quan, to chuc chﬁ quén truc tiép (néu co).
*Tén co quan, t6 chue cap gwy nghl phep
3 Chit viét tit tén co quan, to chirc cap gidy nghi phép.
*Pia danh.
*Ho va tén, chitc vu va don vi cong tac ciia ngudi duoc cap gidy phép.
®Noi nghi phép.
" Thoi gian nghi theo Ludt Lao dong (nghi hang nam cd lwong hodc nghi khong hwdng luong
hodc nghi viéc riéng ma van hudng nguyén luong...).
$Nguoi duoc cap giay nghi phép.
° Chit viét tat tén don vi soan thao va s6 lwong ban luu (néu 0511).
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Miu 2.1 - Phu luc viin ban hanh chinh giay

Ghi chu:

'S thit tw ctia Phu luc.

>Tiéu dé cua Phu luc.

¥ 6 va ky hidu ctia van ban

* Thoi gian ban hanh vin ban.

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

S Noi dung cua Phu luc.
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Mau 2.2 - Mau Phu luc viin ban hanh chinh dién ti

S6:...°...; ngay/thang/nam; gio: phit: giay °

Ghi chu:

* Mau nay ap dung vo1 van ban dién it co phu luc khong cung tép tin voi ndi dung van ban.

'S thit tw ctia Phu luc.

*Tiéu dé cua Phu luc.

3Péi voi van ban dién ti, khong phai dién thong tin tai cac vi tri nay.

*Tén co quan, t6 chitc ban hanh van ban.

SSova ky hiéu van ban.

®Thoi gian ky s6 cia co quan, t& chitc (ngay thang nim; gio phut gidy, mui gio Viét Nam theo
tidu chuan ISO 8601).

TNéi dung cua Phu luc.
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Miu 3.1 - Ban sao sang dinh dang giay

TEN CQ, TC CHU QUAN CONG HOA XA HOI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC Péc lap - Tu do - Hanh phiic
S6.. /L , ngay... thang... nam...
TEN LOAI VAN BAN
................................................................................................................................... /.
Noi nhin: QUYEN HAN, CHUC VU CUA NGUOI KY

______________ (Chit ky cuiia nguoi co tham quyén dau cua co quan,
- Lo VT, t6 chirc ban hanh vin ban)

Ho va tén

TEN CO QUAN, TO CHUC* . L einennee
so..>. - .., ngay... thang... nam...
Noi nhin: QUYEN HAN, CHU'C VU CUA NGUOI KY’
T (Chit ky ciia nguoi c6 tham quyén dau ciia co' quan,
] LuuVT t6 chirc thurc hién sao vdn ban)
Ho va tén
Ghi chu:

! Hinh thie sao: “SAO Y hoic “SAO LUC” hoic “TRICH SAO”.
*Tén co quan, t6 chite thue hién sao vin ban.

¥ S6 ban sao.

4 Ky hiéu ban sao.

> Chit viét tit tén co quan, t6 chirc sao van ban,

°Pia danh.

" Ghi quyén han, chitc vu cia nguoi ky ban sao.
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Maiu 3.2 - Ban sao sang dinh dang dién ti&

R . ngay/thang/nam; gio: phut: giay °
TEN CQ, TC CHU QUAN CONG HOA XA HOI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC Péc lap - Tu do - Hanh phic
S6.. /. L , hgay... thang... nam...

TEN LOAI VAN BAN z
g

%

F

............................................................................................................................... E
..................................................................................................................................... 3
)

4]

................................................................................................................................... /. g
=]

%

Not nhén: QUYEN HAN, CHUC VU CUA NGUOI KY g
e : (Chit ky clia n‘g:wé’i co tham quyén, dau ciia co quan, C
- Luu: VT, ... t6 chirc ban hanh van ban) .

Ho va tén
Ghi chu:

! Hinh thie sao: “SAO Y hoic “SAO LUC” hoic “TRICH SAO”.
*Tén co quan, t0 chnc thae hién sao van ban.

3 Thoi gian ky s0 ctia co quan, to chure thue hién sao van ban.
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Phu luc IV

MAU VE QUAN LY VAN BAN
(Kem theo Nghi dinh s6 30/2020/ND-CP
ngay 05 thang 3 nam 2020 cua Chinh phu)

1. MAU SO PANG KY VAN BAN DI

1. Bia va trang dau

TEN CO QUAN CHU QUAN TRUTC TIEP

TEN CO QUAN/DON VI

SO PANG KY VAN BAN PI

2. No1 dung dang ky van ban di

T6i thiéu gom 10 ndi dung:

S0, ky | Ngay | Tén loai va Noi | Pon vi, S

i 0
hiéu | thang | trich yeu |[Nguoi|nhan| nguoi Ngay | Ky |Ghi
. . e , . " lugng P N ,
van van noi dung ky van | nhan ba chuyen [nhan | chu

an

ban ban van ban ban | ban luu

(D ) 3) @ | 6) (6) (7) & | (9 |(10)
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II. MAU BI VAN BAN

T .| TENCOQUAN, TO CHUC
mngcﬁ, Pia Chl.. oo
- cﬂégl;l : Diénthoal:...................... FaxX:. .o
(N % | Emal.................... Website:...oooovi
S6/ky hiéu vAn ban: ...
Kinhgvi:............................................

III. MAU SO GUI VAN BAN PI BUU DIEN

1. Bia va trang dau

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

SO GUI VAN BAN PI BUU DIEN

Nam:................
Tirngay............. den ngay.............
Tir so......... ACN SO,

Quyeén so:....

2. No1 dung dang ky g1 van ban di buu dién

T6i thiéu gom 06 ndi dung:

Ng3 S6, ky hié So 1 Ky nhan va | Ghi
gay 0, Ky hieu Noi nhan vin bn o luong| Ky nhan va 1

chuyén van ban bi dau buu dién| cha

(D 2) 3) “4) ®) (6)
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IV.MAU SO SU DUNG BAN LUU

1. Bia va trang dau

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

SO SUDUNG BANLUU

2. No1 dung dang ky st dung ban luu

T6i thiéu gom 09 ndi dung:

. < +.... |Téenloaiva|So va Nguoi
. Ho ten |So, ky hieu ] B . i . .
Ngay . . .| trichyeu | ky | Ky |Ngay | cho | Ghi
r nglr(}'l Su. ngay thang ~w -~ ~ kd r kd r
thang s, noi dung | hieu | nhan | tra |phép su| chu

dung van ban L,

van ban | HS dung

) (2) 3) (4) D16 | D @ |06
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V. MAU DAU “DEN”: Puoc khic sin, hinh chit nhat, kich thudc 35mm x 50mm

50 mm
TEN CO QUAN, TO CHUC

35 mm
s
=
Z

Chuyén: ..................................
S6 vaky hieu HS: ...

VI. MAU SO DANG KY VAN BAN DEN

1. Bia va trang dau

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

SO PANG KY VAN BAN DEN

2. Néi dung dang ky vin ban dén

T6i thiéu gdm 10 ndi dung:

Ngay |Tén loai va| Don vi

. S6, ky ]
Ngay | So | Tac hia {r thang | trichyeu | hoiac | Ngay | Ky | Ghi
: . iéu van :
den | den | gia b van | noidung | nguoi |chuyén nhan| cha
an

ban | vinban | nhan

OO @ | 6 (6) (7 ® | © |00
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VII. MAU PHIEU GIAI QUYET VAN BAN DEN

TEN CO QUAN, TO CHUC  CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tw do - Hanh phuc

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

PHIEU GIAI QUYET VAN BAN DEN
(Tén loat, s6 va ky hiéu; ngay, thang, nim; co quan ban hanh
va trich yéu ndi dung vin ban dén)

1. Y kién ctda lanh dao co quan, td chirc

- G1ao don vi1, ca nhan chu tri;

- Giao cac don vi, c4 nhan tham gia phéi hop gidi quyét vin ban dén (néu cb),
- Thot han gidi quyét d61 véi mdi don vi, ¢ nhan (néu co);

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

2. Y kién cua lanh dao don vi
- G1ao cho ca nhan; tho1 han giai quyét do1 v ca nhan (néu co),

- Ngay, thang, nim cho v kién.

3. Y kién dé xuat cua nguoi giai quyet
- Y kién dé xuat giai quyét van ban dén cua ca nhan;
- Ngay, thang, nim dé xuat y kién.
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VIIL. MAU SO THEO DOI GIAI QUYET VAN BAN DEN
1. Bia va trang dau
TEN CO QUAN CHU QUAN TRUC TIEP
TEN CO QUAN/PON VI
SO THEO DOI GIAI QUYET
VAN BAN PEN
Nam........
Tur ngay........... dén ngay...............
Quyén $0:....
2. Néi dung dang ky theo dai giai quyét vin ban dén
T6i thiéu gom 07 ndi dung:
Tén loai, s6, ky hiéu, , . N P
P o A Pon vi [Thoi han| Tien do | So, ky hieu ,
So | ngay, thang va ten co’ . . o o .7 | Ghi
P 2 ., . . |hoac nguoi| giai giai van ban ]
den [quan, to chirc ban hanh . B P . chua
., nhan quyet | quyet tra loi
van ban
D (2) 3) @ Q) (6) (7
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Phu luc V
LAP HO SO VA GIAO NOP HO SO, TAI LIEU
VAO LUU TRU CO QUAN
(Kem theo Nghi dinh s6 30/2020/ND-CP
ngay 05 thang 3 nam 2020 cua Chinh phu)

I. XAY DUNG DANH MUC HO SO

Danh muc hd so gé)m cac thanh phc:’in: Cac dé muc, sb va ky hiéu cua ho so,
tiéu dé ho so, thoi han bao quan cua ho so, nguoi lap ho so.

1. P& muc trong Danh muc h so duoc xay dung theo co ciu td chirc (tén céc
don v1 trong co quan, tb chure) hodc theo linh vuc hoat dong (tén cac linh vuc hoat
dong chu yéu cua co quan, t6 chirc). Trong ting dé muc 16n dwoc chia thanh cac
dé muc nhé twong ng vdi tén cac don vi (theo co ciu td chirc) hoic chia thanh cac
mat hoat dong (theo linh vurc hoat dong). Trong cac dé muc nho, trat tu cac ho so
duoc sip xép theo nguyén tic tir chung dén riéng, tir tong hop dén cu thé.

Cac dé muc 16n duoc danh sb lién tuc bﬁing chit s6 La Mi. Cac dé muc nhd
(néu cd) trong timg dé muc 1én duoc danh s6 riéng bang chit s6 A Rap. Chit viét
tit cta cac dé muc 16n trong Danh muc hd so do co quan, to chitc quy dinh nhung
can ngén gon, dé hiéu.

2. S6, ky hidu ctia hd so bao gdm: s6 thr tu (duoc danh bing chit s6 A Rép) va
ky hiéu (bang cac chit viét tit) ctia d& muc 16n.

Viéc danh s6 ho so co thé ap dung mot trong hai cach sau: S6 cua hd so duoc
danh lién tuc trong toan Danh muc, bét dau tir s6 01 hodc sd cla hd so duoc danh
lién tuc trong pham v1 tung dé muc 1én, bit dau tir s6 01.

3. Tiéu dé ho so: Can viét ngin gon, rd rang nhung phai khai quat duoc noi
dung cta cac vin ban, tai liéu s& hinh thanh trong qué trinh theo di, giai quyét
cong Viec.

4. Thot han bao quan cua hd so duoc xac dinh theo quy dinh hién hanh: Vinh

vién hodc thot han bang s6 nam cu thé.
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II. MAU DANH MUC HO SO

TEN CQ, TC CHU QUAN

CONG HOA XA HOI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUC

Doc lap - Tw do - Hanh phuc

DANH MUC HO SO

Nam...

(Kem theo Quyét dinh so... ngay... thang... ndm.............. cua.......)
Sovaky | . ., s Thoi han | Ngudi lap o
o Ten de muc va tieu de ho so L Ghi cha

hieu ho so ) bao quan ho so
(1) (2) (3) (4) (5)
I. TEN PE MUC LON
1. Tén dé muc nhé
01.TCCB |Tiéu dé ho so 20nim | Hovatén

Danh muc ho so nay co

ho so, bao gom:
ho so bao quan vinh vién,
hé so bao quan cdé thot han.

* Tek +84-28-3930 3279 * www.ThuVienPhapLuat.vn



72 CONG BAO/S6 283 + 284/Ngay 17-3-2020

III. MAU MUC LUC HO SO, TAI LIEU NOP LUU

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

TEN CQ, TC CHU QUAN
TEN PON VI*

MUC LUC HO SO, TAI LIEU NOP LUU

2
Nam
S6 |S4, ky hiéu . Théigian | Thoihan | S6t6* | Ghi
~ | Tieu de ho so ) . ]
TT ho so tailiéu | bao quan | So trang” | chu
(1) (2) 3) (4) ) (6) (7
MU [UC NAY GOM. ..o h6 so (don vi bao quan).
Vit bAng Chit: ..o ho so (don vi bdo quan).

........... ngay....... thang....... nam....

(Ky va ghi vé ho va tén, churc vu)

'Tén don vi nop luu ho so, ta1 liéu.

* Thoi han bao quan: Bao quan vinh vién hoac bao quan co thoi han. Muc luc hd 50, ta1 liéu
bao quan vinh vién va Muc luc ho s0, tai lieu bao quan co thot han duge lap rieng thanh 02 Muc
luc khac nhau. Ddi véi Muc luc hd s0, tai lidu bao quan vinh vién b cot thoi han bao quan.

* Ap dung ddi voi vin ban giay.

¢ Ap dung ddi voi van ban dién ti.
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IV. MAU MUC LUC VAN BAN, TAI LIEU TRONG HO SO ®

MUC LUC VAN BAN, TAI LIEU
S0, ky hiéu ho so: ..............

Nam...
So, ky o Ténloaiva |, s
.~ . | Ngay thang ; < .. |Tacgia To so/ o
STT (hiéuvan| _ . ., | trichyeunoi | = <« | Ghicha
, nam van ban . .. vanban| Trang so
ban dung van ban
(1) 2) A3) 4 ) (6) Q)

> Ap dung cho ho so ¢6 thoi han bao quan vinh vién.
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V. MAU BIEN BAN GIAO NHAN HO SO, TAI LIEU

TEN CQ, TC CHUQUAN  CONG HOA XA HOQI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUC Péc lap - Tu do - Hanh phic
veey NGAY e thang....... nam........
BIEN BAN

Giao nhan ho so, tai lieu

Cin ctr Nghi dinh s6 30/2020/ND-CP ngay 05 thang 3 nim 2020 cta Chinh
pht vé cdng tac vin thu;

Cancur....... (Danh muc hé so ndm..., Ké hoach thu thdp tai liéu...),

Chung t61 gom:

BEN GIAO: (tén cd nhan, don vi giao ndp ho so, tai liéu)

3. S0 lugng ta1 liu:
a) Do1vo1 ho so, ta1 liéu giay

5. Muc luc hd so, tai liéu nop luu kem theo.
Bién ban nay dugc lap thanh hai ban; bén giao gitt mot ban, bén nhan g1t
mot ban./.

PAI DIEN BEN GIAO PAI DIEN BEN NHAN
(Ky va ghi 16 ho va tén) (Ky va ghi 6 ho va tén)
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Phu luc VI
HE THONG QUAN LY TAI LIEU PIEN TU
(Kem theo Nghi dinh s6 30/2020/ND-CP
ngay 05 thang 3 nam 2020 cua Chinh phu)

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

I. NGUYEN TAC XAY DUNG HE THONG

1. Bdo dam quén Iy vin ban va ho so dién ti cta co quan, t6 chirc dung
quy dinh.

2. Bao dam an toan, an ninh thong tin mang theo quy dinh cua phap luat
hién hanh.

3. B4o dam phan quyén cho cac ca nhan truy cip vao Hé thong.

4. Bao dam tinh xac thuc, do tin cay cua tai lieu, dit liéu luu hanh trong Hé thé)ng.

5. Cho phép kiém chung, xac minh, thuc hién cac yéu cau nghiép vu khac cua
CO quan, td chitc, c4 nhan c6 trach nhiém khi dwoc yéu cau.

II. YEU CAU CHUNG KHI THIET KE HE THONG

1. Pap tmg day du cac quy trinh va k¥ thuat vé quan 1y vin ban dién ti, lap va
quéan Iy hd so dién tir va dit lidu dic ta'.

2. Co kha nang tich hop, lién thong, chia sé thong tin, dt liéu vdi cac he
thong khac.

3. Co kha nang he théng hoa vin ban, ho so, théng ké s6 luot truy cap van ban,
hd so, hé théng.

4. Bao dam tinh xac thuc, tin cady, toan ven va kha nang truy cap, st dung van

bén, ta1 liéu.

' Dit heu dac ta clia vin ban, ho so la thong tin mo ta no1 dung, dinh dang, ngit canh, cau
tric, cac yéu to cau thanh van ban, ho so; méi lién hé cia van ban, ho so véi cac van ban, ho so
khac; thong tin vé chit ky $O trén van ban; lich st hinh thanh, st dung va cac dac tinh khac nham
phuc vu qua trinh quan 1y, tim kiém va kha ning st dung cua ho so, tai lidu.
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5. Bao dam luu trit hd so theo thot han bao quan.

6. Bao dam phu hop v6i Khung kién trac Chinh pha dién t&r Viét Nam.

7. Béo dam d& tiép can va st dung.

8. Cho phép k¥ s6, kiém tra, xac thuc chit k¥ s6 theo quy dinh cta phéap luat.

III. YEU CAU CHUC NANG CUA HE THONG

1. Dbi véi viée tao lap va theo do1 van ban

a) Cho phép tao lap vin ban méi va chuyén dbi dinh dang vin ban.

b) Cho pheép dinh kem van ban.

¢) Cho phep tao ma dinh danh vin ban di.

d) Hién thi murc d6 khan cta vin ban.

@) Cho phép tw dong cap s6 cho vin ban di va s6 dén cho vin ban dén theo thir
tw va trinh tu thot gian trong nam.

¢) Cho phep bén nhan tu dong thong bao cho bén gui da nhan van ban.

g) Cho phép tu dong cap nhat cac truong thong tin s61.1,1.2.2.4.6,10,13.1
Muc I Phan IT Phu luc nay; truong thong tin so 1.1, 1.2, 2, 10, 12, 13 Muc II
Phan II phu luc nay; truong thong tin s6 1.1, 1.2, 9, 10 Muc III Phan II Phu luc nay.

h) Thong bao cho Van thu co quan khi co su trung ldp m3 dinh danh van ban
hodc ca ba truong thong tin so0, ky hi€u va tén co quan, to chtrc ban hanh van ban.

1) Thong bao khi ¢o van ban mai.

k) Thong bao tinh trang nhan van ban tai co quan, td chirc nhan vin ban.

1) Cho phép thong ké, theo dai, don dbc viée gidi quyét vin ban dén.

m) Cho phép ngudi ¢6 thim quyén phan phdi vin ban dén, theo ddi, dén doc
don v1, ca nhén gia1 quyét van ban ding thot han.

n) Cho phép ngudi ¢6 thim quyén truy cip, chinh stra, chuyén lai du thao vin
ban, tai lieu.

0) Cho phép co quan, t chirc gii vin ban biét tinh trang x& I vin ban cta co
quan, to chtrc nhan van ban.

2. D61 véi vide két ndi, 1ién thong

a) Bao dam két ndi, lién thong gifta cac Hé thong quén Iy tai lidu dién tir va Hé
thong quan ly tai liéu luu trit dién ti cua Luu trit lich st do1 vo1 co quan, t6 chirc
thuoc nguon ndp luu.
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b) C6 kha ning hoat dong trén cac thiét bi di déng thong minh trong didu kién
bao dam an toan thong tin.

¢) C6 kha ning két ndi, lién thong va tich hop véi céc hé théng chuyén dung
khac dang duoc su dung tai co quan, to chtrc.

3. D61 véi an ninh thong tin

a) Bao ddm cac cap d6 an ninh thong tin theo quy dinh ctia phap luit.

b) Béo dam phan quyén truy cip doi véi timg hd so, vin ban.

¢) Canh béo su thay dbi vé quyén truy cap dbi véi timg ho so, vin ban trong
He thong cho dén khi co xac nhan cua nguot c¢o tham quyén.

4. b1 véi viée 1ap va quan Iy ho so

a) Bdo dam tao 14p Danh muc ho so trong Hé thong.

b) Bao dam tao m3 cho timg hd so va tr déng danh sb thir tu cda vin ban, tai
liéu trong ho so.

¢) Lién két toan bd vin ban, tai lidu va dir liéu dic ta cé cung m3 hd so trong
He thong deé tao thanh ho so.

d) Béo dam lién két cac truong thong tin trong Danh muc hd so cla timg hd so
vo1 toan b0 van ban, ta1 liéu, dir 1€u dac ta cua ho so.

d) Béo dam lién két va thong ké toan bd hd so dwoc 1ap cia mot tai khoan
cu thé.

¢) Cho phép gan modt vin ban, tai liéu cho nhiéu hd so duoc tao bdi nhibu tai
khoan khac nhau ma khong can nhan ban.

g) Cho phép két xuit toan bd vin ban, tai lidu, dir liéu dic ta cla hd so sang
dinh dang (.pdf), (xml) va bao dam trinh tu tho1 gian hinh thanh vén ban, tai liéu,
dit [1€u dac ta cia ho so.

5. P61 véi vide bao quan va luu trit van ban, hd so

a) Luu vin ban va cac thong tin vé qué trinh gidi quyét vin ban gém: Y kién
chi dao, phan phoi van ban dén clia nguoi c6 tham quyeén; cac du thdo vin ban cua
ca nhan dugc phan cong soan thao; y kién gop ¥ cia ca nhan, don vi ¢o lién quan;
¥ kién chi dao cua lanh dao; y kién phé duyét, chiu trach nhiém no1 dung cua lanh
dao don v1 chu tri soan thao; v kién phé duyét chiu trach nhiém vé thé thuc, k§
thuat trinh bay van ban cua nguo1 c¢6 tham quyén; lich st truy cap va xem van ban;,
cac tac dong khac vao van ban.

b) Cho phép tu dong théng bao hd so dén han ndp luu vao Luu trit co quan
trude 30 ngay ke tor ngay Luu trt co quan thong bao Danh muc ho so ndp luu cho
don v1 giao nop tai ligu.
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¢) Bao dam thuc hién ndp luu hd so vao Luu trit co quan, Luu trt lich su.

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

@) Béo ddm kha niing truy cip va st dung ho so, vin ban theo thoi han bao quan.

¢) Bao ddm kha ning di cpuyén hd so, tai liéu, dir liéu dic ta va thay doi dinh
dang van ban khi co su thay do1 veé cong nghé.

) C6 kha ning sao luu dinh ky, dot xuat va phuc hdi dit liéu khi gip su co.

6. D61 véi théng ké, tim kiém va st dung vin ban, ho so

a) Cho phép thong ké sb lwong hd so, van bén, tai liéu; s6 luot truy cip vao
tung ho so, van ban, tai liéu.

b) Cho phép théng ké s6 luot truy cip vao Hé théng theo yéu ciu clia ngudi
quan ly, quan tr1.

¢) Cép guyén, kiém soat quyén truy cip vao ho so luu trir dién tr va dit lidu
dac ta cua ho so luu trir.

d) Cho phép tim kiém van ban, ho so doi v6i tat ca céc truong thong tin dau
vao cua van ban, ho so va no1 dung cuia van ban, tai liéu.

’ d) Cho phép lwa chon hién thi cac trudng théng tin cta vin ban, hd so trong

ket qua tim kiém.

¢) Cho phép luu va st dung lai céc yéu cau tim kiém.

g) Cho phép hién thi thi tw két qua tim kiém.

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

1) Cho pheép ta1 hodc in van ban, tai ligu, dit icu dac ta.

k)’Cho phép danh dau vao vin ban, tai lidu, dir liéu dic ta duoc in ra tur
Hé thong.

1) Luu lich st truy cap va su dung van ban, tai lléu.

7. D61 véi vide quan ly dit lieu dac ta

a) Luu cac yéu t6 dtr lidu dic ta lién quan dén mot vin ban, hd so cu thé theo
tho1 han bao quan.

b) Hién thi toan b di Lidu dic t clia mdt vin ban, ho so khi 6 yéu cau cla
nguo1 st dung duoc cap quyén.

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

d) Luu dit liéu dic ta ctia qué trinh kiém soét an ninh vin ban, hd so, hé thong.

@) Luu va ¢b dinh su lién két clia mdt vin ban, ho so véi tat ca cac yéu to dir
liéu dac ta lién quan.
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8. D61 voi viée thu hoi vin ban

a) Péng bang vin ban di va di liéu dic ta vin ban di khi ¢6 1énh thu hoi vin
ban cua co quan, to churc.

b) Huy vin ban dén va dit liéu dic ta vin ban dén khi c6 1énh thu héi vin ban
tlr co quan, to churc phat hanh van ban.

¢) Luu dit liéu dac ta cua qua trinh thu hdi vin ban.

IV. YEU CAU VE QUAN TRI HE THONG

1. Hé thong cho phép nguoi duoc giao quan tri Hé théng thuc hién nhimng
nhiém vu sau;

a) Tao 1ap nhém tai liéu, ho so theo cp d6 thong tin khac nhau.

b) Phan quyén cho ngudi st dung theo quy dinh clia co quan, td chur.

¢) Truy cap vao hd so va dir lidu dic ta cia hd so theo quy dinh cia co
quan, to chtc.

d) Thay d(’jﬁi quyén truy cip doi v6i ho so, vin ban khi ¢6 su thay doi quy dinh
cua co quan, to chuec.

&) Thay ddi quyén truy cdp cia céc tai khodn c4 nhan khi c6 nhing thay dbi vé
V1 tri cong tac cua ca nhan do.

¢) Phuc hoi thong tin, dit liéu dic ta trong truong hop 181 hé théng va thong
bao két qua phuc hor.

g) Khoa hodc dong bang cdc tdp hop (vin ban, hé so, nhom tai liéu) dé ngan chin
kha nang di chuyén, xda hoac sua do1 khi co yéu cau cua nguoi co tham quyén.

2. Canh b4o xung dot xay ra trong hé thong.

3. Thiét lap két ndi lién thong.

V. THONG TIN PAU RA CUA HE THONG

1. S6 ding ky vin ban dén

2. B4o c4o tinh hinh gidi quyét vin ban dén

3. S6 dang ky van bén di

4. B4o c4o tinh hinh gidi quyét vin bén di

5. Muc luc van ban trong ho so

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

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

STT Truong thong tin . . Téfl Kieu D‘ij,
(viet tat tieng Anh)| dit liéu | dai
1 |Mahdso FileCode
11 Ma dinh danh cfla clcr quan, td chirc Organld String 13
lap danh muc ho so
1.2 |Nim hinh thanh hd so FileCatalog Number | 4
1.3 |S6 vaky hiéu hod so FileNotation String | 20
2 |Sb thir trr vin ban trong h so DocOrdinal Number | 3
Tén loa1 van ban TypeName String | 100
4 |S6 ctia vin ban CodeNumber String 11
5 |Ky hiéu cua van ban CodeNotation String | 30
6 [Ngay, thang, ndm van ban IssuedDate Date 10
7 | Tén co quan, t& chirc ban hanh vin ban OrganName String | 200
8 |Trich yéu ndi dung Subject String | 500
9 [Ngon nglt Language String | 30
10 |S6 trang cia vin ban PageAmount Number | 3
11 |Ghichu Description String | 500
12 |Chtrc vy, ho tén nguo1 ky Signerlnfo
12.1 [Chtrc vu cua nguo1 ky van ban Position String | 100
12.2 [Ho va tén nguot ky van ban FullName String | 50
13 |Noi1nhan To
13.1 M?E’l\ din}n daqnh cla co quan, td chirc Organd String 13
nhan van ban
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13.2 |Tén co quan, t6 chic nhan vin ban OrganName String | 200
14 |Mrc d6 khan, d6 mat Priority Number 1
15 |S6 lwong ban phat hanh Issued Amount Number | 3
16 |Han tra lo1 van ban DueDate Date 10

® M dinh danh ctia co quan, t0 chic lap danh muc hd so dwoc mic dinh trong He tﬁhéng.
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II. THONG TIN PAU VAO CUA DU LIEU QUAN LY VAN BAN DEN

STT Truong thong tin . Téf] Klé:l da B‘ij,
(viet tat tieng Anh) liéu dai
1 |Miho so FileCode
1.1 iﬁifllgg 32?;1 ;ljccg 6q:§3n » 10 Organld String 13
1.2 |Nam hinh thanh hd so FileCatalog Number 4
1.3 [S6 vaky hiéu ho so FileNotation String 20
2 |S6 thir tw vin ban trong hd so DocOrdinal Number 3
3 |Ténloai vin ban TypeName String 100
4 |S6 cta vin ban CodeNumber String 11
5 |Ky hiéu cua vin ban CodeNotation String 30
6 |Ngay, thang, ndm van ban IssuedDate Date 10
7 3;2 ;g’nquan, 16 chuc ban hanh OrganName String 200
8 |Trich yéu ndi dung Subject String 500
9 |Ngon nglt Language String 30
10 |S6 trang ctia vin ban PageAmount Number 3
11 |Ghichua Description String 500
12 |Ngay, thang, nim dén ArrivalDate Date 10
13 |86 dén ArrivalNumber Number | 10
14 |Chuc vy, ho tén nguoi ky Signerlnfo
14.1 |Chtrc vu cua nguo1 ky van ban Position String 100
14.2 |Ho va tén nguoi ky van ban FullName String 50
15 |Murc d6 khan, d6 mat Priority Number | 1
16 |Don vi hodc nguol nhan ToPlaces String 1000
17 iiﬁiﬁ’;igﬁ%i; chi dao, trang TraceHeaderList LongText
18 |Thoi han giai quyét DueDate Date 10

> M dinh danh cia co quan, t0 chitc lap danh muc hd so dwoc mic dinh trong he thé"mg.
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III. THONG TIN PAU VAO CUA DU LIEU QUAN LY HO SO
STT Truong thong tin s e T?T Kiéu dit liéu | Do dai
(viet tat tieng Anh)
1 |M3hd so FileCode
1.1 l\fﬁ dmh flanh cua co qu:m, A Organld String 13
to chuc lap danh muc ho so

1.2 |Nim hinh thanh hd so FileCatalog Number 4
1.3 |S6 va ky hiéu hd so FileNotation String 20

2 |Tiéu dé ho so Title String 500

3 |Thot han bao quan Maintenance String 30

4 |Ché db st dung Rights String 30

5 |Nguoi lap hé so Creator String 30

6 |Ngon nglt Language String 50

7 | Thoi gian bit dau StartDate Date 10

8 | Thoi gian két thiic EndDate Date 10

9 |Tdng s6 vin ban trong hd so DocTotal Number 4
10 |Tong sb trang cta hd so PageTotal Number 4

11 |Ghichu Description String 500

“Ma dinh danh cta co quan, t0 chire lap danh muc hd so duoc mic dinh trong He t116ng.
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