UY BANNHANDAN  CONG HOA XA HQI CHU NGHIA VIET NAM
THANH PHO CAN THO Poc ldp - Ty do - Hanh phiic

S6: 66 /2008/QP-UBND Can Tho, ngay 14 thding 8 ndm 2008

CONG THONG TIN DIEN TU CHNH PHU

QUYET DINH
(s:oglqu; MP&E} fﬁhﬂ"‘le thé thirc va k§ thuat trinh bay viin ban
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Kinh chuy@n:i....cccooovennast r»-
AN NE '{ N DAN THANH PHO CAN THO

Can ctr Luat Io chuc “Hm ddng nhan dan va Uy ban nhan dan ngay 26
thang 11 nam 2003;

Can ctr Luat Ban hanh vin ban quy pham phéap lut ctia Hoi dong nhan
dan, Uy ban nhan dan ngay 03 thang 12 nim 2004;

Can cir Nghi dinh so 91/2006/ND-CP ngay 06 thang 9 ndm 2006 cia
Chinh phu quy dinh chi tiét thi hanh mét sé dleu cua Luét Ban hanh van ban
quy pham phap lu4t cia Hoi ddng nhan dan, Uy ban nhén dan; '

Can cur Nghi dinh s6 110/2004/ND-CP ngay 08 thang 4 nim 2004 cia
Chinh phu vé c6ng tac vin thu;

Cin ctr Nghi dinh s6 135/2003/ND-CP ngay 14 thang 11 nim 2003
cua Chinh pht ve kiém tra va xur ly van ban quy pham phap luat;

Cin cir Théng tu lién tich sé 55/2005/TTLT-BNV-VPCP ngay 06
thang 5 nam 2005 cua B§ Ngi vu - Van phong Chinh phd hudng dan vé thé
thirc va k¥ thudt trinh bay véin ban;

_ Theo dé nghj ctia Chanh Vin phong Uy ban nhan dan thanh phé, Giam
doc S& Noi vu va Giam doc Sé Tu phap,

QUYET PINH:

Piéu 1. Ban hanh kém theo Quyét dinh nay Quy dinh vé thé thic va k§
thuat trinh bay vin ban.

Diéu 2. Quyet dinh nay c6 hiéu lyc thi hanh sau 10 ngay va ding Bao
Cén Tho cham nhét sau 05 ngay, ké tir ngay ky;

Quyét dinh nay thay thé Quyét dinh sé 56/2005/Qb-UBND ngay 23
thang 8 ndm 2005 cia Uy ban nhan dén thanh ph Can Tho vé viéc ban hanh
Quy ché vé thé thirc, k§ thuat trinh bay van ban quy pham phap luat, vin ban
hanh chinh va béan sao viin ban cia co quan quan ly hanh chinh nha nuéc céc
cép thudc thanh phé Cén Tho.



Bneu 3 Chanh Vin phong Uy ban nhan dén thanh pho Gidm déc S0,
Thi truéng co quan Ban nganh thanh pho va Cha tich Uy ban nhan dan
quén, huyén c6 trach nhiém thi hanh Quyet dinh nay./,

Noi nhin: . © TM. fJY BAN NHAN DAN L

- VP Chinh phu; : : -

- B6 Tu phap; B6 Noi vy;

- TT. Thanh vy; TT. HPDND thanh phé;
- TV. UBND thanh phé;

- Poan PBQH Cin Tho;

- VP Thanh iy va céc Ban Dang;

- TT. UBMTTQ va céc doan thé;

- $&, ban nganh; _
- TT. HDND va UBND quan huyen SV
- UBND x4, phudng, thi trén; Tran Thanh Min
- Website Chinh phu; e e :

- Trung tdm Cong bao; S

- Luu: VTvxso TR -
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'UYBANNHANDAN  CONG HOA XA HQI CHU NGHIA VIET NAM
THANH PHO CAN THO Doc lip - Ty do - Hanh phic

QUY DINH
Vé thé thirc va k§ thuit trinh bay viin bin
an hanh kem theo Quyet dinh s6 66 /2008/QP-UBND
: thang 8 néim 2008 cua Uy ban nhdn dén thanh phé Can Tho)

i Chuong 1
NHUNG QUY PINH CHUNG

Piéu 1. Pham vi va d6i twong 4p dung

1. Ban Quy dinh nay quy dinh vé thé thirc va k§ thut trinh bay vén ban
quy pham phap ludt, vin ban hanh chinh va ban sao vidn ban ctia co quan
hanh chinh Nha nudc cac cip thudc thanh phé Cin Tho. )

2. Péi véi linh vuc chuyén nganh c6 vin ban huéng dan riéng vé miu,
thé thirc va k§ thuat trinh bay vin ban thi khéng 4p dung theo Quy dinh nay.

3. Thé thirc vin ban 13 tip hop céc thanh phén céu thanh vin ban, bao
gom nhimg thanh phén chung 4p dung d6i véi cac loai van ban va cac thanh
phén bd sung trong nhimg trudng hop cu thé hodc d6i véi mot sé loai van
ban nhit dinh theo quy dinh tai Nghi dinh s6 110/2004/ND-CP ngay 08
thang 4 n3m 2004 cta Chinh phii vé cong tac van thu va theo ban Quy dinh
nay.

4. K§ thuat trinh bay vin béan bao gém kh gidy, kiéu trinh bay, dinh 1
trang van ban, vi tri trinh bay cac thanh phan thé thic, phoéng chit, c& chir,
kidu chir va céc chi tiét trinh bay khac, dugc ap dung d6i véi vin ban dugc
soan thio trén may vi tinh st dung chu'ong trinh “Microsoft Word for
Windows” va in ra gidy; c6 thé 4p dung d6i véi van ban duorc soan thao bing
cac phu'orng phap hay phuong tién k§ thuét khac hodc dbi voi vin ban dugc
lam trén mau gidy in sdn; khéng ap dung d6i v6i van ban duge in thanh sach,
in trén béo, tap chi va céc loai 4n phim khéc.

Diéu 2. Phéng chir trinh bay vin ban

Phong chir sir dung dé trinh bay vin ban phai 13 cic phéng chir tiéng
Viét vé kleu chir chan phuong, bao dam tinh trang trong, nghiém tic cla
van ban. D6i v6i nhimg van ban dung trong trao dbi thong tin dién tir giira
céc co quan, td chirc cia Nha nude, phai st dung cac phong chit ca by ma
ky tu chir Viét (phong chir tiéng Viét Unicode) theo Tiéu chudn Viét Nam
TCVN 6909:2001.
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_ Chwong I
PHAN LOAI VAN BAN
4’;5‘#’:,“ Fee
S rDL TN
Piéu 3. Vin ban quy pham phap lujt / *’i;‘iﬁf* ,‘Q%‘

Diéu 4. Vin ban hanh chinh (ca biét) \ :

1. Vién ban ca biét la van ban khéng thudc pham vi diéu chmh i Lﬁﬁt’
Ban hanh van ban quy pham phap luat cia Hoi dong nhan dan, Uy ban nhan
dén ngay 03 thang 12 ném 2004, dé giai quyét cac van d& cy thé thudc thim
quyén cta co quan hanh chinh Nha nuéc cac cap nhu: quyet dinh nang bac
luong, khen thuéng, bd nhiém, mién nhiém, ky luit, didu dong can bd, cong
chirc v.v...

2. Vin ban c4 biét ciia Uy ban nhan dan céc cép, bao gom:

a) Quyet dinh cia UBND (dé g1a1 quyét cac van dé thudc thAm quyén
ctia tap thé UBND cic cép);

b) Quyet dinh va Chi thj cia Chu tich UBND (dé giai quyét cac van dé
thudc thAm quyén ctia Chit tich UBND cac cip).

3. Vian ban ca biét ciia Thu trudng co quan chuyén mon, co quan thudc
UBND céc cép sir dung mét hinh thirc duy nhét 1a Quyét dinh dé Thu truong
co quan chuyén mon, co quan thuoc UBND thuc hién nhiém vu, quyen han
cia minh theo quy dinh cta phép luét.

Piéu 5. Vin ban hanh chinh théng thuong

Vin ban hanh chinh thong thuong 1a nhung vin ban mang tinh chét
thong tin, diéu hanh nham giai quyét céc cong viéc cu the, phén anh tinh
hinh, cong viéc... cia co quan hanh chinh Nha nuéc ¢6 thdm quyén, bao gdm
cac loal sau déy: Cong vén, Béo cao, K& hoach, Chuong trinh, Bién ban, To
trinh, Théng bao, Phiéu g, Phiéu bso, Phiéu chuyén, Gidy giéi thiéw, Gidy
moi, Glay di duong, Gidy nghi phép, Dién (Cong dién, Dién mat), Thu cong
tac, K&t luan Thanh tra, Bao c4o thdm dinh, B4o cdo thim tra...

Picu 6. Vin ban hanh chinh lién tich

Vin ban lién tich gifta co quan hanh chinh Nha nuédc véi co quan hanh
chinh Nha nuéc hodc véi Toa 4n nhén dén, Vién Kiém sét nhén dan, Hoi
ddng nhan dan, Uy ban M3t tran T quoc va cac doan the cung cép 1a nhimg
vin ban hanh chinh, nhdm hop tac, ph01 horp giai quyét cac cdng viéc lién
quan dén chirc ning, nhiém vy, quyén han ciia minh, bao gbm céc loai sau
déy: Cong van lién tich, K& hoach lién tich, Quyét dinh lién tich ban hanh
Quy ché phéi hop.
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_ Chwong III
THE THUC VAN BAN

Piéu 7. Quéc hiéu
Qudc hiéu ghi trén vin ban bao gdm 2 dong chir: “Cong hoa xa hdi cha
nghia Viét Nam” va “Ddc 1ap - Ty do - Hanh phuc”.

Piéu 8. Tén co quan, tb chirc ban hanh viin ban

1. Tén co quan, t§ chirc ban hanh van ban gdm tén cia CO quan, tb chirc
ban hanh vin ban va tén cta co quan, td chirc chii quan cép trén truc tiép
(néu cb).

2. Tén ciia co quan, t6- chitc ban hanh vin ban phai dugc ghi diy du
theo tén goi chinh thirc can cir van ban thanh 1ap, quy dinh t6 chirc bo may,
phé chuan cap gidy phép hoat dong hodc cong nhén tu cach phap nhén cua
CcO quan, t5 chirc co tham quyén; tén clia co quan, to chirc chii quan cép trén
truc tiép c6 thé viét tit nhimg cum tir théng dung nhu Uy ban nhén din
(UBND). |

Vi du 1. Co quan ban hanh vin ban 13 UBND thanh phé:

UY BAN NHAN DAN
THANH PHO CAN THO

Vi du 2. Co quan ban hanh vin ban 1a S& Gido duc va Pao tao (truong
hop c6 co quan, t0 chirc chl quan cap trén truc ti€p):

_ UBND TP. CAN THO
SG GIAO DUC VA PAO TAO

Vi du 3. Co quan ban hanh van ban 1a S& Tu phap va S& Cong Thuong
(vén ban lién tich).

UBND TP. CAN THO
SO TU PHAP - SO CONG THUONG .

Vi dy 4. Co quan ban hanh vén ban la UBND thanh phb véi Toa 4n
nhéan dén thanh pho (vén ban lién tich).

UBND TP. CAN THO - TAND TP. CAN THO

Pidu 9. S6, ky hiéu ciia viin ban
1. S, ky hiéu ctia vin ban quy pham phép luat:

a) Sé vin ban quy pham phap luat bao gbém s thir ty ding ky dugc
dénh theo timg loai vin ban do co quan ban hanh trong mdt ndm va nam ban
hanh vin ban d6. S8 dugc ghi bing chir s6 A - rap, bit dau tir s6 01 vao ngay
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dAu nim va két thiic vao ngay 31 thang 12 hang nim; n&m ban hanh phai ghi
day du cac so; vi du: 2008, 2009.

b) Ky hi€u van ban quy pham phap luat bao gém chir v1et tét tén loai
vin ban theo Bang chit viét tit tén loai vin ban va chir viét tit tén co quan
kém theo Quy dinh nay (Phu luc I).

Van ban quy pham phap luét dugce ghi ky hiéu nhu sau:

S6:......./Nam ban hanh/Tén loai vin ban-Tén co quan ban hanh

Vi du:
- Quyét dinh: So ........ ../2008/QD-UBND
- Chi thi: Sé:......./2008/CT-UBND

2. S6, ky hiéu cta van ban hanh chinh:

a) S6 van ban hanh chinh 1a sé thir tu ‘dang ky vén ban do co quan, to
chtic ban hanh trong mét nim. Tuy theo tong s6 vén ban va sd luong mdi
loai vin ban hanh chinh dugc ban hanh, cac co quan, t6 chirc quy dinh cy tl}e
viéc dang ky va danh s6 van ban. S6 cua van ban dugc ghi bang chir s6 A-
rap, bat dau tir s6 01 vao ngay dau nam va két thic vao ngay 31 thang 12
hang nam.

Péi voi van ban thude Iinh vyc chuyén nganh c6 quy dinh riéng vé ky
hiéu thi van lay so theo thi{r tu cta loai van ban tuong Ung (khéng quéan ly
riéng).

Vi du: Quyét dinh xir phat vi pham hanh chinh, theo mau quy dinh:
“S6:..../QD-XPHC?” thi 4y theo s thir tir ciia loai van ban quyét dinh.

b) Ky hiéu cua quyét dinh (ca biét) va cla cac hinh thic van ban c6 tén
loai khéc bao gom chir viét tét tén loai viin ban theo Bang chir viét tit tén
loai van ban va ban sao kém theo Quy dinh nay (Phu luc I).

Vin ban ca biét dugc ghi ky hiéu nhu sau:

Sb:......./Tén loai vin ban-Tén co quan ban hanh

Vi du:

- Quyet dinh ca biét cia UBND cac cap: Sé:........ /QD-UBND
- Quyét dinh ctia S& Noi vu: Sé:....... /QDb-SNV

¢) Vin ban hanh chinh thong thudng
- Coéng van dugc ghi ky hiéu nhu sau:

Sb:e.. /Tén viét tit co quan ban hanh-Tén viét tat don vi soan thao




Vi duy:
. Cong van cua UBND (hodc cua Chu tich), do Phong Vian -X3 soan

. Cong vin ciia S& Y té, do Vin phong soan thao: Sé.......... /SYT-VP;
o Coéng van cua Phong Tai chinh va Ké& hoach quén, huyén:
So:..../PTCKH.

Sé:...../PGDPT.
- T¢ trinh, Bao cao dugc ky hiéu nhu sau:

Sb........... /Tén loai vin ban-Tén viét tit co quan ban hanh

Vi du:
. To trinh cha S6 Tu phap Sé:........ /TTr-STP;
. T& trinh ctia S& K& hoach va Dau tu: Sb:....... /TTr-SKHDT;
. Bao céo ctia S& Xay dung: Sé......./BC-SXD;

- Van ban lién tich dugc ky hiéu nhu sau:

. Cong van lién tich gilta S¢ Tu'phap va S¢ Tai nguyén va Mé6i truong:
So:......... /STP-STNMT; '

’ . K& hoach lién tich giita S& Tu phap va S& K& hoach va Diu tu:
So:......... /KHLT-STP-SKHDT;

. nget dinh lién tich ban hanh Quy chq phéi hop cong tac giira UBNI?
thanh pho, Vién Ki€m sat nhan dén thanh ph6 va Toa an nhén dén thanh pho:
So:......... /QDLT-UBND-VKSND-TAND.

Pi¢u 10. Dja danh va ngay, thang, nim ban hanh viin ban

1. Dia danh:

Pia danh ghi trén van ban la tén goi chinh thirc ctia don vi hanh chinh
(tén riéng cua tinh, thanh phé truc thuge Trung uong; huyén, quén, thi x4,
thanh pho thudc tinh; x3, phudng, thi trdn) noi co quan, t chirc déng tru sd;
d6i v6i nhiing don vi hanh chinh dugc dit tén theo tén nguoi thi phai ghi tén
goi day du ctia don vi hanh chinh dé.

2. Ngay, thang, nam ban hanh van ban:

a) Ngay, thang, niim ban hanh vin ban lad ngay, thang, ndm van ban
dugc ky ban hanh.

b) Ngay, thang, ndm ban hanh van ban phai dugc v1et day da ngay "
thang..., nam...; cac sb chi ngay, thang, nadm dung chit sb A-rap, dm voi
nhitng s6 chi ngay nhé hon 10 va thdng 1, thang 2 phai ghi thém s6 0 &
trudc.

¢) Cac vi du vé cach ghi dia danh, ngay thang nim ban hanh nhu sau:

- Vin ban cia UBND thanh phd va cta S&, Ban nganh thudc thanh phé
thi ghi: Can Tho, ngay...thdng...nam...




- Véan ban gﬁa UBND huyén Ph‘ong Pién va cha cac Phong, Ban thudc
huyén Phong Dién thi ghi: Phong Dién, ngay...thdng...nam...

- Van ban cha UBND phuong Théi Binh thi ghi: Thoi Binh,
ngay...thang...nam...

- Vin ban ciia UBND phuong Chau Vian Liém thi ghi: Phwong Chdu
Vin Liém, ngay...thang...ndm...

- Van ban cia UBND phuong L& Binh thi ghi: Phwong Lé Binh,
ngay...thang...nam...

Di¢u 11. Tén loai va trich yéu ndi dung ctia vin ban

1. Tén loai vin ban 13 tén cia timg loai vin ban do co quan, t5 chirc ban
hanh. Khi ban hanh vin ban quy pham phap luat va van ban hanh chinh déu
phai ghi tén loai, trir c6ng van.

2. Trich yéu ndi dung cta van ban 1a mdt cau ngan gon hodc mdt cum
tir, phan anh khai quat ndi dung chi yéu cia van ban. 3

3. Vin ban cé tén loai thi trich yéu dugce ghi dudi tén loai van ban:

a) Quyét dinh quy dinh truc tiép

QUYET DPINH
V@ VIEC cvvveerrneeerennerennnenerenns ceeereerneerneraees

b) Quyét dinh ban hanh Quy ché, Quy dinh

QUYET PINH
Ban hanh Quy ché (Quy dinh).....................

4. Vian ban khong c6 tén loai thi trich yéu duogc ghi dudi s6 va ky hiéu
van ban.

Vi du: Cong vin ciia Uy ban nhan dan thanh phd Cén Tho.

UY BAN NHAN DAN

THANH PHO CAN THO
L YR /UBND-TH
VIV e

Piéu 12. N6i dung viin ban ‘

1. Noi dung van ban la thanh phin chii yéu ctia mét vin ban, gdm céc
quy pham phép luat (d6i v&i van ban quy pham phép luat), cac quy dinh
dugc dit ra, cac vén dé, sy viéc duogc trinh bay. Noi dung van ban phai bao
dam nhiing yéu cau sau:

a) Phu hgp vdi hinh thirc van ban dugc sir dung;

b) Phu hop véi dudmg 181, cha truong, chinh sach ciia Pang va quy dinh
cua phap luat;




c¢) Cac quy pham phap ludt, cac quy dinh hay céc van d, su viéc phai
dugc trinh bay ngan gon, rd rang, chinh xac;

d) Str dung ngén ngir viét, cach dién dat don gian, d& hiéu;

d) Dung tir ngit phd théng; khéng dung tir ngir dia phuong va tir ngu

nudc ngoai néu khéng thuc su can thiét. D6i véi thuit ngir chuyén mén can
xéc dinh rd ndi dung thi phai dugc giai thich trong vin ban;

e) Khong viét tit nhimg tr, cum tir khéng théng dung Dél vGi nhimg
tir, cum tir duoc sir dung nhiéu 14n trong vin ban thi c6 thé viét tit, nhung
cac chir viét tit 1an dAu cha tir, cum tir phai dugc dit trong ngodc don ngay
sau tlr, cum tir do;

g) Viéc viét hoa dugc thuc hién theo quy téc chinh ta tiéng Viét;

h) Khi vién dn 1in dAu vin ban cb lién quan, phai ghi diy du tén loai
van ban, s6, ky hiéu vin ban; ngay, thing, nim ban hanh vin ban; tén co
quan, to chirc ban hanh van ban (trir tru'(mg h(rp d6i vai ludt va phap 1énh) va
trich yeu ndi dung vin ban; trong cic 1an vién din tiép theo, c6 thé ghi tén
loai va s0, ky hiéu cua vidn ban d6.

2. B6 cuc vin ban, tiy theo thé loai va ndi dung, vin ban c6 thé c6 phén
can cir phap 1y d& ban hanh, phdn mé diu va cé thé bd cuc theo phan
chuong, muyc, didu, khoan, diém hodc dugc phan chia thanh cdc phin, muc
theo mdt trinh tu nhét dinh:

a) Vin ban quy pham phap ludt (Quyét dinh, Chi thi) c6 b6 cuc sau:

- Quyét dinh: theo diéu, khoan, diém; cac quy ché (quy dinh) ban hanh
kém theo quyét dinh: theo chuong, muc, diéu, khoan, diém;

- Chi thi: theo khoan, diém.
b) Vin ban hanh chinh cé bé cuc sau:

- Quyét dinh (ca biét): theo didu, khoan, diém; cac quy ché (quy dinh)
ban hanh kém theo quyét dinh: theo chwong, muc, diéu, khoan diém,

- Chi thi (c4 biét): theo khoan, diém;
- Quy ché (Quy dinh): theo chuong, muc, diéu, khoan, diém;
- C4c van ban hanh chinh khéc: theo phéan, muc, khoan, diém.

Pitu 13. Chirc vu, ho tén, chir ky ciia ngwoi cé thim quyén va dau
ciia co’ quan, to chirc

1. Quyén han cta ngudi ky:

a) Trudng hop ky thay mit tap thé thi phai ghi chit viét tit “TM.” (thay
mit) vao trude tén tap thé 1anh dao hoic tén co quan, t6 chirc;
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b) Truong hop ky thay ngudi ding du co quan, t6 chirc thi phai ghi
chir viét tit “KT.” (ky thay) vao trudc chirc vu ngudi ding déu co quan, td
chirc;

¢) Truong hop ky thira Iénh thi phai ghi chir viét tit “TL.” (thira 1énh)
vao trude chirc vu clia ngudi ding dau co quan, t6 chirc;

d) Trudng hop ky thira ay quyen thi phai ghi chir v1et tit “TUQ.” (thira
liy quyén) vao trudc chirc vu ngudi dimg diu co quan, td chirc.

2. Chtrc vu cta ngudi ky:

a) Chirc vu ghi trén van ban la chirc danh lanh dao chinh thirc cua ngudi
ky van ban trong co quan, td chirc; dbi voi van ban ca biét cua Chu tich
UBND céc cp va vin ban cla cic co quan, td chic (co thim quyen riéng)
thi chi ghi chic danh Chu tich, Phé Chu tich, Giam ddc, Phé Giam dbc...
khéong ghi lai tén co quan, t6 chirc (trir cac vin ban lién tich, vin ban do hai
hay nhiéu co quan, td chirc ban hanh); vin ban ky thira 1énh, thira Gy quyén
va nhitng trurong hop can thiét khac do co quan, td chirc quy dinh éu thé.

b) Chirc vu ghi trén vin ban do cac td chirc tu van nhu Ban, Hoi dong
clia co quan, t& chirc ban hanh 1a chic danh lanh dao cua ngudi ky véan ban
trong Ban hodc Hoi dong d6. Pbi vdi nhimg Ban, Hoi ddng khéng duoc
phép sir dung con diu cia co quan, t6 chirc thi chi ghi chirc danh cta ngudi
ky van ban trong Ban hoac Héi dong Trudng hop Ban hoic Hoi dong duoc
phép st dung con dau ciia co quan, t6 chirc thi phai ghi thém chirc danh lanh
dao trong co quan, t6 chirc clia ngudi ky & dudi.

Vi du: chirc vu clia nguoi ky vén ban do Héi dc“mg hodc Ban chi dao ban
hanh ma 1anh dao UBND thanh pho lam Trudng ban; Giam d6c S& Tu phap
lam Pho ban dugc ghi nhur sau:

TRUONG BAN KT. TRUGNG BAN
(Chit ky, ddu cia UBND thanh phé) PHO TRUONG BAN
PHO CHU TICH UBND THANH PHO (Chir ky, ddu cua S& Tu phép)
Nguyén Vin A GIAM POC SG TU PHAP
Tran Viin B

3. Ho tén cua ngudi ky:

Ho tén bao gbm ho, tén dém (néu c6) va tén cia ngudi ky vin ban. Déi
véi van ban quy pham phap ludt va van ban hanh chinh, trudc ho tén cta
nguoi ky khéng ghi hoc ham, hoc vi va cac danh hiéu danh dy khac (trir van

ban cta céc tb chic sy nghlep giao duc, y té, nghién ciru khoa hoc, trong
nhitng trudng hop cin thiét, cé thé ghi thém hoc ham, hoc vi).

4. Cac vi du cia khoan 1, 2 va 3 Diéu nay:
- Vin ban caa Cha tich UBND céc cép:
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CHU TICH

Nguyén Viin A

- Vin ban ciia Chii tich UBND cac cip, do Phé Chu tich ky thay:

KT. CHU TICH
PHO CHU TICH

Nguyén Vin B

- Van ban cua Giam doc So:

GIAM POC
Trin Vin A

- Vin ban quy pham phap ludt va van ban c6 ndi dung giai quyét van dé
thu6c thdm quyén cta tap thé UBND thi ghi tén UBND ban hanh vin ban va
st dung hinh thic ky thay méat (TM.).

TM. UY BAN NHAN DAN
CHU TICH

Nguyén Viin A

- Vén ban lién tich thi chirc vu nguoi dung dau ghi lién véi tén co quan
t§ chirc. Truong hop ngudi ky 1a cap pho cia ngudi dung ddu co quan, )
chuc thi ghi chir viét tét “KT” vao trude chirc vu ciia ngudi dimg diu va tén
co quan, t& chirc ban hanh vin ban bén dudi ghi chirc vu ctia nguoi ky van
ban.

- Truong hop Thu trudng co quan ky van ban lién tich:

GIAM POC SO TAI NGUYEN VA MOI TRUONG | GIAM POC SO TU PHAP

Ngo Ba D Pham Vin H

- Truong hgp Phé Thu trudng co quan ky vén ban lién tich:

+

KT. GIAM POC SO XAY DUNG KT. GIAM POC SO TU PHAP
PHO GIAM POC PHO GIAM POC
L& Viin A Trin Viin B

5. Dau cta co quan, to chuc:

Viéc déng diu trén vin ban dugc thyuc hién theo quy dinh tai Nghl dinh
s6 110/2004/ND-CP ngay 08 thang 4 nim 2004 cia Chinh phi va quy dinh
ctia phap luat c6 lién quan.

Diéu 14. Noi nhan

1. Noi nhin xéic dinh nhitng co quan, to chirc, don vij va cé nhin nhén
vin ban véi muc dich va trach nhiém cu thé nhu @ kiém tra, giam sat; dé
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xem xét, giai quyét; dé thi hanh; dé trao dbi cong viéc; dé biét va dé luu. Noi
nhén phai dugc xac dinh cu thé trong vin ban. D01 vai van ban chi giri cho
mot s6 dbi tugng thi phai ghl tén timg co quan, t6 chirc, ca nhan nhén van
ban; ddi véi van ban dugc giri cho mot hodc mét sé nhém dbi tugng nhét
dinh thi noi nhan dugc ghi chung; vi du: UBND quén, huyén.

2. Déi véi nhimng vin ban c6 ghi tén loai, noi nhan bao gbm tir “Noi
nhan” va phan liét ké cac co quan, t0 chuc, don vi, ca nhan nhin van ban
(khong c6 phén kinh giri).

3. Po6i véi cong vian hanh chinh, noi nhén bao gom hai phan:

- Phin thir nhét bao gém tir “Kinh gri”, sau d6 1a tén cac co quan, t6
chirc hodc don vi, ca nhén tryuc tiép giai quyét cong viée;

- Phén thir hai bao gom tir “Noi nhén”, phia duéi 1a tir “Nhu trén”, tiép
theo la tén cac co quan, t6 chuc, don vi va ca nhén c6 lién quan khac khong
c6 trach nhiém truc tiép giai quyét cong viéc ma chi dé biét, @ bao cao, dé
liu van ban.

4. Mot sb truong hop ghi noi nhan:
a) P6i voi Cong vin hanh chinh:

- Muc “Kinh giri” dugc ghi & chinh giita trang déu, dudi d1a danh va
ngay, thang, nam.

Vi du:

Kinh giri: S& Néi vu B

- Muc "Noi nhan" duoc ghi & goc trai, trang cudi ctia vin ban ngang
tén co quan, chic vy hoidc chirc danh ngudi ky.

Vi du:

Noi nhin: CHU TICH

- Nhu trén:

- TT.Thanh ty, TT.HPND thanh phd;

- S&, ban nganh;

- Luu: VT,... +

b) Déi vai Quyét dinh va Chi thi (vin ban quy pham phap lugt) cua
UBND céc cap, noi nhdn phai ghi day du cac co quan dé thyc hién, dé kiém
tra, dé bao cdo, dé biét, 3 phdi hop, dé theo doi, dé luu.

Vi du: dia chi giri van ban quy pham phap luat cia UBND thanh phé.

Noi nhén: TM. UY BAN NHAN DAN
- Van phong Chinh phi; CHU TICH

- B4 Tu phap (Cuc KTVBY);

- B§, nganh Trung vong (c6 lién quan ndi dung ctia vin ban);

- TT Thanh uy;

- TT. HDND thanh phd;

- TV. UBND thanh phé;

- Doan dai biéu QH va HDND;
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- TT. UBMTTQ thanh pho va cac Poan the;
- S&, ban nganh thanh phé;

- TT. HDND va UBND quén, huyén;

- Website Chinh phu;

- B4o Cén Tho;

- TT Cong bao;

- Luu: VT,...

Cac van ban quy pham phap luat phai dugc phat hanh trén Céng thong
tin dién t¢ UBND thanh phé va Céng bio thanh phd (trir cac vin ban déng
ddu “Tuyét mat”, “Téi mat”, "Mat” khéng phat hanh trén mang tin hoc dién
rdng ma phat hanh theo cac quy dinh vé€ bao vé bi mit nha nudc).

c) Péi v6i van ban hanh chinh, viéc phat hanh vin ban dugc ghi tai
muc "Noi nhan" (khéng c6 phin kinh giri, trir Cong vin).

Vi du: muc "Noi nhin" cua Quyet dinh (ca biét).

Noi nhin: CHU TICH
- Nhu Diéu ..; -

Vi du: myuc "Noi nhén" cua To trinh.

Noi nhan: GIAM POC
- UBND thanh phé;

Diéu 15. Cac thanh phin thé thirc khac

1. Dia chi co quan, t6 chic; dia chi E-Mail; dia chi trén mang
(Webs1te) s6 dién thoai, so Telex, s6 Fax ddi voi cdng van, cong dién, gidy
gidi thiéu, gily moi, phiéu giri, phiéu chuyén dé tao didu kién thuan lgi cho
viéc lién hé;

2. Cac chi din v& pham vi luu hanh nhur “Tra lai sau khi hop (hoi
nghj)”, "Xem xong tra lai”, “Luu hanh ndi b§” dbi véi nhimg véan ban cé
pham vi, d6i tugng phd bién, sir dyng han ché hogc chi dan vé du thao vin
ban nhu “Duy thao” hay “Dy thao lan ...”. Céc chi din trén c6 thé dugc danh
may hodc ding con diu khic sin dé déng 1én vin ban hoic du thao vin ban;

3. Ky hiéu nguoi danh may va so lugng ban phat hanh dbi véi nhimg
vin ban cin dugc quén 1y chit ché vé s lugng ban phat hanh; .

4. Trudéng hop van ban c6 phy luc kém theo thi trong vén ban phai co
chi din vé phu luc d6. Phu luc vin ban phai co tiéu de van ban ¢ tir hai phu
luc tr& 18n thi cac phu luc phai dugce danh sb thir tr bang chit s6 La M3;

5. Van ban va phu luc vgn ban gogn ,nhxeu trang thi tir trang thir hai tré
di phai dugc danh so6 thir ty bang chir s0 A-rap; so trang ctia phu lyc vin ban
dugc danh riéng, theo tung phu luc;

L
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6. Truong hop ky tat, ky tai noi két thic vin ban, sau dau (./.), chit ky
t4t phai nhé hon 0,5cm?; 01 vin ban chi thé hién 01 chix ky tit.

Diéu 16. Thé thirc bin sao

1. Hinh thirc sao dugc thé hién bing mét trong cac dong chir “Sao y ban
chinh”, “Trich sao” hodc “Sao luc”:

a) Ban sao y ban chinh la ban sao diy du, chinh x4c ndi dung cia vin
ban va dugc trinh bay theo thé thirc quy dinh. Ban sao y ban chinh phai dugc
thuc hié€n tir ban chinh;

b) Ban trich sao 13 ban sao m6t phin ndi dung ciia vin ban va duoc
trinh bay theo thé thirc quy dinh. Ban trich sao phai dugc thuc hién tir ban
chinh;

c) Bao sao luc 14 ban sao day du, chinh x4c ndi dung ctia viin ban, duoc
thuc hién tir ban sao y ban chinh va dugc trinh bay theo thé thirc quy dinh.

2. Tén co quan, to chirc sao vin ban 1a tén co quan, t6 chitc thuc hién
viéc sao vin ban;

3. S6, ky hiéu ban sao bao gdm sb thir tur dang ky dugc danh chung cho
céc loai ban sao do co quan, tb chirc thuc hién va chir viét tit tén loai ban sa0
theo Bang chit viét tit tén loai van ban va ban sao kém theo Quy dinh nay
(Phy lyc I). S6 dugc ghi bang chir sé A-rap, bat ddu tir s6 01 vao ngay diu
nam va két thic vao ngay 31 thang 12 hang nim.

4. Céc thanh phén thé thirc khic cia ban sao vin ban gbm dia danh va
ngay, thang, nam sao; chirc vy, ho t€n va chir ky cia nguoi c6 thdm quyen

dau cua co quan, t6 chirc sao vin ban va noi nhan duge thuc hién theo huéng
dan tai Biéu 10, 13, 14 Quy dinh nay.

Vi du: sao y ban chinh.

SO TU PHAP SAO Y BAN CHINH
Sé:....... /SY-STP Can Tho, ngay..... thang... .ndm........

TUQ. GIAM POC
Noi nhn: . CHANH VAN PHONG
s : (Chix ky, du)

Ho va tén ngudi ky

Chuong IV
KY THUAT TRINH BAY VAN BAN

Piéu 17. Khé gidy, kiéu trinh bay va dinh 1& trang van ban
1. Khd gidy:

LI
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a) Van ban quy pham phap luét va van ban hanh chinh dugc trinh bay
trén gidy tring kh A4 (kich thuéc 210- 297mm);

b) Cac loai van ban nhu Gidy gidi thiéu, Glay bién nhan hd so, Phiéu
g, Phiéu chuyen co the dugc trinh bay trén khé A5 (148mm x 210mm)
hoiic trén miu gidy in sin.

2. Kiéu trinh bay:

a) Van ban quy pham phap luét va van ban hanh chinh dugc trinh bay
theo chiéu dai cua trang gidy kho A4 (dinh huéng ban in theo chidu dai);

b) Trudng hop ndi dung van béan c6 cac bang, biéu nhung khong dugc
lam thanh céc phy luc riéng thi vin ban cé thé dugc trinh bay theo chiéu
rong cua trang giay (dinh hudng ban in theo chiéu rong);

c¢) Nhirng van ban co nhiéu trang thi bt diu tir trang thir hai phai ghi

sb trang bang chir so A rap (1, 2, 3...) & vi tri 1& trén va ndm giita trang gidy
(trang thir hai danh sb tir s6 2, trang thir nhit khong danh sd).

3. Pinh 1é trang vin ban (d6i vGi khd A4):

TRANG GIAY KHOANG CACH KICH.CO
Trang mat trucc Le trén trang glay 20 mm - 25 mm
Le dudi trang glay 20 mm - 25 mm-
Le trai trang glay 30 mm - 35 mm
L& phai trang glav 15 mm - 20 mm
Trang mat sau Le trén trang gidy 20 mm - 25 mm
Le dudi trang giay 20 mm - 25 mm
Le trai trang glay 15 mm - 20 mm
Lé phai trang gidy 30 mm - 35 mm

Piéu 18. K§ thuit trinh bay céc thanh phin thé thirc viin ban

Vi tri trinh bay cac thanh phén thé thirc van ban trén mét trang gidy khé
A4 dugc thuc hién theo So db bo tri kém theo Quy dinh nay (Phu luc II). Vi
tri trinh bay cac thanh phin thé thirc van ban trén mét trang glay 'khd AS
dugc ap dung tuong tu nhur trén gidy khé A4. Cac thanh phin thé thirc vin
ban dugc trinh bay nhu sau:

1. Quéc hiéu (trinh bay tai 6 s6 1):
a) Dong chir trén: “Cong hoa xa héi chu nghia Viét Nam” dugc trinh
“bay bing chit in hoa, c& chit tir 12 dén 13, kiéu chit dimg, dam.

b) Dong chit duéi: “Déc 1ap - Ty do - Hanh phic” dugc trinh bay bang
chit in thudong, cor chit tir 13 dén 14, kiéu chix ding, dam; chit cai dAu cua céc
cum tir dugc viét hoa, gitta cidc cum tir cé6 gach ngang nho; phia dudi co
duong ké ngang, nét lién, c6 d6 dai bing d6 dai ctia dong chi.

2. Tén co quan, tb chitc ban hanh vin ban (trinh bay tai 6 s6 2):

N
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a) Tén co quan, t chirc chu quan cép trén truc tiép duogc trinh bay bang
chit in hoa, c¢& chix tir 12 dén 13, kidu chir ding.

b) Tén co quan, t8 chirc ban hanh van ban dugc trinh bay bing chir in
hoa, c& chir tir 12 dén 13, kiéu chir dimg, dam; phia duéi c6 duong ké ngang,
nét lién, c6 dd dai bang tir 1/3 dén 1/2 d6 dai cua dong chir va dit can ddi so
vai dong chi.

3. S8, ky hiéu ciia van ban (trinh bay tai 6 s6 3):
Tir “S86” dugc trinh bay bing chit in thudng, ky hiéu béng chir in hoa,
c& chir 13, kiéu chit dirng; sau tur “88” c6 dau hai chim; gilta sb, nam ban

hanh va ky hiéu vin ban cé dau gach chéo (/); gilta cac nhom chir viét tat
trong ky hiéu vin ban c6 ddu gach nbi khéng cach chit (-).

) Vi du: Sé: 33/2008/QP-UBND; Sé: 15/QD-UBND; S4: 23/BC-SNV;
S6: 234/SKHDT-VP.

4. Pia danh va ngay, thang, ndm ban hanh vén ban:

Dia danh va ngdy, thang, nim ban hanh vin ban dugc trinh-bay tai 6 s6
4, bang chif in thuong, c& chir tir 13 dén 14, kiéu chir nghiéng; sau dia danh
c6 déu phay (,).

Vi du: Can Tho, ngay ... thdng .... ndm
5. Tén loai va trich yéu n6i dung vin ban:

a) Tén loai va trich yéu ndi dung cia céc loai vin ban c6 ghi tén loai
dugc trinh biy tai 6 sb6 5a; tén loai vin ban (nghi quyét, quyét dinh, chi thi,
ké hoach, béo c4o, t& trinh va céc loai vin ban khac) dugc dat canh gitra (can
dbi & gilra dong) bang chit in hoa, ¢& chir tir 14 dén 15, kiéu chir dung, dam;
trich yéu ndi dung vin ban sau chir “V& viéc...” dugc dit canh giira, ngay
dudi tén logi vén ban, bing chit in thudng, c& chu 14, kiéu chir dimg, dém;
bén dudi trich yéu c¢6 dudmg keé ngang, net lién, c6 d dai bing tir 1/3 dén 1/2
d6 dai cua dong chir va dat can doi so véi dong chi.

Trudng hop, vin ban vira ¢6 trich yéu ndi dung, vira c6 phén tén vin

ban dugc ban hanh kém theo thi phén trich dan duéi trich yéu 1a kidu chir
nghiéng, c& chit 14, in thudng.

Vi du:

QUY DINH
Vé viéc quan ly thu phi, I¢ phi trén dia ban thanh pho Cén Tho
(Ban hanh kém theo Quyét dinh s6.../2008/0D-UBND ngay...thdng...ndm..
ciia Uy ban nhdn dén thanh phé Can Tho)

~ b) Trich yéu ndi dung cdng vin dugc trinh bay tai 6 s0 Sb, sau chir viét
tat “V/v” (vé viéce) bang chir in thudng, ¢& chit tir 12 dén 13, kiéu chir dimg.

6. No6i dung vin ban (dugc trinh bay tai 6 s6 6):

'
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a) Phan ndi dung (ban van) dugc trinh bay bang chir in thuong, cd chit
tir 13 dén 14; khi xudng dong, chit diu dong c6 thé i vao tir lem den
1,27cm (default tab); khoang cach gilta cac doan vin (paragraph) dit t6i
thleu 1a 6pt; khoang cach giita cac dong hay cach dong (line spacing) chon
tb1 thiéu tir cach dong don (single line spacing) hodc tir 15pt (exactly line

spacing) trd 1én;

b) Péi véi nhitng vin ban quy pham phap luét va van ban hanh chinh co
phin cén cr phap ly dé ban hanh thi sau moi cén cir phai xuong dong, cudi
dong c6 diu chidm phéy (;), riéng cin ctr cudi cing két thiic bing diu phiy

G);

¢) Truong hop ndi dung van ban dugc bb cuc theo phén, chuong, muc,
diéu, khoan, diém thi trinh bay nhu sau:

hY

- Phén, chuong: tir “Phin”, “Chuong” va sb thir tr cia phén, chuong
dugc trinh bay trén mét dong riéng, canh giira, bang chit in thu'ong cd chir
14, kiéu chi du'ng, dam. S6 thir tu ciia phin, chuong dung chit s6 La Ma.
Tiéu dé (tén) cta phan chuong dugc dat ngay dudi, canh gitta, bang chir in
hoa, c& chir tir 13 dén 14, kiéu chix dimg, dém;

- Muyc: tir “Muc” va s6 thi tir cda muc duoc trinh bay trén mot dong
riéng, canh giira, bing chit in thuo‘ng, c& chir 14, kiéu chit dimg, ddm. S6 thu
tu clia muc dung chit s A-rap. Tiéu d& cta muc dugc trinh bay canh giira,
bang chif in hoa, c& chir tir 12 dén 13, kidu chir dimg, dam;

- Piéu: tir “Piéu”, s6 thir tur va tiéu dé coa didu duoc trinh bay béng chit
in thuong, c& chir bang cd chir cua phan 161 van (13-14), kiéu chir dimg,
dam. Sé thir tu cia diéu dung chit sé A-rap, sau s thir ty ¢6 du chim )

- Khoan: sb thtr tu cac khoan trong mdi diéu ding chir sé A—rap, t1ep
theo 13 ddu chém (.), c& chit bing c& chit ctia phin 15i van (13-14), kiéu chit
dimg, dam;

Trudng hop khoan c6 tiéu dé thi sau tiéu d& phai cé diu hai chim (:)
kiéu chir dimg, khong dam,;
A '; 7\" 2 Y ’ A re 'Ie . A
- Diém: thir tu cac di€m trong moi khoan dung cac chir cai tieng Viét
theo thir tu abc, sau cé dau dong ngoac don, bang chit in thuong, c& chir
bang c& chit cuia phan 16i vén (13-14), kiéu chir dung.

d) Trudng hop, ndi dung vin ban dugc phén chia thanh céc phin, muc
thi trinh bay nhu sau:

- Phén (néu c6): tir “Phén” va sb thir tu ciia phan duoc trinh bay trén
mét dong riéng, canh giira, bang chit i in thuong, c& chir 14, kiéu chir dimg,
dam. S8 tht ty cua phan ding chit sé La M4. Tiéu dé cia phan duoc dat
ngay dudi, canh giita, bing chit in hoa, ¢ chi tir 13 dén 14, kiéu chit ding,
dam;

L
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- Muyc: s0 thir tu cac muc dung chir s6 La M3, sau ¢6 dau cham; tiéu dé
cua muc dugc trinh bay bang chit in hoa, c& chir tir 13 dén 14, kiéu chix
dimg, dam,;

- Khoan: sb thir tu cac khoan trong mdi muc dung chir sé A-rép, sau d6
c6 ddu chim (.); sb thir tu va tidu d& cta khoan (néu c6) dugc trinh bay bang
chit in thudng, ¢& chit bing cd.chit ciia phin 161 van (13-14), kiéu chit dimg,
dém,;

- Diém: thir tu cac diém trong mdi khoan ding cac chir céi tiéng Viét
theo thir ty abc, sau d6 c¢6 ddu déng ngodc don, bing chit in thudng, ¢& chit
bang c& chir ciia phan 16i van (13-14), kiéu chix dimg.

d) Truong hop, trong van ban hanh chinh, c6 Sir dung cac chuong, myc,
khoan, diém nhung trong “diém” coén nhiéu phan bb cuc tleg theo thi ghi
theo thir tu gach ngang (-); ddu céng (+) va cubi cung 1a ddu cham ().

7. Chuce vy, ho tén va chir ky cia nguoi cé tham quyén:

a) Quyén han, chirc vu ciia ngudi ky dugce trinh bay tai 6 so 7a; cac chir
viét tat “TM.”, “KT.”, “TL.” , “TUQ.” hodc “Q.” (quyén), quyén han va chic
vu cla nguoi ky duqc trinh bay bang chit in hoa, c& chir tir 13 dén 14, kidu
chir dimg, dam.

b) Ho tén cia ngudi ky van ban duge trinh bay tai 6 s0 7b; bang chu in
thudng, c¢& chir tir 13 dén 14, kiéu chir ding, dam.

¢) Chir ky ctia nguoi c6 thdm quyén dugc trinh bay tai 6 s6 7c.
8. D4u ctia co quan, tb chirc (trinh bay tai 6 s6 8)
9. Noi nhan (trinh bay tai 8 s6 92 va 9b):

a) Phin noi nhén tai 6 s6 9a (chi 4p dung dbi v4i cong vin hanh chinh)
duoc trinh bay nhu sau:

- Sau tir “Kinh giri” cé du hai chdm (©), t1ep theo 1a tén co quan, )
chirc hodic ca nhan nhén van ban; tir “Kinh gii” va tén céc co quan, t chirc
hozic c4 nhan nhan vin ban duge trinh bay bing chit in thudng, cd,chir 14,
kidu chir dimg va dugc canh giira ciia trang van ban;

- Trudmg hop, cong vin giri cho médt co quan, td chirc hodc mot ca nhan
thi tir “Kinh gri” va tén co quan, t6 chirc hodic ca nhin dugce trinh bay trén
cung mot dong va dugc canh giita cia trang van ban,

- Truong hop cbng vén guri cho nhidu co quan, tb chirc ho#ic ca nhén thi
- dé mot dong tring ngang v6i tir “Kinh giri” dudi d6 1a tén mbi co quan, tb
chirc, c4 nhan hodac mdi nhém co quan, t& chirc, ca nhén duge trinh bay trén
mot dong rleng, dau dong c6 gach ngang; cudi dong c6 diu chim phay (;);
cudi dong cudi cung c6 dau cham (.).
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Vi du:

Kinh gri:
- Giam doc Sé& Tu phap;
- Giam dbc S& Noi vu;

- Chii tich Uy ban nhan din huyén C& Doé.

b) Phin noi nhén tai 6 s6 9b (4p dung chung déi véi cong van hanh
chinh va céc loai vin ban khac) dugc trinh bay nhu sau:

Tir “Noi nhin” dugc trinh bay trén mét dong riéng, sau d6 c¢é diu hai
cham (:), bang chir in thuong, c& chit 12, ki€u chit nghiéng, dam,;

Phan liét ké céc co quan, t6 chirc, don vi va c4 nhan nhan vin ban dugc
trinh bay bing chit in thudng, c& chir 11, kiéu chit dimg; tén mbi co quan, tb
chirc, don vi va c4 nhan hoic mdi nhém co quan, t6 chirc, don vi nhén vén
ban dugc trinh bay trén mdt dong rleng, dau dong ¢ gach ngang, cubi dong
c6 ddu cham phéy; riéng dong cubi cung bao gom chit "Luu” sau d6 c6 d4u
hai chim, tiép theo 14 chit viét tit “VT” (vin thu co quan, t§ chirc), chir viét
tit tén don vi (hodc bd phén) soan thao van ban va sb luong ban luu (chi
trong nhimg trudmg hop can thiét) duoc dat trong ngodc don, ky hiéu ngudi
danh may va sb lugng phét hanh, cudi cing 1 ddu cham. :

10. D4u chi mirc d6 khén, mat:

a) Mau du do mét (tuyét méat, téi mat hodc mat) va diu thu hdi dbi véi
vén ban c6 ndi dung bi mat nha nudc duge thyc hién theo quy dmh cua phap
luat vé bao vé bi mat nha. nuéc. Diu d6 mat dugc dong vao 6 sé 10a, dau thu
hédi dugc déng vao 6 s6 11;

b) D4u @6 khin dugc déng vao 6 s6 10b. Con diu cic d6 khéan cé hinh
chit nhét, trén d6, cac tir “Hoéa t6c”, “Thugng khén” hodc “Khin” dugc trinh
bay bang chit in hoa, c& chir tir 13 den 14, kiéu chir dimg, dam va dugc dit
can dbi trong khung hinh chit nhét vién don, c6 kich thuéc turong tmg 1a
30mm x 8mm, 40mm x 8mm va 20mm x 8mm.

11. Céc thanh phan thé thirc khac: .

a) Céc chi d&n vé& pham vi luu hanh dugc trinh bay tai 8 s6 11; cic cum
tir “Tra lai sau khi hop (hdi nghi)”, “Xem xong tra lai”, “Luu hanh néi b§”
duoc trinh bay can dbi trong mét khung hinh chir nhét vién don, bing chi in
hoa, c& chix tir 13 dén 14, kiéu chix dimg, ddm;

b) Chi dén vé dy théo vin ban dugc trinh bay tai  s6 12; tir “Dy thao”
hodc cum tir “Dy théo 1an ...” dugc trinh bay trong mét khung hinh chir nhat
vién don, bang chir in hoa, c& chit tir 13 dén 14, kiéu chit ding, dam;

c) Ky hi¢u nguoi danh may va so lugng ban phat hanh dugc trinh bay

tai 6 s6 13; ky hiéu bang chir in hoa, s6 lugng ban bang chir s A-rép, c& chir
11, kiéu chir dimg;

N
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d) Dia chi co quan, tb chirc; dia chi E-Mail; dia chi trén mang
(Website); sb dlen thoai, sb Telex, s6 Fax dugc trinh bay trén trang dau cua
vin ban, tai 6 s6 14, bing chir in thudng, c& chir tur 11 dén 12, kiéu chir
dimg, dudi mot duong ké nét lién kéo dai hét bé ngang cta vung trinh bay
van ban;

@) Phu luc van ban: phu luc kém theo vén ban dugc trinh bay trén céc
trang gidy riéng; tir “Phu luc” va sb thi tir ctia phu luc (trudng hop c6 tir hai
phu lyc tr& 1€n) dugc trinh bay trén mdt dong ri€ng, canh giita, bang chir in
thuong, c& chir 14, kiéu chir dimg, dam; tiéu dé (tén) cua phu lyc dugc trinh
bay canh gifta, bing chit in hoa, ¢ chir tir 13 dén 14, kiéu chir dimg, dam;

e) S6 trang clia vin ban dugc trinh bay tai chinh giira, trén dau trang
gidy (phan header) hoic tai géc phai, & cudi trang gidy (phan footer), bang
chit s6 A-rép, c& chit bing c& chir ciia phén 151 van (13-14), kiéu chir dimg;

Mau chit va chi tiét trinh bay cac thanh phan thé thic vin ban dugc
minh hoa tai Phu luc ITI kém theo Quy dinh nay.

M3u trinh bay mét s6 loai vin ban quy pham phép luét va vén ban hanh
chinh dugc minh hoa tai Phu luc IV kém theo Quy dinh nay.

12. K§ thuét trinh bay cac thanh phén thé thirc ban sao:

Cac thanh phén th(:‘ thirc ban sao dugc trinh bay trén cing mdt trang
glay, ngay sau Phan cudi cing ctia vin ban dugc sao, dudi moét duong ké nét
lién, kéo dai hét chiéu ngang cua vung trinh bay van ban. Truong hop ban
sao c6 nhidu trang thi déng dau giap lai giita c4c trang.

Céc thanh phén thé thirc ban sao duge trinh bay nhu sau:

a) Hinh thlrc sao: cum tir “sao y ban chinh”, cac tir “trich sao Vi “sa0
luc” dugc trinh bay bang chir in hoa, c¢& chir tir 13 dén 14, kiéu chit dung,
dam;

b) Céc thanh phén thé thic khic cta ban sao gdm: tén co quan, td chirc
sao van ban; s, ky hiéu ban sao; dia danh va ngay, thang, ndm sao; chirc vy,
ho tén va chit ky cta ngurdi c6 thim quyén; ddu cta co quan, t chirc sao van
ban; noi nhan dugc trinh by theo hudng dan trinh by cac thanh phén thé
thirc twong (mg cta vin ban tai Pidu 18 Quy dinh nay.

M3u chir va chi tiét trinh bay cac thanh phin thé thirc ban sao dugc
minh hoa tai Phu lue III, miu trinh bay ban sao dugc minh hoa tai Phu luc
IV kém theo Quy dinh nay.

Chwong V
TO CHUC THUC HIEN

Piéu 19. Thi truéng co quan hanh chinh nha nuéc cac cip ¢ trach
nhiém chi dao thyuc hién cac quy dinh tai Quy dinh nay va cac quy dinh khac

'
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c6 lién quan dén thé thirc va k¥ thuit trinh bay vin ban quy pham phap luat,
van ban hanh chinh va ban sao van ban.

Pieu 20. Giam dbc S& Tu phép co trach nhiém kiém tra van ban quy
pham phép luat d& ban hanh theo dting tinh thin Ngh1 dinh s6 135/2003/ND-
CP ngay 14 thang 11 nim 2003 ctia Chinh phu vé kiém tra va xur ly van ban
quy pham phap luat; dong thoi, huéng din céc nganh cac cip ty kiém tra
vén ban; kip thoi phat hién nhung van ban sai s6t v€ hinh thirc hodc ngi dung
dé d& nghij cip c6 thdm quyén sira ddi, bd sung cho phu hop.

Piéu 21. Chanh Vin phong UBND thanh phb cé trich nhiém trinh
UBND thanh phd hogic Cha tich UBND thanh phd ban hanh theo thim quyén
khi du thao vin ban do cac nganh, céc cip trinh bao dam yéu ciu vé thé thirc
va k¥ thuét trinh bay theo. dtng Quy dinh nay va Thong tu lién tich sb
55/2005/TTLT-BNV-VPCP ngay 06 thang 5 nim 2005 ciia B N§i vu - Vin
phong Chinh phi./.s

TM. UY BAN NHAN DAN

Trin Thanh Mn




Phu Iyc I
BANG CHU VIET TAT TEN LOAI VAN BAN VA BAN SAO
(Kém theo Quyet dinh s6: 66/2008/QD-UBND ngay1 4 thang 8 ndm 2008
cua Uy ban nhdn ddn thanh pho Can Tho)

STT TEN LOAI VAN BAN CHU VIET TAT
I | Vin ban quy pham phdp luit cia UBND
1 | Quyét dinh Qb-UBND
2 | Chi thi : CT-UBND
II | Vin ban hanh chinh
1 | Quyét dinh (ca biét) ciia UBND va Chi tich UBND Qb-UBND
2 | Chi thi (ca biét) ctia Chui tich UBND CT
3 [ Quyét dinh (ctia Thu trudng co quan, tO chirc) Qb
4 | Théng bao TB
5 | Chuong trinh ) CTr
6 | Kéhoach KH
7 | Phuong én PA
8 |Péan DA
9 | Bao céo BC
10 |Biénban BB °.
11 | To trinh TTr
12 | Hop dong ' HD
13 | Céng dién CPb
14 | Gidy chimng nhan CN
15 | Gidy ity nhiém ' UN
16 | Pinh chinh | PC
17 | Gidy moi GM
18 | Gidy gii thiéu GT
19 | Gidy bién nhdn hd so BN
20 | Phiéu g PG
21 | Phiéu chuyén PC
22 | Phiéu tra " PT
IIT | Vin ban lién tich
1 | Coéng vin lién tich LT
2 | Ké hoach lién tich KHLT
3 | Quyét dinh lién tich (ban hinh Quy ché) QPLT
IV | Ban sao vin bin *
1 | Ban sac y ban chinh SY
2 | Ban trich sao TS
3 | Bansao luc SL

e




Phu luc II .
SO PO BO TRi CAC THANH PHAN THE THUC VAN BAN
(Trén mot trang gidy khd A4: 210mm x 297mm)
(Kém theo Quyét dinh s6 66 /2008/0P-UBND ngay 14théng 8 ndm 2008
ciia Uy ban nhén dén thanh phé Can Tho)

* 20-25| mm
v 11
2 1
3 4
5b Sa
10a 9a
10b 12
. 30-35 mm_
6
Ta
9
+
7b
14

1 S-ZGImm ‘

20-251 mm




Phu luc Hi

MAU CHU VA CHI TIET TRINH BAY THE THUC VAN BAN VA THE THUC BAN SAO
(Kém theo Quyét dinh 5666 /2008/0P-UBND ngaylh thing 8 ndm 2008 cua Uy ban nhdn ddan thanh phé Can Tho)

) Thanh phi’in Vi du minh hoa
So PP . o 1~ .2 - Phong chir .Times New Roman Co
TT _ thethie Logichir | C& chir [ Kicu chir (theo {62 chudn TCVN 69092001 ) chir
va chi tiét trinh bay
(D i ) 3 ) )] 6 )
1 | Quoc hiéu
- Dong trén in hoa 12-13 | Ding, ddm CONG HOA XA HOI CHU NGHIA VIET NAM 13
- Dong duéi In thudng 13-14 | DPung, ddm Dgc lap - Tuw do - Hanh phiic 13
- Dong ké bén dudi
2 1 Tén co quan, to chirc
- Tén co quan, to chirc chii quan X
cép trén truc tiép In hoa 12-13 Pumg UBND TP. CAN THO 12
- Tén co quan, t6 chirc In hoa 12-13 | Pimg, dim SO TU PHAP 13
- Dong ké bén dudi
3 | S0, ky hiéu ciia viin ban In thudng 13 Pimg S6: 33/2008/QP-UBND; S6: 15/QD-UBND 13
S4: 23/BC-SNV; Sb: 234/SKHPT-VP ~
4 | Dia danh va ngay, thing, niim | In thuong 13-14 Nghiéng Can Tho, ngay ... thdng ... nim 2008 13
ban hanh van ban Phuong Lé Binh, ngay .. thdng ... ndm 2008
5 | Tén loai va trich yéu ngi dung
a | Ddi v6i vin ban co tén loai
- Tén loai vin ban In hoa 14-15 | DPing, dim CHI THI 14
- Trich yéu ndi dung In thudng 14 Dimg, ddm Vé cong tac phong, chdng lut bio 14
- Dong ké bén duéi
b | Pbi véi cong vin
Trich yéu ndi dung Inthuong | 12-13 Diing V/v thyc hién ché d6 tién lvong méi 13




@ @ 3 “) )] © M
6 | Noi dung vin ban In thudng 13-14 Ping Trong cong tac chi dao ... 14
a | Gom phan chuong, muc, diéu,

khoan, diém
- Tir “phén”, “chuong” va s6 thir
tur ctia phén, chuong In thuong 14 | Dimg, dam Phin I Chwong I 14
- Tiéu dé cia phén, chuong In hoa 13-14 | Pimg,ddm | QUY DPINH CHUNG QUY PINH CHUNG 12
- Tir “muc” va sb thir ty In thudong 14 Dimg, ddm Muyc 1 14
- Tiéu dé cia muc In hoa 12-13 | Pung, ddm PHAN CAP QUAN LY CAN BQ 12
- biéu Inthuomg | 13-14 | Pimg, dam | Diéu 1. Pham vi va d0i twgng dicu chinh 14
- Khoéan
+ Trudmg hop c6 tiéu dé In thudng 13-14 Ping 1. Vin ban c4 biét cia Uy ban nhén dén céc cip, bao gdm: 14
+ Trudomg hop khong c6 tidu dé In thuong 13-14 Dimg 1. Vin ban nay quy dinh vé thé thirc va k§ thuat trinh bay | 14
vin ban
- Piém Inthuong | 13-14 Dimg | a) Dbi véi 14
b | Gom phz“m, muc, khoan, diém '
- Tix “phén” va sd thir tu In thudng 14 Dimg, dim Phén I 14
- Tiéu d& cta phin In hoa 13-14 | Dimg, ddm TINH HINH THUC HIEN NHIEM VU ... 12
- S6 thir tu va tiéu dé cua muc In hoa 13-14 | Pimg, ddm | L. NHUNG KET QUA... 12
- Khoan
+ Trudmg hop co tiéu dé In thuong 13-14 | Puing, dim | 1. Pham viva doi twong 4p dung 14
+ Trudong hop khong cé titu dé | Inthuong | 13-14 | Ptng, ddm | 1. Trong thoi gian qua... 14
- Diém In thuong | 13-14 Ping | a)Dbivéi.... 14
7 | Chirc vu, ho tén ciia nguéi ky
- Quyén han cia ngudi ky In hoa 13-14 | Pung, ddm | TM. UY BAN NHAN DAN KT. GIAM POC 13
- Chirc vu ciia ngudi ky In hoa 13-14 | Pimg, ddm *CHU TICH PHO GIAM POC 13
- Ho tén ctia ngudi ky ~Inthuong | 13-14 | DPung, ddm Nguyén Vin A Tran Vin B 14
8 | Noinhan
a | Tu “kinh giti” va tén co quan, t6 | In thudng 14 Ding 14
chirc, ca nhan
Kinh giri: S& Néi vu 14

- Giri mét noi




1) Q) 3 ) )] () M
- Gui nhiéu noi Kinh gi: 14
- S& Noi vy; .
- S& Ké hoach va Pau tu;
- S& Tai chinh. ,
b | T “noi nhan” va tén co quan, td
chuc, ca nhan .
- Tir “noi nhan” In thudng 12 Nghiéng, | Noi nhin: Noi nhén: 12
dim (doi vai cong vin)
- Tén co quan, td chirc, cdnhén | In thudng 11 Ding |- S0, Ban nganh thanh pho; | - Nhu trén; 11
nhén vin ban, ban sao SO ; . evrerrenae ;
- Lvu: VT, CST. - Lwu: VT, TCCB.
7 | D4u chi mic d6 khin In hoa 13-14 | Ping, ¢dm HOA TOC | | THUGNG KHAN kHAN | | 13
10 2 ¥ A . \ X . ~ -
Chi dan v€ pham vi luu hanh In thuong 13-14 | Dimg, dém XEM XONG TRA LAI | | LUU HANH NOI BO 13
U o doin vé du thao vin ban In hoa 13-14 | Pimg, dim DY THAO DU THAO LAN ... 13
12 | Ky hiéu ngudi danh may, nhan In thuong 11 Ding PL.300 11
ban va s6 lugng ban .
13 | Dia chi co quan, to chirc; dia chi | In thuong 11-12 Ping SO ..., AUNG..., oveeveereeereesecerrevenieen 11
E-Mail, Website; s dién thoai, bT: (97 | [P , Fax: s
sé Telex, s 6 Fax E-Mail:.......ccocovvrennenee. Website............
14 | Phu luc vidn ban
- Tt “phu luc” va s6 thir ty cua
phu luc In thuong 14 DPing, dim Phu luc I 14
- Tiéu dé ciia phu luc In hoa 13-14 | Ding, ddm BANG CHU VIET TAT 14
15 | S6 trang Inthuong | 13-14 Pimg 2,7,13 14
16 | Hinh thirc sao In hoa 13-14 | Dung, dim SAO Y BAN CHINH, TRICH SAO, SAO LUC 14

Luru y: Trong mot vin ban phai sir dung mot ¢& chir théng nhét cho timg thanh phén cta vén ban, bao dam tinh cin d6i va k§ thudt trinh bay vin ban.




: Phy lyc IV .
MAU TRINH BAY VAN BAN

QUY PHAM PHAP LUAT VA VAN BAN HANH CHiNH
(Kém theo Quyét dinh so 66 /2008/QP-UBND ngay 14thdang 8 ndm 2008

ctia Uy ban nhén dén thanh phé Can Tho)

1. Miu trinh bay viin bin quy ‘phﬁm phap luit

M3u 01 | Quyét dinh cia UBND cic cép (quy dinh tryc tiép)

MAu 02 | Quyét dinh cia UBND céc cip (ban hanh Quy ché, Quy dinh)

M4u 03 | Quy dinh (Quy ché) ban hanh kém theo Quyét dinh cia UBND
cac cap

M3u 04 | Chi thi cua UBND céc cip

2. MAu trinh bay vin bin hanh chinh

MAu 05 | Quyét dinh (cé biét) cia UBND céc cip

M3u 06 | Quyét dinh (cé biét) ciia Chi tich UBND cac cip

MAu 07 | Chi thi (c4 biét) cia Chi tich UBND cac cip

Miu 08 Quyét dinh (c4 biét) cua thu trudng co quan, tb chirc

‘M3Au 09 | Cong vin hanh chinh ciia co quan, tS chirc (giti m6t noi)

M3u 10 | Cong van hanh chinh cia co quan, td chirc (guri nhiéu noi)

Miu 11 | Cac hin}} thirc van ban hanh chinh khac nhu Thong bao, Chuong
trinh, Ké hoach, D¢ an, Phuong an, Bdo cdo, T trinh v.v... ‘

M4iu 12 | Vin ban dinh chinh

Miu 13 | Cong vin lién tich

Miu 14 | Ké hoach lién tich

M3u 15 | Quyét dinh lién tich

3. Mau trinh bay ban sao viin ban

Miu 16

Ban sao van ban




MaAu sé 01.

UY BAN NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM
................. (D, Pgc lap - Ty do - Hanh phic

Sb: ........ [ei2)../QD-UBND .. (3)..... ngay ... thdng... nim.....

QUYET PINH

UY BANNHANDAN .............. 61 T

Cian cir Luat TS chirc Hoi dbng nhéan dan va Uy ban nhan dén ngay 26
thang 11 nam 2003;

Can e oo (5) ettt ;
Theo d€ nghi cia ...........ccoenuen.enee () S ,
QUYET PINH
37211 10 U [ TS
DHBU 2. ..ottt et a st ne e s st n et nerae
5 1T TR eeereeereressennen - 1.(8)
TM. UY BAN NHAN DAN
Noi nhén: CHU TICH (9)
oo ; | (chit ky, déu)
Lt VT <
(Ho va tén ngudi ky)
Ghi chu:

(1) Tén UBND theo cép hanh chinh (thanh phé, quan, huyén, xa, phudmg, thi trin)
(2) Nam ban hanh

(3) bia danh

*(4) Trich yéu ndi dung quyét dinh
(5) Can cir truc ti€p dé€ ban hanh quyct dinh
(6) Co quan, ngudi co thAm quyén trinh quyét dinh
(7) N§i dung cua quyét dinh
(8) Vi tri ky tit (Thu trudng co quan thim tra vin ban ky tit)
(9) Trudng hop Phé Chii tich ky thay thi ghi chit viét tét "KT" vao tru6e chir "Chi tich”, bén duéi
ghi "Pho6 Chu tich"

——



M3u sé 02.

UY BAN NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM
................. (8 1) JS Poc lap - Ty do - Hanh phiic

Sé: ........ [.2)../QD-UBND ... 3)....., ngay ... thdng... ndm.....

UY BANNHANDAN .............. 61 YR

Can cir Luit TS chirc Hoi ddng nhin dan va Uy ban nhan dan ngay 26
thang 11 ndm 2003;

Can el e (5) .................... ;
Theo dé nghi cha ........cccceeeuvreennneen. () T s
QUYET PINH
Pieu 1. Ban hanh kém theo Quyét dinh NAY .....ccovevrreiecreireierccierceecaeeen
................................................................. (7)ot e enas
DHBU 2. ..ottt sttt st en ettt n s ae
DHCUere.e.ereeeeeeeeeee e vesse s tsasssseensseee e eeseeaenes et /.(8)
TM. UY BAN NHAN DAN
Noi nhén: CHU TICH (9)
s ; (chit ky, dau)
Lt VT ’

(Ho va tén ngudi ky)

Ghi chu:

(1) Tén UBND theo cép hanh chinh (thanh phd, quan, huyén, x, phudng, thj trén)
(2) Nam ban hanh

- (3) bia danh

(4) Tén cia ban quy ché (quy dinh) dwoc ban hanh

(5) Caén cir tryc tlep dé ban hanh quyet dinh

(6) Co quan, ngudi c6 thAm quyén trinh quyét dinh

(7) N§i dung cua quyét dinh

(8) Vi tri ky tat (Thi trudng co quan thim tra vin ban ky tit)

(9) Trudng hgp Phé Chit tich ky thay thi ghi chit viét tit "KT" vao trude chix "Cha tich", bén dudi
ghi "Ph6 Chu tich"




MAu s6 03.
UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
................. (Do, Dgc lap - Ty do - Hanh phiic
QUY.PINH (QUY CHE)
.......................... () Y S
(Ban hanh kem theo Quyét dinh sé ............ fc..../QD-UBND
ngay ... thang ... ndm ... cua UBND........ (1)........... )
Chuong I
QUY PINH CHUNG
DHBI 1. oottt e st s et ettt s e et et
DB Uere..eveieeieceict et s et a et tes et st es s se e eeeea rneeeeeenesaerens
Chuong
D Ueurneeeeeeereeeeeereeeeeeeaeeseeseeseseesssesssasasesatessseaseneeensssseseesasssesesssnsesaraseransanes
DHRUouc. oot eese e e ees e ee s st esse et e seee e e st s st ennesenns
Chuwong .
Diéu
.................................................................... /.(3)
TM. UY BAN NHAN DAN
CHU TICH (4)
(chtr ky, ddu)
(Ho va tén nguoi ky)
Ghi chu:

(1) Tén UBND theo cip hanh chinh (thanh phd, quén, huyén, x4, phudng, thj tran)

(2) Trich yéu n6i dung cia ban quy ché (quy dinh) )

(3) Vi tri ky tét (Thi trudng co quan thim tra van ban ky tit)

(4) Trudng hgp Phé Chit tich ky thay thi ghi chir viét tit "KT" vao tru6c chir "Chua tich", bén dudi
ghi "Phé Chu tich” '




Miu s6 04.
UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
................. (Do, Poc ldp - Tw do - Hanh phic
Sb: ........ /..2)....../CT-UBND B B)......., ngay ... thdng... ndm ...
CHI TH]
Ve VI€C...ooveiieieeieeeeeeceeee (3 S
| OO () YUV
p 2SO TR
K SO AU UV O U /. (6)
TM. UY BAN NHAN DAN
Noi nhin: ~ CHU TICH (7)
e ; (chit ky, d4u)
- Lo VT, o
, (Ho va tén nguoi ky) .
Ghi chi:

(1) Tén UBND theo cép hanh chinh (thanh phd, quén, huyén, xa, phudng, thj trin)
(2) Nam ban hanh

(3) bja danh

(4) Trich yéu ndi dung chi thj

(5) N&i dung cia chi thj

(6) Vi tri ky tit (Thu truéng co quan thim tra vin ban ky tét)

(7) Trudng hgp Ph6 Cha tich ky thay thi ghi chir viét tit "KT" vao trude chit "Chi tjch"?bén duéi

ghi "Ph6 Chu tich"”




Mau sé 05.
UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
................. () TS Poc ldp - Ty do - Hanh phiic
S6: ........ /QD-UBND teei(2)....., ngay ... thdng ... ndm.....
QUYET PINH
VE VI€C ..coveverrerneeennenn. () PRSP
UY BAN NHAN DAN ............. ) Y

[@F: 1 11 | S (4)eeee et :

AN CIT et ceccrerevereeerereeeseeeseseseesssseeseereesesssensensssnssnnsssssssssnnssnsnsnns ;

Céan C}'x ....................................................................................................... ;

Xét dé nghj cla ....ocvevevcrecnenenlin () ,

QUYKLT DINH:
Pieul. ..o () ISR
J

53120 2O

DHU 3ottt eee st e ettt ettt se s e ns s
.......................................................................................................... /.(7)

TM. UY BAN NHAN DAN
Noi nhén: CHUTICH(8) °*
eeeeneteneane ; (chit ky, diu)
L Vo
(Ho va tén ngudi ky)

Ghi chu:

(1) Tén UBND theo cép hanh chinh (thanh phd, quén, huyén, xé, phudng, thj tran)

(2) Dia danh

(3) Trich yéu noi dung quyét dinh.

(4) Can cir tryc tiép dé ban hanh quyét dinh

(5) Co quan, ngudi ¢6 thim quy?n trinh quyét dinh

(6) Nbi dung cia quyét dinh )

(7) Vi tri ky t&t (Thi trudng co quan thim tra vin ban ky tit)

(8) Trudng hgp Phé Chu tich ky thay thi ghi chix viét tht "KT" vao truéc chix "Chu tich”, bén duéi
ghi "Phé Chu tich"

. —



Miu s6 06.‘
UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
................. () JR Poc lap - Ty do - Hanh phiic
SO: .. /Qb-UBND ... (2)...., ngay ... thang... ndm.....
QUYET PINH
V@ VIBC e, €3 T
CHU TICH UY BAN NHAN DAN ............... 61 TR
(0711 1) SN G O :
Can C}’x ....................................................................................................... ;
Xét d& nghi cla ......ocveveceeeee. () N .
QUYET PINH:
Pieul. ..o (6)eeeeeeeee e
DHBU 2. oottt ettt et st ss s ssaeses
3T I AU O
........................................................................................................... /. (T
Noi nhin: CHU TICH (8)
mreereneerenaaaas ; (chir ky, dau)
s VT )
(Ho va tén nguoi ky)
Ghi chu:

(1) Tén UBND theo cép hanh chinh (thanh phd, quén, huyén, x4, phudmng, thi trin)

(2) Dja danh

(3) Trich yéu ndi dung qu}'ét dinh

(4) Céc cin cir tryc tiép dé ban hanh quyét dinh

(5) Co quan, ngudi c6 thdm quyén trinh quyét dinh

(6) Noi dung cua quyét dinh

(7) Vi tri ky tit (Thu truémg co quan thdm tra vin ban ky tét)

(8) Trudmg hgp Phé Cha tich ky thay thi ghi chir viét tit "KT" véo trudce chit "Cha tich", bén duéi
ghi "Phé Chu tich"

e




M3u s6 07.
UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
................. (Do, Doc ldp - Ty do - Hanh phiic
So: ........ /CT-UBND veeeei2)eeernnr, ngay ... thdng ... ndm .....
CHI TH]
V@ VIBC .o () YO
| SOOI L) YOO
2o e e e e st et ase et s e sae e easneeaneeeseeabenesaerans eeeeeemeenerneees
..................................................................................................... /. (5)
Noi nhgn .\ CHU TICH (6)
S ; (chitky, ddu)
T VT .
(Ho va tén ngudi ky)
Ghi chu:

(1) Tén UBND theo cip hanh chinh (thanh ph, gufin, huyén, xa, phudmg, thj trén)

(2) bia danh
(3) Trich yéu ndi dung chi thj
(4) N§i dung cua chi thj

(5) Vi tri ky tht (Thu truéng co quan thim tra véin ban ky tit)
(6) Trudmng hop Phé Chi tich ky thay thi ghi chir viét tit "KT" vao trudc chir "Chi tich“, bén dudi

ghi "Ph6 Chu tjch"




MAiu s6 08.
UBND ......(D)ecececnnee. CONG HOA XA HOQI CHU NGHIA VIET NAM
................... (2. FOUOTo DPic lap - Tw do - Hanh phiic
So: ........ Qb-3)...... . ... 4)....., ngay ... thang... nam .....
QUYET PINH
Ve VI€C ...covvrirrreerreenens ) OO
THAM QUYEN BANHANH ............... (3 —

©2:11 1 o1 | SRR (7)ot sae e ;

[ @F: 1 1 w1 | AU UPT ST PR ;

Xét dé nghicla ....ceevveevececnennncnns (8) e , .

QUYET PINH

5T I) DO ) TR

DHBU 2. oottt ettt sttt et ettt ae ettt ees

DHEU 3. oo e e e et e e e v eteseae e setasessaseeesee e sesas e teasaseresaeaenraseseens
........................................................................................................... /. (10)
Noi nhén: QUYEN HAN, CHUC VU CUA NGUOIKY (11)
e : (chit ky, d4u)
“Law Voo

(Ho va tén nguoi ky) .

Ghi chu:

(1) Tén UBND theo cAp hanh chinh (thanh phd, quéan, huyén, x4, phudng, thi trén)
(2) Tén co quan, t4 chirc ban hanh quyét dinh

(3) Chir viét tit tén co quan, t4 chirc ban hanh quyét dinh

(4) Dia danh

(5) Trich yéu néi dung quyet dinh

(6) Ghi chirc vu ctia ngum dimg diu co quan, t6 chirc ban hanh quyét dinh

(7) Céc can cir tru'c tlep dé ban hanh quyét dmh

(8) Ngudi c6 thdm quyen trinh ban hanh quyét dinh

(9) Noi dung cua quyét dinh

(10) Vi tri ky tat (Tht truéng co quan soan thdo vin bén ky tht)

(11) Truong ho’p cép pho ky thay thi ghi chir chir viét tht "KT" vao trude chirc vy ctia ngudi dimg
déu co quan, td chirc, bén dudi ghi chirc vu ctia ngudi ky vin ban.

1
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Miu s6 09.

_TEN CQ, TC CAP TREN (1) CONG HOA XA HQI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUTC (2) Péjc 1ap - Tw do - Hanh phic
Sé: /...3)-(4)... L e &) ....... , hgay ... thdng... ndm ...
A"ZA 2PN (<) T
Kinh glri:....ooeviieiieeereceeeeceeerecneeen,
................................................ () T

Ceeeeesreseeeereesssreseesesiesasssestenieatatesiaanreeiesantateeaaabaeeeasabaranseeesossarsnaetietesasrnrrreens 8 /.(8)
Noi nhin: QUYEN HAN, CHUC VU CUA NGUOI KY(9)
- Nhu trén; (Chit ky, dau)
- LlruVT "~ (Ho va tén nguoi ky)

S6 ..., QUONE..., oo

DT: (071) e , Fax: oo,

E-Mail........ccovveevieenne Website............ (10)
Ghi chu:

(1) Tén co quan, to chirc cap trén (néu cb)

(2) Tén co Quan, t chirc hoac chirc danh nha nuéc ban hanh cong vin

(3) Chir v1et tat tén co quan, t8 chirc hoc chirc danh nha nuéc ban hanh cong van

(4) Chix viét tit tén don vj hoic bd phén soan thao hodc chu tri soan thao cong vin

(5) Pia danh .

(6) Trich yéu ndi dung cong vin

(7) N§i dung c6ng vin

(8) Vi tri ky 1 tit (Thi trrémg co quan soan thao vin ban ky tit)

(9) Ghi quyén han, chirc vy cua ngudi ky nhu Chu tich, (.uam dbc, v.v...; trudng hop ky thay mﬁt

tap thé lanh dao thi ghi chu viét tit “TM” trudc tén co quan, to chirc hoac tén tip the lanh dao; néu
nguoi ky cong vian la cap phé cia ngudi dimg ddu co quan, t6 chirc thi ghi chir viét tit “KT” vao

trude chirc vu cia ngudi dimg dau bén dudi gh1 chirc vy cia ngudi ky cong vin

(10) bia chi co quan, td chic; s8 dién thoai, s6 Telex. sé Fax; dia chi E-Mail; Website (neu can)

LI
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M3iu sb 10.

TEN CQ, TC CAP TREN (1) CONG HOA XA HQI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUC (2) Déc lap - Tw do - Hanh phiic
Sé: [.3)@... ) , ngay ... thdng... ndm ..
VN ceeecic 6, ‘
Kinh gtri
................................................ (7) ceeeeeeeeeeeeeeereee e even e tsae st eee e nr st ane s
...................................................................................................................... /.(8)
Noi nhn: QUYEN HAN, CHU'C VUy CUA NGUOI KY(9)
- Nhu trén; ’ (Chir ky, ddu) _
- Luu: VT,.... (Ho va tén nguai ky)
SO v, QUONE..., e,
BT: (071 oo , Fax: covevereenn,
E-Mail:.....ccoovineeecnne Website:........... a0
Ghi chu:

(1) Tén co quan, to chirc cdp trén (néu cb)

(2) Tén co quan, t4 chirc hoic chirc danh nha nuéc ban hanh céng vin

(3) Chir v1et tat tén co quan, td chirc hoc chirc danh nha nuéc ban hanh céng vin

(4) Chir viét tit tén don vi hodic bd phan soan thao hodc chii tri soan thao cong vin
(5) bia danh

(6) Trich yéu ndi dung céng van

(7) N6i dung cong vén

(8) Vi tri ky tit (Tha trudng co quan soan thao vin ban ky tit)

(9) Ghi quyén han, chirc vy cua ngudi ky nhu Chu tich, Glém dbc, v.v...; trudmg ho’p ky thay mit
tap thé 1anh dao thi ghl chit viét tit “TM” trude ten co quan, t8 chirc hoiic ten tap thé lﬁnh dao, vi du:

Uy ban nhan dén, néu ngudi ky cong van la cap phé cia ngudi dimg diu co quan, t chirc thi ghl
chir viét tit “KT” vio truéc chirc vu clia ngudi dimg dhu, bén duéi ghi chirc vy cua ngudi ky cong
vén

(10) Dija chi co quan, t8 chirc; sb dién thoai, sé Telex. sé Fax; dia chi E-Mail; Website (néu c?m)

. —
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M3iu sb 11._(*) }

TEN CQ, TCCAP TREN (1)  CONG HOA XA HOI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUC (2) Péc ldp - Ty do - Hanh phiic
Sé: /...3)(4)... e, () ......., ngay... thang... ndm ...
TEN LOAI VAN BAN (6)
versenensssssesesesassnenss (T) sereasseresaesessssssnsassnes
................................................ €. T
............................................... /. (9)
Noi nhin: QUYEN HAN, CHU'C VU CUA NGUOI KY(10)
" i, 3 (Chit ky, ddu)
- Luru: VT,...

(Ho va tén nguoi ky)

Ghi chu:

(*) MAu nay ap dung chung d6i véi da sé cac hinh thirc vin ban hanh chinh ¢6 ghi tén loai cu thé
nhu Théng bao, Chuong trinh Ké hoach, P& an, Béo cdo, T trinh v.v..

(1) Tén co quan, to chirc cap trén (néu c6)

(2) Tén co Qquan, td chirc hogic chirc danh nha nuéc ban hanh vin ban

(3) Chit viét tit tén loai vin ban

(4) Chir viét tit tén co quan, td chirc hosic chirc danh nha nuéc ban hanh vian ban

(5) bia danh »

(6) Tén loa1 vin ban: Théng bio, Chuong trinh, K& hoach, P& 4n, Bio c4o, T trinh v.v..

(7) Trich yéu ndi dung vin ban

(8) Noi dung vén ban

(9) Vi tri ky tét (Thi trudng co quan soan thao vin ban ky tét)

(10) Ghi quyén han, chirc vy cua ngudi ky nhu Cha tich, Gidm doc v.v...; trudng hop ky thay mt
tap thé lanh dao thi ghi chir viét tit “TM” vao trude tén co quan, td chirc hoac tén tap the lanh dao;
néu ngudi ky vin ban ia cap phé cia ngudi dimg diu co quan thi ghi chir viét tt “KT” vao trudc
chirc vy cia ngudi dimg déu, bén dudi ghi chitc vy ciia ngudi ky vin ban




13

Maiu s 12.

- TENCQ, TCCAPTREN (1) CONG HOA XA HQI CHU NGHIA VIET NAM

TEN CG QUAN, TO CHUC (2) Déc lip - Ty do - Hanh phic
S6: MC-3) @) .., ngay... thdng... ndm ..
DPINH CHINH
................................ (5) ettt
Do so xuét trong khau ........ (6)....... thira Gy quyén cua........... (7)) N ,
xin dinh chinh (mét s6) sai sét trong .............. (5)ccunnns nhu sau:
1. Tai trang ..., dong thir ... tir trén xudng (hoic tir dudi 1én) viét 1a: "......
Nay xin stra 1ai 1a: " oot e, @)
Noi nhin: TUQ. .....Q2)
e ) —
-Luu VT, ...

(Ho va tén nguoi ky)

Ghi cha:

(1) Tén co quan, td chirc cép trén (néu c6)

(2) Tén co quan, tb chirc hoic chirc danh nha nuéc ban hanh vin ban dinh chinh

(3) Chit viét tit tén co quan, t8 chirc hojic chirc danh nha nuréc ban hanh vin béan dinh chinh
(4) Dia danh

(5) Tén van ban dugc dinh chinh (gdm sb, ngdy théang nim va trich yéu vin ban)
(6) Néu ly do dinh chinh (soan théo, in 4n, thdm dinh, thdm tra, kiém tra..)

(7) Vi tri ky tit (trudng phong, bd phan soan thao van ban ky tit)

(8) Chirc danh Chanh Vian phong ky

Lwru y: Truong hop dinh chinh vin ban ctia Uy ban nhan dén thanh phé:

- Néu do 13i ciia co quan tham muu thi Thi truéng co quan d6 ky dinh chinh Thira iy quyén;

- Néu do 18i cia Van phong UBND thanh phé thi Chdnh Vin phong UBND thanh phé ky dinh chinh
Thira 0y quyén.

(9) Dia chi co quan, t4 chuc ghi nhur myc "Noi nhén" cia vin ban cén dinh chinh

-
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Miu s6 13.

TEN CQ, TC CAP TREN (1) CONG HOA XA HQI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUTC (2) Pic lip - Ty do - Hanh phiic
Sé: [oe(®)ee ) ....... , hgay ... thdng... ndm ...
Viv .. () R
Kinh gui
................................................ (6) ceereeeeeeeeeeeeeeteeeeeee et et e et e s esaesaesne st sas
......................... /.(D
CHUC VU NGUOIKY VATEN CQ, TC CHUC VY NGUOIKY VA TEN CQ, TC
® ) 8
(chtt k, ddu) hi f(y) diw)
(Ho va tén nguoi ky) (Ho va tén ngudi ky)
Noi nhén:
- Nhu trén;
L V..
Ghi chu:

(1) Tén co quan, t& chuc clp trén (néu cling co quan quan ly cép trén tryc tiép). Trudng hqp, khéng
cing co quan quan ly cap trén tryc tiép thi khong ghi phn nay

(2) Tén cac co quan, & chirc hoac chuc danh nha nuéc ban hanh (tén co quan chi tri soan théo ghi
trudce, sau do 1a tén co quan, td chirc tiép theo)

(3) Chix viét tét tén co quan, t§ chirc hoiic chirc danh nha nuéc ban hanh

(4) Dia danh

(5) Trich yéu ndi dung cong vin

(6) N6i dung cong véan

(7) Vi tri ky tit (Tha tru'drng cO quan chu tri soan thao vin ban ky tit)

(8) Trudng hop, ngudi ky vin ban 13 cap phé cua ngubl dimg d4u co quan thi ghi chir viét tit “KT”
vao trude chirc vy clia ngu'fn du'ng déu va tén co quan, td chirc ban hanh vin ban, bén dudi ghi chirc
vu ciia ngudi ky viin ban; cudi ciing 14 chir ky, d6ng diu va ghi ho tén ngudi ky

- —
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MAu sé 14.

TEN CQ, TC CAP TREN (1) CONG HOA XA HOQI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUC (2) Pc lap - Ty do - Hanh phic
Sé: [ieiB)e. 4)...... , ngay ... thdng... ndm ...
KE HOACH LIEN TICH
V& VigC..uorrrieecnnne, [6) N
................................................ () TSROSO
......................... /. (7 g
CHUC VU NGUOI KY, TEN CQ, TC " CHUC VU NGUOI KY VA TEN CQ, TC
®) | 8 ‘
(ch g, daw) k), dy
(Ho va tén nguoi ky) (Ho va tén ngudi ky)
Noi nhan:
- Nhur trén;
- L VT, o
Ghi cha:

(1) Tén co quan, tb chu’c clp trén (neu cung co quan quan ly cép trén tryc tiép). Trwdng hop, khong
cung co quan quan ly cap trén tryc tiép thi khong ghi phan nay

(2) Tén c4c co quan, t§ chirc hoac chu’c danh nha nuéc ban hanh (tén co quan chu tri sdan thao ghi
trudce, sau do 1a tén co quan, to chirc tiép theo)

(3) Chir viét tit tén co quan, td chirc hodc chirc danh nha nudc ban hanh

(4) bia danh

(5) Trich yéu an dung ké hoach

(6) Noi dung ke hoach

(7) Vi tri ky tit (Thu tru'ong co quan chu tri soan thao vin ban ky t4t)

(8) Trudmg hgp, nguoi ky vén ban 1a cap pho cua ngum dimg d4u co quan thi ghi chir v1et tit “KT”
vao trude chirc vy ciia nguorl dung dAu va tén co quan, td chirc ban hanh vin ban, bén duéi ghi chic
vu clia ngudi ky vin ban; cubi ciing 14 chit ky, dong diu va ghi ho tén ngudi ky

e
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M3u sé 15.

TEN CO QUAN, TC (1) CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tw do - Hanh phiic

:86:  /QPLT- (TEN CQ-=TC) @ - wori(3)..., ngay...théng...nim....
QUYET mNH LIEN TICH
'Ban hanh Quy ché phéi hop............ @®..............
ChwongI
QUY DINH CHUNG ~
IREU Lu oo eeseeeeee e ees e s eeseeesseeesesasseie e ssaesasasasassesseseesaseeseasasans
DHBU cevvivoeereceeeeee sttt sttt et s s s ene e b s enassasaes
Chwong
DB ettt e e e eee e e e e s e e e eeeeea st eneeeeesasaeaneetsearassnseans
IRBU cev oo eeeeeeteeseseeeses s e essaeaanesssasasasanes s s sasasenssesseneseseseserasnesaras
Chuong
DHRUere vttt e et eass st ses e e et s e e e e s e naesereenenne < /.(5)
CHUC VU NGUOIKY VA TEN CQ, TC CHUC VU NGUOI KY VA TEN CQ, TC
6) | 6
(chit ky, dau) (chi l((y) d4u)

(Ho va tén ngudi ky) (Ho va tén ngudi ky)

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

Ghi chu:

(1) Tén co quan, tb chic ban hanh vin ban (vi du giita Uy ban nhan dan v6i Thudmg tryc Uy ban
Mt trén To quoc giita Uy ban nhan dén, Vién Kiém st nhan dan va Tda 4n nhén dan;...)

(2) Tén vxet tat cua co quan, ban hanh vén ban (tén co quan chi tri soan thao ghi trudce, sau d6 1a tén
co quan, td chirc tiép theo)

(3) Pja danh

(4) Trich yéu ndi dung

(5) Vi tri ky tit (Thu truorng co quan ch tri sogn thao vén ban ky tt)

(6) Trudng hop, ngudi ky van ban 13 cip phé ciia ngudi dung déu co quan thi ghi chir viét tit “KT”
vao trudce chirc vu cia ngudi dtmg du va tén co quan, t5 chirc ban hanh vin ban, bén duéi ghi chirc
vu ctia ngudi ky vin ban; cubi cing 1 chir ky, dong ddu va ghi ho tén ngudi ky
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TEN CO QUAN, TO CHUC (2) HINH THUC SAO (1)
sé:.3....4 L. (5) .., ngay... thdng... ndm ...

Noi nhin: QUYEN HAN, CHUC VU CUA NGUOI KY(6)

e Chit ky, dd .

- Luu: VT,...... ( o ky au)

(Ho va tén nguoi ky)

Ghi chu:

(1) Hinh thic sao: sao y ban chinh (SY), trich sao (TS) hoic sao luc (SL)
(2) Tén co quan, tb chirc thuc hién sao vin ban

(3) S6 ban sao

(4) Ky hiéu ban sao

(5) Pia danh

(6) Ghi quyén han, chirc vu cila ngudi ky béan sao

=




