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Quy dinh chi tiét thi hanh mdt s6 didu cia
Nghi dinh s6 100/2010/NP-CP ngay 28 thang 9 nim 2010
ciia Chinh phi vé Cong bso

Can cir Nghi dinh s 33/2008/ND-CP ngay 19 thang 3 nim 2008
cia Chinh phQl quy dinh chic ning, nhiém vy, quyén han va co céu td chirc
ctia Van phong Chinh phi;

Céan cir Nghi dinh s6 100/2010/ND-CP ngay 28 thang 9 nim 2010 cua
Chinh phu vé Céng béo;

Vin phong Chinh pht quy dinh chi tiét thi hanh mdt sé didu cua Nghi dinh
s6 100/2010/NBP-CP ngay 28 thang 9 nam 2010 ciia Chinh phu vé Cong bao
nhu sau:

Pidu 1. Pham vi diéu chinh

Théng tu nay quy dinh chi tiét v& hinh thuc, k§ thuat trinh bay a 4n phim
Codng bao; g, tiép nhén, dang vén ban trén Cong béo; phéi hop xir 1y van ban
¢6 sai sot trong qua trinh tiép nhan, ding Céng bao; quan Iy, lvu gitr Cdng béo
va vin ban ding Cdng bao.

Piéu 2. Hinh thirc, k§ thuit trinh bay Cong bao
1. Hinh thire Cong bao

Céng bao dugc xuit ban gom Cong béo in va Cong bdo dién tir. Cong béo
in 14 Cong bdo dugc in trén gidy dong thanh cuodn; Cdng bio dién ta la
phién béan dién tir ctia Cong bao in dugc dang trén mang tin hoc, c6 co so dif liéu
dy du phuc vu viéc tim kiém, tra ctru toan vin vin ban; Cong béo nuée
Cdng hoa x& hdi chil nghfa Viét Nam déng trén Cbng Théng tin dién tr Chinh phu
va mang ndi b cua Van phong Chinh phd; Coéng bao cép tinh dang trén
Cbng/Trang Thong tin di¢n t& cua Uy ban nhan dan cap tinh va mang néi bd

clia Vin phong Uy ban nhan dén cép tinh.

Phéng chit sir dung trén cudn Cong béo theo tiéu chuén Unicode TCVN
6909:2001.



2. K§ thuat trinh bay cudn Céng béo

a) Cubn Cong bao in c6 kich thuéc 29 cm x 20,5 cm; truong hop van ban
guri dang Cong bdo c6 kem so dd, ban dd co kich thudc khéng theo chuin chung,
co quan Céng bao diéu chinh kich thuéc cubn Céng béo riéng cho phi hop;

b) Trang d4u cubn Céng bao in hmh Quéc huy, Quédc hiéu ctia nude Cong hoa
x& hoi chii nghla Vlet Nam; chit CONG BAO tén tmh thanh phd truc thude
Trung uong noi xuét ban (d6i véi Cong bao cép tinh); s6 Cong b4o; ngay, théng,
nam; muc luc cdc vin ban ding trong sé Cong bao (Mau 1, 2 ciia Phu luc);

¢) Néi dung cuén Céng béo dugc trinh bay mét cdt, bao dam chinh xac
ndi dung clia vin ban chinh. Phan noi nhan, dau, chit ky, 46 khén trong thé
thizc viin ban dugc phép luge bo; sir dung c& chir 13 dén 14, khoang céch giita
céc dong (line spacing) tir dong don (single) dén 1,5 dong (1.5lines).

Phén dAu cdc trang ndi dung cudn Céng bdo trinh bay theo Miu 3 cia
Phu luc.

Bang biéu, cong thirc, so dd, ban d3, miu don dugc trinh bay dang kich
© thudce, c& chif, phdng chit, hinh vé& cta ban chinh;

d) Trang cudi cudn Céng bio in tén, dja chi, sb dién thoai, sb fax, dia chi
thu dién tir cua co quan Cong bao, dia chi truy cdp Céng bao trén Internet,
tén co s& in Cong bdo va gia ban cudn Cong bao (Mau 4 cua Phuy luc).

Pidu 3. Giri véh ban dang Cong bao

Co quan ban hanh vin ban c6 trich nhiém gu'l ban chinh van ban dang
Cong béo cling ban dién tir ¢6 ndi dung chinh x4dc véi ban chinh, tai phén
“Noi nhan” ctia vin ban phai ¢d tén “Cong béo”, trang déu cta vin ban ghi rd
“VAN BAN GUIT DPANG CONG BAO”,

Ban dién tir theo tiéu chuin Unicode TCVN 6909: 2001 trén dinh dang
c6 kha nang chinh sira, bién tip dugec.

Trudng hop Pidu uéc qudc t& chi ky két bing tiéng nudc ngodi, Bd
Ngoai g1ao co trach nhiém giri kém ban dién tir - ban Scan tir ban chlnh clia
Biéu udc quéc té t6i Vin phong Chinh ph.

Diéu 4, Quy trinh, thii tuc xuit ban Cong bao
1. Tiép nhén vin ban

Co quan Cong bao ¢6 trach nhiém nhép Danh muc thong tin, thudc tinh
van ban giri-ding Cong béo: tén loai, sb, ky hiéu, trich yeu ndt dung vin ban,
co quan ban hanh, ngay ban hanh, ngay nhén vin ban; Danh muc thong tin,
thuge tinh vin ban dugce luu trong co s& dit liéu Cong béo dién tir va duge in
ra gidy luu theo thang cla timg nam.




2. Bién tap Céng béo-

-a) Poc sodt, dbi chleu cén chinh gitta ban dién tir véi ban chinh cia vin ban
de sdp xép bién tép, thiét ké ky thuét tao ban di¢n tr clia timg so Cong bdo;
s6 Cong béo dugc tinh theo nim; sb trang duge danh theo timg cudn Céng bo;

b) Van ban dugc ding Cong béo theo thir tw thoi gian nhan vin ban, vin ban
dén truéc ding trudc; dbi véi vin ban quy pham phép ludt quy dinh cac bién
phap thi hanh trong tinh trang khén cip, van ban dugc ban hanh de kip thoi dap
ung cac yéu cau phong, chéng thién tai, dich bénh duge sap xép ding trén sé
Cbdng bao gan nhét ngay sau khi co quan Céng b4o nhan duoc van ban.

Trong timg cubn Céng bao, vin ban duge sip x8p theo hai phan phin
vin ban quy pham phap luat va phin vin ban khic; trong d6 vén ban xép theo
thir béc co quan ban hanh, theo gja tri phap Iy tir cao xudng thap va s0 vin ban
theo thir tw ting dan; tén co quan ban hanh cung bac dugc sip xép theo bang
chircaia, b, ¢ hoac chit s6 tir nho dén Ion; ,

c) Cong bao nudc Cong hoa x3 hdi chi nghia Viét Nam dugce ding trén
Cbng Thong tin dién tr Chinh pha, mang ndi b cia Vin phong Chinh ph,
Cong bao cap tinh duge dang trén Cong/Trang Thong tin dién t cua Uy ban
nhan dan cép tinh, mang ndi bd ctia Vin phong Uy ban nhin dan cép tinh déng
thdi véi viée Cong bio in duge phat hanh.

Diéu 5. Phoi hop xit Iy vin ban c6 sai sét trong qua trinh tiép nhén,
dang Cong bao

1. Sai sot va cach thirc xur ly

a) Sai sot v& thé thirc, k§ thuét trinh bay, co quan ban hanh vin ban, co quan
Cong bao co6 van ban dinh chinh theo quy dinh cia phép luét hién hanh;

b} Sai sét vé ndi dung, thAm quyén, co quan ban hanh c6 vin ban thu hdi,
sira d6i, bd sung, thay thé hojc bdi bd theo ding trinh tu ciia phdp luat
hién hanh.

2. Quy trinh x1r Iy vén ban c6 sai s6t

a) Trong qua trinh tiép nhén, bién tép, néu co quan Cong bdo phat hién
van ban cé sai sot, co quan Cong bdo c6 vin ban thong bao gui co quan
ban hanh biét, xtt 1y; trong thoi han 07 ngay lam viéc, ké tir ngay phat hanh
théng bao, co quan ban hanh vin ban khong c6 vin ban tra 161, co quan Cong bao
s& ding vin ban do, truomg hop ¢ vén ban dé nghi x{r Iy sai sét, thoi han
ding Céng bio dugc cin clr vao ngdy co quan Cong bao nhén van ban dé
nghi nay;

b) Néu co quan ban hanh phét hién van ban co6 sai sot, co quan ban hanh cé
vin ban d& nghi xir ly giti co quan Cong bao;



c) Tridong hgp co quan ban hanh ¢4 van ban dinh chinh nhiing sai sét
vé thé thirc, k¥ thuat trinh bay, néu vin ban c6 sai s6t chua dang Cong bio,
co quan Cong bao dang déng thoi vin ban c6 sai s6t va van ban dinh chinh,
néu vin ban cé sa1 sot da dang Coéng béo, co quan Cong bédo ding vin ban
dinh chinh vao s Cong bio tiép theo gén nhét;

d) Déi véi nhitng viin ban cé sai s6t vé& noi dung, thim quyén, co quan
Codng bao tra lai van ban theo d8 nghi cia co quan ban hanh.

Diéu 6. Quan Iy Cong bdo va vin ban déing Cong bio
1. Co quan Cong bao

a) Luu gifr 02 cudn/sé Cong bao in da xuét ban, phat hanh va dugc déng
quyén theo timg nam;

b) Luu gau van ban déng Cong béo theo timg ndm, dam bao khoa hoc,
thuén tién cho viée tim kiém, d6i chidu. Thoi han luu giit 13 05 nim;

¢) Quan 1y co s& dit liéu ban dién tir clia cac s6 Cong bao d& xuit ban va
thong tin, thudc tinh vin ban dang Coéng bao theo tiéu chi ngay, thang, nim,
tén co quan ban hanh vin ban.

2. Céng béo nude Cong hda x4 hdi chit nghia Viét Nam cép phat mién phi
dugc dit tai TG séch phép luét cua Uy ban nhan dén xd, phudng, thi tran.

Piéu 7. Trich nhi¢m cia cac co’ quan
1. Co quan ban hanh vin ban
a) Chiu trach nhigm v& tinh chinh xAc clia ban dién tir véi van ban chinh;

b) Thong béo tén, s6 dién thoai, sb fax, dia chi thu dién tir cia can bd
ho@c b§ phén chju trich nhiém giri ban chinh va ban dién tir van ban dang
Cdng béo t6i co quan Cdng bdo.

2. Co quan Céng bao

a) Thong béo sé dién thoai, s fax, dia chi thu dién tr ciia by phin
nhén vin ban ding Cong bdo t&i co quan ban hanh vin ban;

b) Dén dbc, kiém tra vé thu tye, , quy trinh xuit ban Céng bdo va viée
quén 1y khai thac, st dung Céng bao cdp phat mién phi tai dja phuong.

Diéu 8. Hiéu lyrc thi hanh

1. Théng tw ndy c6 hidu lyc thi hanh ké tir ngay 15 thing 6 nim 2011.



2. Béi b6 Thong tu s& 04/2005/TT-VPCP ngay 21 thang 3 nam 2005 va
Théng tu sé 03/2006/TT-VPCP ngay 17 thang 02 ndm 2006 cua Van phong
Chinh phti huéng dén thi hanh mét sé diéu cha Nghi dinh s6 104/2004/ND-CP
ngdy 23 thing 3 ndm 2004 cta Chinh phu vé Céng bio nuée Cong hoa x& hoi
chti nghia Viét Nam./..

Noi nhin: BQ TRUONG, CHU NHIEM
- Ban Bi thur Trung uong Pang;
- Thu tuéng, cac Pho Thi tudng Chinh pho;
- Cac B9, co quan ngang B§, co quan thuge CP;
- VP BCD TW vé phong, chdng tham nhiing;
- HEOND, UBND céc tinh, TP tric thube TW;
- Vin phdng Trung wong va cic Ban cia Pang;
- Van phong Chu tich nuéc;
- Hji déng Dén tde va céc ny ban clia Quéc hoi;
- Van phong Quéc hdi;
- Toa an nhan dan tdi cao;
- Vién Kiém st nhan dén tdi cao;
- Kiém toan Nha nudc;
- Uy ban Giam sat tai chinh Quc gia;
- Ngén hang Chinh sach X4 hoi;
- Ngén hang Phat trién Vu;t Nam;
- UBTW Mat trén Té quéc Viét Nam,
- Co quan Trung uong cia céc doan thé;
- VPCP: BTCN, c4c PCN, Céng TTDT,
céc Vy, Cuc, don v trie thude, Cong bdo;
- Luu: VT, HC (5b). nq 290

guyén Xuin Phic




& : Phy lyc

& s w0y MAUTRINH BAY CONG BAO

K emtfieo Thong tur 56 03/2011/TT-VPCP ngay 25 thing 4 ndm 2011

Eitong; Chi nhiém Vin phong Chinh phi quy dinh chi tiét thi hanh
M;(ﬁé:i'f'éﬁa Nghi dinh s6 100/201 O/ND-CP ngay 28 thdang 9 nam 2010

S ctia Chinh phii vé Céng bdo)
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Mau 1: Trang diu cubn Céng bio nuéc CHXHCN Viét Nam.
MAu 2: Trang d4u cubn Céng bao cip tinh.
M3u 3: Phin déu trang ndi dung cubn Céng béo.

Mau 4: Trang cudi cuén Cong bao.



Miu 1. Trang d3u cuén Cong bao nwgc CHXHCN Viét Nam

! CONG HOA XA HQI CHU NGHIA VIET NAM?
Poc lap — Tw do — Hanh phiic

'CONG BAO

Ngay... thang.... nam’...

MUC LUC:

Trang
PHAN VAN BAN QUY PHAM PHAP LUAT’

CO QUAN BAN HANH VAN BAN?®
------------------------ ’ Tén loai, sb, ky hiéu, trich yéu ndi dung vin ban'®
PHAN VAN BAN KHAC’
CO QUAN BAN HANH VAN BAN?®

9 ” 4 LA . 4 Y = .
......................... Tén loai, s0, k‘y hiéu, trich yéu ndi dung van banm

! Quéc huy: kich thud&e 3,5 cm x 3,5 cm; mau myc do;

? Qudc higu: mau myc do, dong chir trén trinh bay ¢& chir 14, in hoa, kiéu chir dimg, ddm; dong chir
duéi trinh bay c& chir 14, in thudng, kidu chit dimg, dam, chir cai diu clia cac cum tir viét hoa;

* Trinh bay c& chir 60, in hoa, kiéu chir dimg, ddm, mau muc dd;

88 Cong bao: trinh bay c& chir 14, in thudng, kidu chir dimg, dam;

5 Ngay diing Cong béo: trinh bay c& chit 14, in thuong, kidu chit dimg, dim;

¢ Trinh bay ¢& chit 26, in hoa, kiéu chir dimg, d4m, can gitra trang;

" Trinh bay c& chif 14, in hoa, kiéu chir ding, dam, cin giita trang;

® Tén co quan ban hanh van ban: trinh bay ¢& chir 14, in hoa, kiéu chir dimg, khong dim, can giita trang;

® Ngay thang nam ban hanh: diing chir s, gitra ngay, thing, nim ding ddu gach ngang (-), trinh bay
c& chif 14, in thudng, kidu chit ditng, khéng dam;

1° Trink bay c& chit 14, in thudng, kiéu chit dimg, khong dim;

" §& trang trén Cong bao: trinh bay c& chif 14, in thudmg, kiéu chir ding, khéng dam.



Miu 2. Trang dau cudn Cong bao cip tinh

CONG HOA XA HOI CHU NGHIA VIET NAM?
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CONG BAO

Tinh (thanh phé)*... .. ...

S6 ..... ) Ngay... thang.... nam®...

MUC LUC’

X 5 . . Trang
PHAN VAN BAN QUY PHAM PHAP LUAT®

CO QUAN BAN HANH VAN BAN®
.................... ...'” " Tén logi, s6, ky hiéu, trich yéu ni dung vin ban""

PHAN VAN BAN KHAC®
CO QUAN BAN HANH VAN BAN®

0 A P S . A N
......................... Tén loai, s6, ky higu, trich yéu ndi dung van ban”

! Quéc huy: kich thuée 3,5 cm x 3,5 cm; mau myc do;

2 Quéc hidu: mau muc dd, dong chit trén trinh by ¢ chir 14, in hoa, kidu chir dimg, dam; dong chir
dudi trinh bay c& chit 14, in thudmg, kidu chir dimg, ddm, chir cdi ddu cia cac cum tir viét hoa;

* Trinh bay c& chit 60, in hoa, kidu chir ditng, dam, mau myc do;

* Tén tinh, thanh phd noi xuét ban: trinh bay ¢d chir 18, in thudng, kiéu chit nghiéng, ddm, mau muc den;

* 84 Céng bao: trink bay c& chit 14, in thudng, kiéu chit ding, dam,;

¢ Ngay dang Cong béo: trinh bay c& chir 14, in thudng, kiéu chir ding, dam;

” Trinh bay c& chir 26, in hoa, kiéu chir ding, ddm, can giira trang;

® Trinh bay ¢& chit 14, in hoa, kiéu chir dimg, dim, cin giira trang;

? Tén cor guan ban hanh van ban: trinh bay ¢& chit 14, in hoa, kiéu chir ding, khéng ddm, cin gilta trang;

' Ngay thang nim ban hanh: dung chit 50, gifra ngay, thang, nim ding du gach ngang (-), trinh bay
c& chir 14, in thudmg, kiéu chit dimg, khong dim;

" Trinh bay c& chit 14, in thudng, kiéu chir dimg, khéng dém;

1284 trang trén Cong béo: trinh bay c& chir 14, in thudmg, kiéu chir ding, khéng dam.



MAu 3. Phin diu trang ndi dung cudn Cdng bio

Trang 1é

CONGBAO'Y/S6 ... Y NgAY o 3 4
Trang chin
......... 4 CONG BAOY/S6 ... MNeay ...}

! Trinh bay c¢& chi¥ 14, in hoa, kiéu chir dimg, khong dém;
286 Cong béo: trinh bay c& chir 14, khong dém,;
* Ngdy dang Cong béo: trinh bay & chi 14, khéng dam;
Glu‘a cde muc (1) (2) va (3) c6 déu gach cheo (/). Vi du: CONG BAO/S6 01+02/Ngay 01-01-2011
“sé trang trinh bay c¥ chit 14, khéng dim.
Tong sb trang cudn Cong béo dugc tinh tir trang d4u dén trang cudi cudn Céng bio, so trang hién thj
ta: vi tri cudi dong don véi trang 1¢, ddu dong d8i voi trang chin, khong hién thi sb trang cua trang

dAu va trang cudi cubn Céng béo.



Miu 4. Trang cubi cuén Cong bio

TEN CO QUAN CONG BAO!
Diachi: ............. 2
Dién thoai:.............. 2
FaXiviiireniereriennes 2
E-mail: ..occoneivinnns ;2
2

Website: ............. ;
In tai: tén co 56 in Cong bdo

Gia: ..... ddng?

' Tén co quan Céng bao: trinh by c& chit 14, in hoa, kiéu chir ding, ddm.
Cong béo nuée Cong hda xa hdi chil nghia Vist Nam ghi VAN PHONG CHINH PHU; Cong bao
cp tinh ghi VAN PHONG UBND TINH, THANH PHO ..... (tén Van phong UBND tinh, thanh phé
tryc thude Trung vong xuét ban Cong béo).

2 Trinh bay c& chit 14, in thudng, kiéu cht déng, khéng dam.



