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L VI TRIi CAC THANH PHAN TREN TAI LIEU Bi MAT NHA NUGC
Vi tri cac ddu béo vé bi mat nha nuéc, thé hién pham vi huru hanh, s6 lugng tai

lidu, tén ngurdi soan thao trén vin ban hanh chinh theo khé gidy A4: 210 mm x 297
mm nhu sau:
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Ghi chi:

Thanh phén thé thirc vin ban '
Quéc hiéu A Uy
Tén co quan, t8 chtc ban hanh vén ban LY
84, ky hiéu ciia vin ban ‘ . J
Pia danh va ngay, thing, nfim ban hanh vin ban S
Tén loai va trich yéu ndi dung van ban N
Trich yéu ngi dung vin ban h .~
Déu ban in van ban dién tir bf mét nha nuéc

Noi dung viin ban

Quyén han, chirc vy, ho tén va chit ky clia ngwrdi ¢6 thim quyén

Déu cita co quan, t§ chirc

Pham vi luru hanh

Déu chi 36 mét (Tuyét m4t, Toi mat, Mat)

Déu chi 46 khén

Dén giai mét

Déu ting mét, giam mat

Dfu ther han bao vé bi mét nha nuéc

Dfu tai liéu thu hdi hofic d4u Gia han thii han bao vé bi mét nha nuéc

Chi din v& dy thao vin ban.

Tén nguéi soan thio, sb hrgng tai liéu;

DAu ban sao bi mit nha nuée

Ky s6 cita ngudi c6 thAm quyén trén bin sao vin ban dién tir bf mét nha nudre
Dfu vin ban dién tir bi mat nha nuéc dén

Ghi chi: Dbi véi cac tai lidu khong dugc trinh bay theo thé thirc va k§ thuat
ctia van ban hanh chinh thi vi trf céc loai du bao vé& bi mét nha nude duge thé
hién wéc luong nhr trén vin ban hanh chinh. Muc ding dé déng cac loai diu bao
vé bi mét nha nudc trén vin ban gidy 1& muc mau do, vin ban dién ti tao hinh anh
cac loai diu bao vé& bi mat nha nuée mau do.

II. MAU DAU CHI PO MAT

1. MAu ddu “TUYET MAT”: Hinh chit nhat, kich thuéc 40mm x 8mm, cé
hai duong vién xung quanh, khoang céch gitra hai dwong vién 12 01mm; bén trong
ctia hai dudng vién 1 chit “TUYET MAT” duoc trinh bay bing chit in hoa, c& chit
13, kidu chit times new roman, dimg, dim; cach déu dudng vién bén ngoai la

02mm.

2 ram

2 i
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2. M§u d4u “TOI MAT”: Hinh chit nhét, kich thu'orc 30mm x 8mm, ¢ hai
dudng vién xung quanh, khoang cach giira hai duong vién 1a 01mm; bén trong cia
hai duong vién 13 chir “TOI MAT” dugc trinh bay bang chit in hoa, ¢& chir 13, kiéu
chit times new roman, dimg, dim; cach déu dudmg vién bén ngoai 1a 02mm,

Ilmm

ImMOT MA T

2min

2'min

3. MAu d4du “MAT”: Hinh chir nhat, kich Thuorc 20mm x 8mm, ¢6 hai dudng
vién xung quanh, khoang cach gifta hai duo‘ng vién 1 01mm; bén trong cua haj
dudmg vién 1a chit “MAT” duge trinh bay bang chit in hoa, c& chir 13, kidu chir
times new roman, dimg, dim; cach déu dudmg vién bén ngoai 1a 02mm.

( L
20m ——
MA T

I MAU VAN BAN XAC PINH DO MAT DPOI VOI VAT, PIA
PIEM, LOI NOI, HOAT PONG HOAC HINH THUC KHAC CHUA Bi
MAT NHA NUGC

........... (1) CONG HOA XA HQI CHU NGHJA VIET NAM
........... (2) Dje lap - Tw do - Hanh phic

VAN BAN XAC PINH DQ MAT POI VGI VAT, PIA PIEM, LOI NOI,
HOAT PONG HOAC HINH THUC KHAC CHUA Bi MAT NHA NUGC

Tén goi cua vét, dia diém, hoat déng, ndi dung 1&i néi hoic hinh thirc khac
chira bi mét nha TIUGC ittt st er s b et seeeaecesbesneeneeeseseanneenesneeesesnsensesesesnn

Lanh dao co quan, td chirc x4c dinh
bi mét nha nwée
(ky, ghi ro ho tén, chitc vu)
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Ghi chdé: Mau nay duge 4p dung d6i v6i vat, dia diém, 101 néi, hoat dong
hoic hinh thirc khdc chira bi mat nha nudc ma khong thé déng ddu d mat.
(1) Tén co quan chu quan. e e
(2) Tén co quan, t6 chirc xac dinh bi mat nha nuorc ;; -
(3) Ghi theo d6 mat cua vét, dja diém, hoat dong, ndi dung 161 néi hodc hinh
thirc khdc chira bi mét nha nuéde. Truong hop trong vit, -dja diém, hoat dong, ndi

dung 101 néi chira nhidu théng tin c6 d6 mat khic nhau thl Xac dmh theo d§ maét
~ cao nhit. T

(4) Ghi 18 viéc x4c dinh d6 mét cin cit vao quy dinh tai diéu, khoén, diém cua
danh muc bi mét nha nuéc cy thé.

IV. MAU DAU THOI HAN BAO VE Bi MAT NHA NUGC

Mau diu “THOI HAN BAO VE BI MAT NHA NUGC”: Hinh chit nhat, kich
thudc 65mm x 12mm, c¢6 hai dudng vién xung quanh, khoang cch giita hai duong
vién 13 01lmm; hang thir nhét 13 dong chit “THOI HAN BAO VE BMNN”, trinh
bay bfmg chit in hoa, ¢& chit 13, kidu chit times new roman, ding, dam; hang thi
hai 12 dong chit “Tir....”, trinh bay béng chi thuong, c& chir 13, kidu chir times
new roman; khoang céch giita hang chit thir nh4t va hang chir thit hai 1a 02mm.

1mm

THOI HAN BAO VE BMNN
T e seeesecesessensenenesnssenees

2 mm

Dau “THOI HAN BAO VE Bi MAT NHA NUGC” dugc thé hién trén tai
liéu bi mat nha nudc ¢6 thoi han bao vé ngén hon thdi han quy dinh tai khoan 1
Piéu 19 Luit Bao v& bi mét nha nuéc. dong “Tir:.....” phai ghi r6 thoi han bao
vé bi mat nha nudc tir thoi diém nao dén thoi didm nao.



Phu luc II
MAU DAU BAN SAO Bi MAT NHA NU’O’C MAU VAN BAN GHI NHAN
VIEC CH TURBi AT NHA NU’O'C MAU SO QUAN LY SAO, CHUP BI MAT

SHINESRHUC KY SO CUA NGUOI CO THAM QUYEN TREN
AN SAO-VAN BAN PIEN TU Bi MAT NHA NUGC
Y K2t theo Nghi dinh s6 63/2026/ND-CP

W28 thang 02 ndm 2026 cia Chinh phi)

M3au dau “BAN SAO Bi MAT NHA NUGC”: Hinh chit nhit, kich thuéc
60mm x 40mm, phia trén la hang chit “BAN SAO BI MAT NHA NUGC”, trinh
bay bing chit in hoa, ¢& chit 13, kidu chix dung, d3m; dudi hang chit “BAN SAO
Bi MAT NHA NUGC” 1a c4c hang chit “Co quan to chirc sao” “Ngay, thang,
nim”, “S$6 luong, Ban sao s6”, “Noi nhén”, “Thdm quyén sao”, trinh bay bang chit
thuong, ¢& chir 13. Kiéu chir cua céc hang chit trong ddu “BAN SAO B MAT
NHA NUGC?” 12 kiéu chit times new roman.

Miu déu “BAN SAO BI MAT NHA NUGC” duoc sit dung khi thuc hién
sao tai 1iéu bi mat nha nuéc. Tai dong “Thim quyén sao” ghi 13 chirc vy clia ngudi
cho phep sao; khoang trong bén dudi dong “Thim quyén sao” 14 chit ky cia ngu'orl
co tham quyén, con déu cua co quan, t& chirc (néu c6), ho, tén clia ngudi c6 thim
quyén cho phép sao.

Dau “BAN SAO Bf MAT NHA NUGC” dugc déng & phia duéi cung tai
trang cudi cling clia ban sao tai liéu bi mat nha nuée.

4 BAN SAO Bi MAT NHA NUGC
chuan t§ chuc 7.1

somm | S6iugng.......... Binsao 56...... ......
NUinhallZ.. ......................................
v Thﬁ.m QUYETT 805 ... vev s
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II. MAU VAN BAN GHI NHAN VIEC CHUP B MAT NHA NUGC

........... (1) CONG HOA XA HQI CHU NGHIA VIET NAM
........... ) Pijc lip - Ty do-‘i{fnhphuc

VAN BAN GHI NHAN VIEC CHUP TAI LIEU,” -
VAT CHUA Bi MAT NHA NUGC

\:'-:."';-‘
Tén, loai tai liéu, vat chira bi mit nha nudc dugce chl_ip'f..'L ..... e
SO IUONE DAN CHUD:...e.eecvveoerreieesieeeeeeneeeseeereseeeeseesessssseseseessess s reessses s sssooss
Noi nhan ban chup (3). vttt et e et eeseseesseesssens
D§ mat cla tai liéu, vét chira bi mit nha nude duge chup (4):...eececccnenn....
Ngay, thang, ndm chup tai liéu, vat chira bi mét nhd nudc:....ovvvveeeeeereeennnn.
Linh dao co quan, to chirc cho phép Ngwdi thye hién chup tai li€u,
chup tai li¢u, vat chira bi mit nha nwéc vat chira bi mit nha nuée
(ky, ghi rd ho tén, chitc vu) (ky, ghi ré ho tén)

Ghi chii: MAu ndy 4p dung dbi véi ban chup tai lidu, vat chita bi mat nha
nuéc khéng thé déng diu ban sao; mau nay duogc gii kém theo ban chup tai liéu,
vt chira bi mét nha nuée cho co quan, t§ chirc nhén ban chup.

(1) Tén co quan, tb chirc.

(2) Tén co quan, 6 chitc quan 1y, sir dung tai liéu, vét chira bi mat nha nudc.

(3) Ghi 13 tén co quan, t5 chirc nhan ban chup.

(4) Ghi rd 46 mét cua tai liéu, vt chira bi mat nha nuée duge chup (Tuyét mat,
T6i méat, Mét hosic ghi ky hiéu A, B, C).
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III. MAU SO QUAN LY SAO, CHUP Bi MAT NHA NUGC
1. M3u sb |

SS quan ly sao, chup bi mat nhd nuéc duge in san, kich thuéc 210mm x
297mm.

a) Bia va trang d4u

Bia va trang ddu cia S quan ly sao, chup bi mat nha nuéc dugc trinh bay
theo hinh minh hoa duéi day: '

SO QUAN LY SAO, CHUP Bf MAT NHA NUGC

Niam: ... (3)...

Tz‘:ng&}: ....... dénngay ... (4)........

Quyén sb: . 5)...

Ghi chii:
(1): Tén co quan, tb chirc chi quan cAp trén tryc tiép (néu co).
(2): Tén co quan, t§ chic.

(3): Nam mé Sé quan 1y sao, chup bi mat nha nudre.

(4): Ngay, thang bt diu va két thic,

(5): S6 thir tir ctia quyén sb.
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b) Phin quén Iy sao, chup bi mét nha nuéc

Phén quan 1y sao, chup bi mat nha nuéc duge trinh by trén trang gidy khd
A4 (210mm x 297mm) bao gém 09 cft theo mAu sau:

~ - K .
$6 | nimsao, | Tonlosivawichybu | | © ﬁifn Nfﬁ'f'm”'- |ty
thi | chup tai liéu ni dungl‘ tﬂéinhiéu, vat | DY b;’mg ban' | “quyeén ] hién Ghi
tr vt chira '| chiaB duge | mit sao, | :sao cho phép sao ch
* 0 ] - » »
BMNN sa0, chup chup | .chup | sao, chup | chup ‘
1) 2) 3) @ | S ©6). @) 8 [ O

2. Hwémg din qudn ly _

S8 c6 thé in theo khé ngang hodc khé doc g(’im céc cOt cu thé nhu sau:

Cot 1: Ghi s thit ty theo nim cong téc tir 01 dén khi sit dung hét quyén s.

Cot 2: Ghi ngay, thang, nim sao, chup tai liéu, vit chira bi mét nha nuéc;
d6i v6i nhing ngay dudi 10 va thang 1, 2 thi phai thém s6 0 & trude, vi du: 03/01,
27/7,31/12.

Cot 3: Ghi tén loai va trich yéu néi dung tai liéu, vét chira bi mit nha nuéc
dugc sao, chup.

Cot 4: Ghi rd d0 mat cua tai liéu, vat chira bi mat nha nudce duoc sao, chup
(Tuyét mat, Toi mét, Méat hodc ghi ky hiéu A, B, C).

C6t 5: Ghi r3 s6 lugng ban sao, chup. -

Cot 6: Ghi tén co quan, td chirc hodc don vi, ¢4 nhan nhén ban sao, chup tai
liéu, vat chira bi mét nha nude. |

Cot 7: Ghi tén, chirc vy clia ngudi ¢6 thdm quyén cho phép sao, chup.
- C6t 8: Ghi rd ho tén va chir ky x4c nhén clia ngudi thyc hién sao, chup.
- C6t9: Ghi nhimng ndi dung cin thiét khac.
IV. HINH THUC KY SO CUA NGUOI CO THAM QUYEN TREN
BAN SAO VAN BAN PIEN TU B MAT NHA NUGC
1. Vi tri

Ky s cia ngudi c6 thdm quyen trén ban sao van ban dlen tr bi mat nha
nuéc tai goc trén, bén phai, trang dau clia vin ban.

2. Théng tin

Bén sao; tén co quan, td chitc sao; chirc vu va ho, tén ngudi c6 thdm quyén
cho phép sao vin bén; thoi gian ky (ngay thdng nam; gio phit gidy; mui gir Viét
Nam theo tidu chuin ISO 8601) dwoc trinh bay bing phong chir Times New
Roman, chit in thuong, kiéu chir dimg, c¢& chit 10, mau den.




Phy luc 0T
MAU SO PANG KY Bf MAT NHA NUGC PI, MAU SO PANG KY Bi
MAT NHA NUOC DEN, MAU SO CHUYEN GIAO BI MAT NHA NUGC,

BN8 o TEN MO'I PUQC BOC BI, MAU DAU BAN IN
BENR0 BI MAT NHA NUGC, MAU DAU VAN BAN

I. MAU SO PANG KY Bi MAT NHA NUGC PI

1. Mau s

S6 ding ky bi mat nha nuée di dugce in sin, kich thude 210mm x 297mm.
a) Bia va trang d4u

Bia va trang diu clia S6 ding ky bi méat nha nuéc di duge trinh bay theo
hinh minh hoa dudi day:

SO PANG KY Bf MAT NHA NUGC PI1
Niam: ... (3)...

Tiengdy ....... dénngay ... (4).....

Tits6 ......... dénsé ... (5)........

. Quyén sb: ....(6)...




Ghi chu:

(1): Tén co quan, t& chirc chu quan cp trén truc tiép (néu co).
(2): Tén co quan, t& chirc. ,f’~"“ .
(3): Niim mé& S6 diing ky bi mét nha nude di. /ﬁ’?‘ S
(4): Ngay, thang bét du va két thic dang ky van ban trong sb.

(5): S thir ti déing ky van ban mat di du tién va.cubi cling trong sb.

v '
A .

(6): S6 thir tu ctia quyén sb. «
b) Phén ding bi mat nha nudce di

Phén ding ky bi mét nha nudc di dugc trinh bay trén trang gidy khd A4
(210mm x 297mm) bao gbém 10 c6t theo mau sau:

£ 1 Ngay n - Ngwoi
, | Soky 4 g gng | Tenloaiva kytai | Noi
So | hiéu tai <ée dinh trich yeu noi P lidu nhan Pon sé | Chi
thir | Yigu, vat | <3¢ % dung tii ligu, | 2 | € e | Vily >
tw chira tf: h]fl,l’ vit chira mat x];a v&llll{y hu | TORE|
¢ vat cnua ° cawra nnan
BMNN : BMNN :
BMNN BMNN
) (@) 3) 1G] ©) (6) (N @® | 9 |10

2. Huéng din ding ky

Sb c6 thé in theo khd ngang hodc khé doc gdm céc ¢t cu thé nhu sau:

Cot 1: Ghi sb thir tu theo nam cong tac tir 01 dén khi sir dung hét quyén sd.

C6t 2: Ghi sé va ky hiéu ca tai lidu, vt chira bi mat nha nudc.

Cot 3: Ghi ngay, thang, nim cda vin ban; dbi v6i nhitng ngay duéi 10 va
thang 1, 2 thi phai thém s6 0 & truéce, vi du: 03/01, 27/7, 31/12.

Cot 4: Ghi tén loai va trich yéu noi dung tai liéu, vit chra bi mét nha nuéc;
d6i véi bi mat nha nuée di cé d6 mat “Tuyét mat” thi khong duogc ghi trich yéu.

C6t 5: Ghi 16 d6 mat cia tai lidu, vét chira bi mat nha nuée (Tuyét mat, Téi
méit, Mat hodc ghi ky hiéu A, B, C).

Cat 6: Ghi tén cua nguoi ky tai liéu bi mat nha nude.
_C6t 7: Ghi tén cdc co quan, tb chirc, don vi va ky nhan qéi véi trudmg hop
chuyen giao tai liéu, vat chira bi mét nha nuéce di thuc hién tai S6 nay.
Cot 8: Ghi tén don vi luu tai liéu.
C6t 9: Ghi s6 lugng ban phét hanh tai lidu.
C§t 10: Ghi nhitng ndi dung cén thiét khac.
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II. MAU SO PANG KY Bi MAT NHA NUGC PEN

= A
1. Mau so

S6 ding ky bi mat nha nuéc dén duge in sén, kich thude 210mm x 297mm.

a) Bia va trang diu

Bia va trang ddu ctia S6 diing ky bi mat nha nude dén duogce trinh bay tuong
tu nhu bia va trang déu cia S6 ding ky bi mat nha nuéc di, chi khic tén goi 1a
“SO PANG KY Bf MAT NHA NUGC PEN,

b) Phin ding ky bi mat nha nudc dén

Phén ding ky bi mét nha nudc dén duge trinh bay trén trang gidy khé A4
(210mm x 297mm) bao gdém 10 cdt theo miu sau:

Sé Co quan, to Tén loai Pon vi _
' | Ngay | S& | chiwcbanhanh | S&,ky | Ngay | vatrich | Py Y1 | Ghi
thwr % £ faen oA in . £ s A va ky .
tw den den tai ligu, vat hi¢u thang | yéungi | mit nha chi
§ chira BMNN dung fn
M @ 3) Q) () (6) M &) ® (10)
2. Hwémg dan diing ky

10 va thang 1, 2 thi phai thém sd 0 & tnrée, vi du: 03/01, 27/7, 31/12.

mét, Mét hoiic ghi ky hiéu A, B, C).

A e A 2 9 2 Ao 2
SG ¢6 theé in theo kho ngang hodc kho dgc gom cac cft cu thé nhur sau:

Cot 1: Ghi s6 th tu theo ndm cdng téc tir 01 dén khi sir dung hét quyén s3.
Cbt 2: Ghi theo ngay, thang dugc ghi trén déu dén.
Cot 3: Ghi theo s dugc ghi trén ddu dén.

C6t 4: Ghi co quan, td chic ban hanh tai liéu, vt chita bi mat nha mréc.

C6t 5: Ghi s6 va ky hiéu cua tai liéu, vat chira bi mat nha nudc dén.

Cot 6: Ghi ngay, thang, nim cua vin ban mat dén; ddi véi nhimg ngay dudi

Cét 7: Ghi tén loai va trich yéu ndi dung cua tai liéu, bi méit nha nuge dén. Bi
mét nha nude do “Tuyét mat” thi khéng dugc ghi trich yéu.

Cot 8: Ghi rd d6 mat cua tai liéu, vat chia bi mat nha nuéc (Tuyét mat, Téi

Cot 9: Ghi tén don vi nhan tai liéu, vat chira bi mat nha nude dén va ky
nhan d6i véi trudng hop chuyén giao tai liéu, v4t chira bi mat nha nuéc dén thye
hién tai SO nay.
Cbt 10: Ghi nhitng néi dung cin thiét khac.
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III. MAU SO CHUYEN GIAO BI MAT NHA NUGC

1. Mau s

Sb chuyén giao bi mét nha nudc duge in sin, kich thude 210mm x 297mm.

a) Bia va trang déu

Bia va trang du ctia s6 dugc trinh bay tuong ti nhu bia va trang diu cia S6
ding ky bi mét nha nudc di, chi khéc tén goi 1a “SO CHUYEN GIAO BI MAT
NHA NUGC”.

b) Phin chuyén giao bi mat nha nuéc |

Phén chuyén giao bi méat nha nuéc duoc trinh bay trén trang gidy khd A4
(210mm x 297mm) bao gém 06 ¢4t theo mau sau:

~ A aA » . » :
Nga So d(in l_mgc P§ mat })o’n‘\fg ho?c Ky nhdn Ghi chil
chuyén 50 di ngiwrdi nhin
(1) 2) 3) “4) () (6)
2. Huéng din ghi

S c6 thé in theo khd ngang hodc khd doc gém céc cot cu thé nhu sau:

Cot 1: Ghi ngay, thang, nim chuyén giao bi mat nha nuéc cho cdc co.quan,
t6 chire, ¢4 nhéan; déi v6i nhitng ngay duéi 10 va thang 1, 2 thi phai thém sb 0 &
trudce, vi du: 03/01, 27/7, 31/12.

Cot 2: Ghi theo sb vin ban dén hoic 56 vin ban di.

Cot 3: Ghi rd mic d6 mat cua bi mét nha nuéc (Tuyét mat, T mét, Méat
hoéc ghi ky hiéu A, B, C).

Cot 4: Ghi tén don vi ho#ic ¢4 nhan nhan bi m4t nha nudc.

Cdt 5: Chit ky cta ngudi truc tiép nhan bi mét nha nuéc.

Ct 6: Ghi ndi dung cén thiét khéc (nhur ban sao, sb luong tai liéu...).

IV. MAU DAU KY HIEU PQ MAT

1. Mu déu chir “A”: Hinh trdn, duong kinh 15mm, ¢6 hai dudng vién xung
quanh, khoang céch gifta hai dudng vién 1a 0lmm, chidu cao cGa chit “A” 1a
10mm, dugc trinh bay & giita hinh tron, bang chir in hoa, ¢& chir 40, kidu chit
times new roman, ding, dam. Mau diu “A” dugc sir dung dé déng bén ngoai bi
dung tai liéu bi mat nha nuéc d6 Tuyét mat.

_ﬂ
10 mm 15 mm

.
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2. MAu déu chit “B”: Hinh tron, dudng kinh 15mm, cé hai dudng vién xung
quanh, khodng céch gifta hai duong vién 1a 01mm, chidu cao cia chit “B” 1a
10mm, dugc trinh bay & giita hinh tron, béng chit in hoa, c¢& chir 40, kidu chir
times new roman, dimg, ddm. MAu déu “B” duoc sir dung d& déng bén ngoai bi
dung tai liéu bi mat nha nude do Ti mat.

10 mm

3. Méu déu chit “C™: Hinh tron, dudng kinh 15mm, cé hai dudng vién Xung
quanh, khoéng céch gitra hai dwdng vién 1 01mm, chidu cao cia chir “C” 1a
10mm, dugc trinh bay & gitta hinh tron, bang chit in hoa, ¢& chit 40, kidu chit
times new roman, dimg, ddm. Mau diu “C” duge sir dung dé déng bén ngoai bi
dung tai li€u bi mat nha nudc 6 Mat.

10 mm «(: 15 mm

V.MAU DAU TAI LIEU THU HOI

Méu dau “TAI LIEU THU HOI”: Hinh chir nh4t, kich thuée 55mm x 13mm
cd hai duong vién xung quanh khoang cach giita hai duomg vién 12 01mm; hang
thit nhét 13 dong chit “TAI LIEU THU HOI” dugc trinh bay bang chit in hoa, c&
chit 14, kiéu chit times new roman, dung, ddm; hang thr hai 1a dong chit “Thoi
han” & dAu hang va cac ddu chdm cho dén hét, trinh bay bang chit thuorng, cd chir

13, kiéu chit times new roman; khoéng cach giita hang chir thir nhét va hang chir.
thir hai 14 02mm.

Dau “TAI LIEU THU HOI” sir dung trong truémg hop tai liéu bi mat nha
nudce duge phat ra trong mét thoi gian nhat dinh, ngudi sit dung chi dugce st dung
trong thoi han d6 va ndp lai cho noi phat tai liéu. Sau khi déng dau “TAI LIEU

THU HOI” & dong “Thdi han” phéi ghi 3 thoi gian thu héi tai liéu trude ngay, gio
cu thé.

o

le

Ilmm

TAI LIEU THU HOI |

2mm
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VI. MAU DAU CHI NGUOI CO TEN MOI PUQC BOCBI

Méu dau “CHI NGUGI CO TEN MGI PUGC BOC BI”: Hinh chit nht,
kich thuéc 70mm x 9mm, c6 hai dudng vién xung quanh, khoéng céch gilra hai
dudng vién 1 01mm, bén trong 13 hang chit “CHI NGUOI CO TEN MGI BUGC
BOC BI” trinh bay b::,‘ing chit in hoa, ¢& chit 14, kidu chit times new roman, ding,
dam, cach déu dudmg vién bén ngoai 02mm. |

Déu “CHI NGUOI €O TEN MGI PUGC BOC BY” sir dung trong trudng hop
chuyén tai liéu, vat chira bi mat nha nuéc ma chi ngudi nhin méi duge béc bi dé
bédo dam bi mit cua tai lidu; ngodi bi ghi rd tén ngudi nhin, bd phan chuyén tai
lidu phai chuyén tin tay ngudi cé tén trén bi.

i‘-l, mm

[cHENGUGT COTENMETDUGC BOC BT

i

B N
e

VIL. MAU DAU BAN IN VAN BAN PIEN TU Bi MAT NHA NUGC

Mau dju “BAN IN VAN BAN DPIEN TU Bi MAT NHA NUGC”: Hinh
chit nhat, kich thuéc 50mm x 35mm, phia trén 13 hang chit “BAN IN VAN BAN
DIEN TU BI MAT NHA NUGC?, trinh bay bing chit in hoa, c& chit 11, kidu chit
dimg, dém; phia duéi 1 hang chit “TEN CO QUAN TO CHUC IN” trinh bay
bﬁng chit in hoa, c& chit 11, hang chit “Sé luwgng ban in, Ngay in, Ngudi in” trinh
bay bang chir thudng, c& chir 11. Kiéu chit cia cac hang chit trong diu “BAN IN
VAN BAN BIEN TU Bi MAT NHA NUGC” 14 kidu chit times new roman.

- MAu ddu “BAN IN VAN BAN PIEN TU BI MAT NHA NUGC” duoc sir

dung khi thuc hién in vin ban dién tr bi méit nha nudc.

10mm I BANIN VAN BAN DIEN TU
y | BIMATNHA NUGC

TEN COQUAN TG CHUC IN
25 mm S6 lugng ban in.....oeeveeerirenns
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VIIL. MAU DAU VAN BAN BIEN TU Bi MAT NHA NUGC DEN

Miu dau “VAN BAN PIEN TU Bf MAT NHA NUGC DEN”: Hinh chit
nhét, kich thuéc 30mm x 15mm, phia trén 13 hang chit “TEN CO QUAN, TO
CHUC?, trinh bay bang chit in hoa, ¢& chit 11, kidu chit dimg; phia duéi 13 hang
chir “DEN” trinh bay bang chit in hoa, c& chit 11, kidu chir dimg, ddm; hang chit
“Sb:......... ? “Ngay ........ * trinh by bing chir thuorng, ¢& chit 9. Kiéu chir cia cac
hang chit trong ddu “VAN BAN PIEN TU Bf MAT NHA NUGC DEN” 14 kidu
chif times new roman.

Miu dfu “VAN BAN BIEN TU Bf MAT NHA NUGC PEN” duoc sir
dung khi nhin vin ba.n dién tir bi mit nha nudc, co quan, té chitc nhan déng ddu -
dién t, tu dong tao sé dén, ngay dén bing chitc ndng ctia Hé théng quan ly van
ban dién tir bi mét nha nuéec.

sua | [TENCO QUAN, TG CHUC

oea | [DEN




Phu luc IV
AN THO’IHANBAO VE BI MAT NHA NUGC,

WA,

PR CHINH DO M_AT DAU GIAI MAT

I. MAGRBAY HANTH(‘)IHANBAOVEBiMATNHANUOC

Mau dau “GIA HAN THOI HAN BAO VE BI MAT NHA NUGC”: Hinh
chir nhét, kich thuorc 70mm x 12mm, ¢6 hai dudmg vién xung quanh, khoa.ng cach
gita haj dudémg vién 1a 01mm; hang thtr nhét 12 dong chit “GIA HAN THOI HAN
BAO VE BMNN”, trinh bay bang chit in hoa, ¢& chit 13, kiéu chit times new
roman, dimg, d4m; hang th hai la dong chit “Tir:...”, trinh bay bang chit thuorng,
c& chit 13, kiéu chit times new roman; khoang cach gifta hang chit thir nhét va
hang chit thi hai 1a 02mm.

,Imm

GIA HAN TH(‘JI HAN B&O VE BMNN

2mm

Déu “GIA HAN THOI BAO VE Bf MAT NHA NUGC” duoe sit dung dé
dong trén tai ligu bi mit nha nudc duge ngudi c6 thim quyén quyét dinh gia han
thoi han bao vé bi mét nha nuéc. Diu “GIA HAN THOI BAO VE Bi MAT NHA
NUGC” phai dugc déng trén tai liéu bi mat nha nuéc trude khi hét thei han béo vé
bi mat nha nudc va ¢ dong “Tir:.....” phai ghi 16 thai gian gia han tir thoi diém nao

dén thoi diém nao.

II. MAU DAU PIEU CHINH PO MAT

1. Mau dau “GIAM XUONG TOI MAT”: Hinh chi nhit, kich thuée 55mm
X 13mm, cé hai duong vién xung quanh, khoang cach gitra hai duong vién 1a
01mm; hang thir nhit 13 dong chit “GIAM XUONG TOI MAT”, trinh bay bing
chif in hoa c& chit 14, kidu chit times new roman, dimg, dam; hang thiT hai 13 chit
“Ti......” & dAu hang va cdc dédu chdm cho dén hét, trinh bay bing chit thuong, cd
chit 13, kiéu chir times new roman; khoang cach gifta hang chit thit nhit va hang
chir thl hai 1a 02mm.

!lmm

GIAM XUONG TOI MAT
T erebeenrenerenanes
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2. Mau déu “GIAM XUONG MAT”: Hinh chit nhat, kICh thuorc 50mm x
13mm, ¢6 hai dudng vién xung quanh, khoang cach gifrta’ halx du’ong vién 14 01mm;
hang thir nhét 13 dong chit “GIAM XUONG MAT?, trinh bay bang chu' in hoa cd
chit 14, kiéu chit times new roman, dimg, ddm; hang thir hai la chu “Tu ...... ’ & dau
hang va céc diu chdm cho dén hét, trinh bay bing chit thudng,” c& chu 13, kidu chi

times new roman; khodng céch giita hang chit thir nhit va hang chit thir hai 13 02mm.
. “;‘._x

GIAM XUONG MAT

TR

Ilmﬂ'!

2 mm

Déu “GIAM XUONG TOI MAT” va ddu “GIAM XUONG MAT” dugc str
dung d& déng trén tai liéu bi m4t nha nudc k& tir ngay cé quyét dinh gidm d6 mat
clia ngudi ¢ thAdm quyén va tir ngdy nhin duogc théng bdo giam dd mat. Sau khi
déng diu “GIAM XUONG TOI MAT” vi déu “GIAM XUONG MAT” & dong
“Tir:....” phai ghi r6 thoi gian gidm mét bat ddu tir ngay, thang, nim quyét dinh
giam mat.

3. Miu diu “TANG LEN TUYET MAT”: Hinh chir nhat, kich thuéc 55mm
x 13mm, c6 hai dudng vién xung quanh, khoang céch gitta hai dudng vién 13
01mm; hang thir nhét 14 dong chit “TANG LEN TUYET MAT?”, trinh bay bing
chit in hoa, ¢& chit 14, kiéu chit times new roman, dimg, dam; hang thir hai 13 chit
“Tir:.....” & dAu hang va cac diu chdm cho dén hét, trinh bay bing chir thudng, c&
chit 13, kiéu chir times new roman; khoang c4ch gifta hang chir thir nhit va hang
chir thiz hai 13 02mm.

_,l I mm
TANG LEN TUYET MAT

2mm

4. Mau diu “TANG LEN TOI MAT”: Hinh chit nhét, kich thuéc 50mm x
13mm, c6 hai dudng vién xung quanh, khoang c4ch giita hai dudmg vién 12 01mm;
hang thir nhét 1a dong chit “TANG LEN TOI MAT”, trinh bay bang chit in hoa, &
chir 14, kiéu chir times new roman, démg, dim; hang thir hai 14 chit “Tir.....” & diu
hang va cdc ddu chim cho dén hét, trinh bay bing chit thudng, ¢& chir 13, kidu chit
times new roman; khoang céch gitta hang chit thit nhét va hang chit thir hai 12 02mm.

Ilmm

TANG LEN TOI MAT

2 mm
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Déu “TANG LEN TUYET MAT” va déu “TANG LEN TOI MAT” dugc
str dung & dong trén tai 11eu bi mat nha nudc ké tir ngay c6 quyét dinh ting d¢
méit cia ngu'm c6 tham quyen va tir ngay nhan dugc théng bdo tang d6 mit. Sau
khi déng ddu “TANG LEN TUYET MAT” va ddu “TANG LEN TOI MAT” &
dong “Tir:.....” phéi ghi 15 thoi gian ting d6 mat bét du tir ngay, thang, nim quyét
dinh ting 46 mat. |

IIl. MAU DAU GIAIMAT

Mau diu “GIAI MAT”: Hinh chir nhat, kich thuérc 30mm x 13mm, c6 hai
duémg vién xung quanh khoang cach gnra hai duéng vién 1 01mm; hang thir nhét
1a dong chit “GIAI MAT”, trinh bay béng chit in hoa c& chit 14, kiéu chit times
new roman, ding, dim; hang thir hai 1a chit “Tir:.....” & dAu hang va céc diu chim
cho dén hét, trinh bay bing chir thuong, c& chit 13, kidu chit times new roman;
khoang cach giita hang chir thit nhit va hang chit thir hai 1a 02mm. Sau khi déng
diu “GIAI MAT” & dong “Tir:.....” phai ghi rd thoi gian gidi mat bit dau tir ngay,
thang, nim quyét dinh giai mat.

Déu “GIAI MAT” dugc sir dung dé dong tren tai liéu bi mat nha nuée ké tir
ngay c6 quyét dinh g1a1 mat ciia ngudi cé thAm quyén va tir ngay nhéan dugc thong
bdo gidi mat hodc dbi véi truémg hop quy dinh tai diém b khoan 1 Didu 22 Lust
Bao vé bi mét nha nude.

I mm

GIAI MAT
I,

2 mm




