_ THETHUC KY THUAT
TRINH BAY VAN BAN HANHICHINH

Theo Nghi dinh' s&: 30/2020/ND-CP
ngay. 05 théng 3 nam! 2020 cuea Chink phu

g Gido vién: LE THANH PHONG

) E-MAIL: ltphong.cict@gmail.com




1. Pham vi diéu chinh

Nghi dinh nay quy dinh vé céng tac van thw va
quan ly nha nwédc vé cdng tac van thw. Cong tac
van thw dwoe quy dinh tai Nghi dinh nay bao gom:
Soan thao, ky ban hanh van ban; quan ly van ban;
|Ap ho so va ndp lwu hd so, tai liéu vao Lwu triy co
quan; quan ly va st dung con dau, thiét bj lwu khoa
bi mat trong cong tac van thuw.




2. Doi tuong ap dung

1. Nghi dinh nay ap dung doi v&i co quan, to
chirc nha nwdc va doanh nghiép nha nudc (sau
day goi chung la co quan, to churc).

2. T6 chirc chinh tri, t6 chirc chinh tri - xa hoi, t6
chirc xa hoi, to chirc xa hdi - nghé nghiép can cuw
quy dinh cua Nghi dinh nay va cac quy dinh cua
Pang, cua phap luat co lién quan dé ap dung cho
phu hop.



3. Hiéu luc thi hanh

Nghi dinh nay c6 hiéu lwc thi hanh ké tlr ngay ky. Nghi dinh s6
110/2004/ND-CP ngay 08 thang 4 nam 2004 cua Chinh phu va Nghi
dinh s6 09/2010/ND-CP ngay 08 thang 02 nam 2010 cGa Chinh phu
stra ddi, bd sung mét sb diéu cua Nghi dinh s6 110/2004/ND-CP ngay
08 thang 4 ndm 2004 cua Chinh phu vé céng tac van thw héet hiéu lwe
tr ngay Nghi dinh nay co hiéu lwc phap luat.

Pong thdi, ND 30/2020/ND-CP c¢cé hiéu lwc thi cac thdng tu:
01/2011/TT-BNV; 07/2012/TT-BNV va 01/2019/TT-BNV ciing hét hiéu
lwe.
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4. Khai niém Van ban hanh chinh

- Van ban hanh chinh la loai van ban mang tinh théng tin quy
pham Nha nwéc, cu thé héa viéc thi hanh van ban phap quy, giai
quyét nhirng vu viéc cu thé trong khau quan ly.

- Van ban hanh chinh dwoc chia thanh 2 loai chinh sau:
 VVan ban hanh chinh théng thuwdng

« VVan ban hanh chinh ca biét



4. Khai niém Van ban hanh chinh

VAN BAN HANH CHINH

. (QUYET DINH, QUI CHE)

HANH CHINH

CA BIET Mé&i hop
,fﬁ
CONG VAN % éu cau, dé nghil
s > [Tra 1&i, g.thich
“‘“-HHE
. k T Chi dao
./ HANH CHiNH :
THONG THUONG i
__+ THONG BAO
d-ﬂ-”‘f.rf
VAN BAN CO . BAO CAO
TEN GOI _ _
: +  T& TRINH

4  BIEN BAN
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5. Thé thiic, ky thuat trinh bay

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

2. Kiéu trinh bay: Theo chiéu dai cia khd A4. Trwéng hop
ndi dung van ban cé cac bang, biéu nhwng khdng dwoc
lam thanh céc phu luc riéng thi van ban cé thé dwoc trinh
bay theo chiéu réng.

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

4. Phéng chir: Phéng chir tiéng Viét Times New Roman,
bd ma ky tw Unicode theo Tiéu chuén Viét Nam TCVN
6909:2001, mau den.

5. C& chir va kiéu chir: Theo quy dinh cu thé cho tirng yéu
t6 thé thrc.

6. Vi tri trinh bay céc thanh phan thé thirc: BPuoc thuc hién
theo Muc IV Phan | Phu luc nay.

7. SO trang van ban: Bugc danh tir s6 1, bang chir s6 A
Rap, c& chiy ‘13 dén 14, kiéu Ch‘fj’ dg’rng, dwoc dat canh
gilra theo chiéu ngang trong phan lé trén cua van ban,

khong hién thj sb trang thir nhat. © 2020 - LTPH
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Doi v6i van ban coé tén loai

5. Thé thiic, ki thuat trinh bay
061
1. Quoc hiéu va Tiéu ngiv
a) Quéc hiéu “CONG HOA XA HOI CHU NGHIA
VIET NAM”: Buwoc trinh bay bang chir in hoa, c&
chir t&v 12 dén 13, kiéu chir dlrng, dam va & phia
trén clng, bén phai trang dau tién clta van ban.
b) Tieu ngir “Doc lap - Tw do - Hanh phuc”:
Puworc trinh bay bang chi in thwong, c& chiv tor 13
dén 14, kiéu chr dirng, dam va dwoc canh giltra
dwdi Qubc hiéu; chir cai dau cla cac cum tr
dworc viét hoa, gitra cac cum tir cé gach ndi (-), co
cach chir; phia dwdi co dwdng ké ngang, nét lién,
c6 d6 dai bang dd dai ctia dong chiv.
CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh ph@c2o - LT.PHANG, CICTAGU

So' dd b tri cac thanh phin thé thirc dbi v

oixinbin cé tén loai.

0sb2
TEN CO QUAN CHU QUAN TRUC TIEP
(12-13pt, in hoa)
TEN CO QUAN BAN HANH VAN BAN

0sd1
QUOC HIEU
(12-13pt, B, in hoa)
Tiéu ngir

(12-13pt, B, in hoa) (13-14pt, B)
0563 056 4
S6 hiéu van ban Dia danh, ngay thang nam ban hanh
(13pt) (13-14pt, 1)

Trich yéu ngi du

0 s6 5a
TEN LOAI VAN BAN
(13-14pt, B, in

(13-14pt,

hoa)
ng van ban
B)

THAM QUYEN BAN HANH (14pt; B, in hoa)

Car plpw

l\l l dau dor
M(‘) cu phay ly l l bay & mdi doan vin ban; két thic biang du chdm phay; cin ctr cudi
ke ttl b Ld cha

s_.,l

lkl ang cach doan, kho ach dong,... theo dinh dar 0 6.

Ql\ETDlNH (14pt; B; in hoa )
0566
Noi dung chinh ctia van ban

- Cd chir: 13 - 14pt, canh déu;
- Before/Afte
- Firstline: 1,0 cm - 1,27 cm;

r: 6pt, Line spaci

- Két thiic van ban: / (khoa)

ing: toi da 1,5 lines;

toi thieu: single;

0 s6 9b
Noi nhan: (12pt, B, I)

- Nhu Diéu 3: } 1
- Luu: VT, LT. pt

056 7a
QUYEN HAN
CHUC VU NGUOIKY
(13-14pt, B; in hoa)

06 7b

(13-14pt, B)

Ho va tén nguoi ky van ban
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Doi v6i van ban coé tén loai

5. Thé thiic, ki thuat trinh bay
0562

2. Tén cor quan, té6 chirc ban hanh van ban

- Tén co quan, t6 ch&c ban hanh van ban duwoc

trinh bay bang chi in hoa, c& chir tr 12 dén 13,

kiéu chir dirng, dam, dwoc dat canh gitra dwdi tén

co quan, td chirc chi quan trwce tiép; phia dwdi cé

dwdng ké ngang, nét lién, co do dai bang tir 1/3

dén 1/2 dd dai cua dong chir va dat can doi so voi

dong chir.

- Tén co quan, td6 chirc chld quan trwc tiép dwoc

trinh bay bang chi in hoa, c& chir tr 12 dén 13,

kiéu chir ding.

- Trwdng hop tén co quan, td chirc ban hanh van

ban, tén co quan, td chirc chi quan tryc tiép dai
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c6 thé trinh bay thanh nhiéu dong:

So' dd b tri cac thanh phin thé thirc dbi v

61 viin ban co tén loai:

0562 0561
TEN CO QUAN CHU QUAN TRUC TIEP QUOC HIEU
(12-13pt, in hoa) (12-13pt, B, in hoa)
TEN CO QUAN BAN HANH VAN BAN Tiéu ngir
(12-13pt, B, in hoa) (13-14pt, B)
0563 0564
S6 hiéu van ban Dia danh, ngay thang nam ban hanh
(13pt) (13-14pt, 1)

Trich yéu

056 5a
TEN LOAI VAN BAN
(13-14pt, B, in hoa)
ndi dung van ban
(13-14pt, B)

THAM QUYEN BAN HANH (14pt; B, in hoa)

Car pl aply:
l\l ld 1dor
M(‘) cu phay lyl lbyo bi doan van bar
l\ttl b Ld cha
s_.,l
lkl ang cach doan, kho ach dong,... theo dinh dar 5 6.

Ql\ETDlNH (14pt; B; in hoa )

n; két thuc bing déu cham phy; can ct cudi

- Cd chir: 13 - 14pt, car

- Before/Aft
- Firstline: 1,0 cm

- Két thuc van ban

0566

Noi dung chinh cua

nh déu;

: / (khoa)

er: 6pt, Line spacing: t6i da 1,5 lines;

- 1,27 cm;

van ban

toi thieu: single;

06 9b

Noi nhan: (12pt, B, I)

- Nhu Diéu 3: } 1
- Luu: VT, LT. pt

056 7a
QUYEN HAN
CHUC VU NGUOIKY
(13-14pt, B; in hoa)

06 7b

(13-14pt, B)

Ho va tén nguoi ky van ban

9




So db bd tri cac thanh phin thé thirc di véi viin bin c6 tén loai:

Poi vdi van ban coé ten loai

TEN CO QUAN CHU QUAN TRUC TIEP QUOC HIEU
(12-13pt, in hoa) (12-13pt, B, in hoa)
’ TEN CO QUAN BAN HANH VAN BAN Tiéu ngir

(12-13pt, B, in hoa) (13-14pt, B)

0 562
2. Tén co’ quan, té chirc ban hanh van ban
Céac co quan, td chirc khéng ghi tén CQCQ

khi ban hanh van ban: )

- BO, co quan ngang BO, co quan thudc M°<>

M01 can cir phap ly mnh bay 6 mdi doan van ban; két thuc bing dau chim phay; can ct cudi

7 2 N két thiic bang dau cham.
I n u - In nghiéng,
J

- C& chir, khoang cach doan, khoéng‘cach dong,... theo dinh dang 6 0 6.
QUYET PINH: (14pt; B; in hoa)

- HDND, UBND céc cAp.

Noi dung chinh cua van ban

- C& chir: 13 - 14pt, canh déu;

VAN PH{“]NG EHiHH PHf]' L.f BAN NH ;'-;'LH D .-'i“'q ~Before/After:6pt, Line spacing: 16 da 1,5 lines; 6 tiéu: singe;

- Firstline: 1,0 cm - 1,27 cm;

TH,&HH FHf} H:‘\] P‘[{UNG - Két thiic van ban: ./ . (khoa)

0 s6 9b Osb 7a
Noi nhan: (12pt, B, I) QUYEN HAN
- NhuBiéu 3: } . CHUC VU NGUOIKY
-Luu: VT, LT. pt

(13-14pt, B; in hoa)

UBND TINH AN GIANG KHO BAC NHA NUGC o
SO GIAO DUC VA DAO TAO KHO BAC NHA NUGC AN GIANG Ho vi tén nguéi k§ vin bin

(13-14pt, B)
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Doi v6i van ban coé tén loai

5. Thé thiic, ki thuat trinh bay

3. S0, ky hiéu cta van ban

a) SO cua van ban la s6 thi tw van ban do co quan, té chirc
ban hanh trong mét nam dwoc dang ky tai Van thw co quan
theo quy dinh.

b) Ky hiéu cla van ban bao gdm chi viét tat tén loai van
ban va chir viét tat tén co quan, td6 chirc hodc chirc danh
nha nwédc cé thAdm quyén ban hanh van ban.

c) S6, ky hiéu cla van ban dwoc dat canh gitra dwdi tén co
quan, td chrc ban hanh van ban. T “S6” dwoc trinh bay
bang chi in thwdng, c& chi¥ 13, kiéu chi¥ dirng; sau t& “S6”
c6 dau hai cham (:); véi nhitng s6 nhd hon 10 phai ghi thém
s6 0 phia trwéc. Ky hiéu cltia van ban dwoc trinh bay bang
chi¥ in hoa, c& chir 13, kiéu chi¥ dirng. Gitra sb6 va ky hiéu
van ban c6 dau gach chéo (/), gitva cAc nhdm chir viét tat
trong ky hiéu van ban c6 dau gach ndi (-), khéng céach chi.

Sf':.'_ 1432/KH-SGDBT 2020 - LT.PHONG, CICT.AGU

So' dd b tri cac thanh phin thé thirc di v6i viin ban 6 tén loai:

0sb2
TEN CO QUAN CHU QUAN TRUC TIEP
(12-13pt, in hoa)
TEN CO QUAN BAN HANH VAN BAN

0sd1
QUOC HIEU
(12-13pt, B, in hoa)
Tiéu ngir

(12-13pt, B, in hoa) (13-14pt, B)
0563 056 4
S6 hiéu van ban Dia danh, ngay thang nam ban hanh
(13pt) (13-14pt, 1)

0 s6 5a

TEN LOAI VAN BAN
(13-14pt, B, in hoa)
Trich yéu ni dung viin bin
(13-14pt, B)

THAM QUYEN BAN HANH (14pt; B, in hoa)

Can ctr phap ly:
- Khong gach dau dong;

- MGi can cir phap ly mnh bay & mdi doan vin ban; két thic biang du chdm phay; cin ctr cudi

két thiic bang dau cham.
- In nghiéng.

- C chit, khoang cach doan, khoang cach dong, ... theo dinh dang 6 s6 6.
QUYET PINH: (14pt; B; in hoa)

Oso6
Noi dung chinh ctia van ban

- Cd chir: 13 - 14pt, canh déu;

- Before/After: 6pt, Line spacing: ti da 1,5 lines; toi thiéu: single;

- Firstline: 1,0 cm - 1,27 cm;

- Két thiic van ban: / (khoa)

0 s6 9b
Noi nhan: (12pt, B, I)

- Nhu Diéu 3: } 1
- Luu: VT, LT. pt

056 7a
QUYEN HAN
CHUC VU NGUOI KY
(13-14pt, B; in hoa)

06 7b
Ho va tén nguoi ky van ban
(13-14pt, B)
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Doi v6i van ban coé tén loai

5. Thé thiic, ki thuat trinh bay
004

4. Pia danh va th&i gian ban hanh van ban

DPia danh va th&i gian ban hanh van ban duwoc

trinh bay trén cing mot dong véi sO, ky hiéu van

ban bang chi in thwdng, c& chir tir 13 dén 14,

kiéu chir nghiéng; cac chi» cai dau cua dia danh

phai viét hoa; sau dia danh c6 dau phay (,); dia

danh va ngay, thang, nam dwoc dat dwdi, canh

gitba so v&i Qudc hiéu va Tiéu ngir.

Cdn The, ngay £ 3 thang & nam 2014

© 2020 - L.T.PHONG, CICT.AGU

So' dd b tri cac thanh phin thé thirc di v6i viin ban 6 tén loai:

0sb2
TEN CO QUAN CHU QUAN TRUC TIEP
(12-13pt, in hoa)
TEN CO QUAN BAN HANH VAN BAN

0sd1
QUOC HIEU
(12-13pt, B, in hoa)
Tiéu ngir

(12-13pt, B, in hoa) (13-14pt, B)
0563 056 4
S6 hiéu van ban Dia danh, ngay thang nam ban hanh
(13pt) (13-14pt, 1)

056 5a
TEN LOAI VAN BAN
(13-14pt, B, in hoa)
Trich yéu ni dung viin bin
(13-14pt, B)

THAM QUYEN BAN HANH (14pt; B, in hoa)

Can ctr phap ly:

- Khong gach dau dong;

- Mdi can cir phap ly trinh bay & mdi doan van ban; két thuc bang dau chim phay; can cir cudi
két thuc bang dau cham.

- In nghiéng,
- C chit, khoang cach doan, khoang cach dong, ... theo dinh dang 6 s6 6.

QUYET PINH: (14pt; B; in hoa)

0sb6
Noi dung chinh ctia van ban
- Cd chir: 13 - 14pt, canh déu;
- Before/After: 6pt, Line spacing: ti da 1,5 lines; toi thiéu: single;

- Firstline: 1,0 cm - 1,27 cm;

- Két thic vén ban: ./ . (khéa)

06 9b Osb 7a
Noi nhin: (12pt, B, 1) QUYEN HAN
- NhuBiéu 3; CHUC VU NGUOIKY
- Luu: VT, LT. 1pt .
Luu: VT, LT. (13-14pt, B; in hoa)

056 7b
Ho va tén nguoi ky van ban
(13-14pt, B)
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So' dd b tri cac thanh phin thé thirc di v6i viin ban 6 tén loai:

Poi vo’l van ban coé ten loai

TEN CO QUAN CHU QUAN TRUC TIEP QUOC HIEU
(12-13pt, in hoa) (12-13pt, B, in hoa)
’ TEN CO QUAN BAN HANH VAN BAN Tiéu ngir

(12-13pt, B, in hoa) (13-14pt, B)

Nn A,
0 SO 53 0563 056 4

5. Tén loai va trich yéu ndi dung van ban o
Pwoc dat canh gilra theo chieu ngang van ban. TENLOI VAN AN

Trich yéu ni dung viin bin

Tén loai van ban dwoec trinh bay bang chi in hoa, e
cO chir tr 13 dén 14, kiéu chir dirng, dam. Trich THAN QUYEN BAN BANT (1.5, 1)

Cén cir phap Iy

yéu ndi dung van ban dwoc dat ngay dwédi tén loai i o i, ks i in i s cin i

5 b]

van ban, trinh bay bang chir in thuwong, c& chir tlr  -Sesenwmumman s o amomonio

Ql\ETDlNH (l4pl B hO )

13 dén 14, kiéu ch» dirng, dam. Bén dwdi trich
yéu ndi dung van ban c6 dudng ké ngang, nét et i i .1 s s i s

Il‘én, Cé dé dal béng tl‘f 1/3 dén 1/2 dé dé.l Cl]a - Két thiic van ban: ./ . (khéa)

dong chir va dat can doi so v&i dong chir.

Noi nhin: (12pt, B, 1) QUYEN HAN
QUYET DINH mvrir I 1o A VTS
" 2 * -1apt, b1 hoa
vﬂ '\r’li;ll': phe {]H}'Et HE an van hoa cung vu Ho vi tén ?gs.f&?.lyvﬁ..bﬁ..
(13-14pt, B)

© 2020 - L TPHONG _CICTAG
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Doi v6i van ban coé tén loai

5. Thé thiic, ki thuat trinh bay
0506
6. NGi dung van ban ‘

N&i dung van ban Cju’o’c trinh‘béy’béng chi¥ in
thwong, dwoc canh deu ca hai €, kieu chir dwng;
c® chir tir 13 dén 14; khi xudbng dong, chir dau
dong lui vao 1 cm hoac 1,27 cm; khoang cach
gitba cac doan van t6i thieu la 6pt; khoang cach
giltra cac dong t6i thieu la dong don, t6i da la 1,5
lines.

- Két thuc: . / . (KHOA)

© 2020 - L.T.PHONG, CICT.AGU

So' dd b tri cac thanh phin thé thirc di v6i viin ban 6 tén loai:

0562

(12-13pt, in hoa)

TEN CO QUAN CHU QUAN TRUC TIEP

TEN CO QUAN BAN HANH VAN BAN

0sd1
QUOC HIEU
(12-13pt, B, in hoa)
Tiéu ngir

(12-13pt, B, in hoa) (13-14pt, B)
0563 056 4
S6 hiéu van ban Dia danh, ngay thang nam ban hanh
(13pt) (13-14pt, 1)

056 5a
TEN LOAI VAN BAN
(13-14pt, B, in hoa)
Trich yéu ni dung viin bin
(13-14pt, B)

THAM QUYEN BAN HANH (14pt; B, in hoa)

Can ctr phap ly:
- Khong gach dau dong;

- Mdi can cir phap ly trinh bay & mdi doan van ban; két thuc bang dau chim phay; can cir cudi

két thuc bang dau cham.
- In nghiéng,

- Cd chir, khoang cach doan, khoang cach dong, ...

theo dinh dang 6 0 6.

QUYET PINH: (14pt; B; in hoa)

0566

Noi dung chinh ctia van ban

- Cd chir: 13 - 14pt, canh déu;

- Before/After: 6pt, Line spacing: ti da 1,5 lines; toi thiéu: single;

- Firstline: 1,0 cm - 1,27 cm;

- Két thic vén ban: ./ . (khéa)

06 9b
Noi nhan: (12pt, B, I)

- Nhu Diéu 3: } 1
- Luu: VT, LT. pt

056 7a
,QUYENHAN
CHUC VU NGUOIKY
(13-14pt, B; in hoa)

056 7b
Ho va tén nguoi ky van ban
(13-14pt, B)
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So db bd tri cac thanh phin thé thirc di véi viin bin c6 tén loai:

Poi vdi van ban coé ten loai

TEN CO QUAN CHU QUAN TRUC TIEP QUOC HIEU
(12-13pt, in hoa) (12-13pt, B, in hoa)
’ TEN CO QUAN BAN HANH VAN BAN Tiéu ngir

(12-13pt, B, in hoa) (13-14pt, B)

~ A

0 SO 7a 0563 056 4

S6 hiéu van ban Dia danh, ngay thang nam ban hanh
(13pt) (13-14pt, I)

7a. Quyén han, chirc vu ngwéi ky van ban
Quyén han chirc vu cua nguoi ky dwoc trinh bay g ey

Trich yéu ni dung viin bin

bang chi¥ in hoa, c¢& chir tir 13 dén 14, kiéu chiy i)
dl]’ng, dém. THAM QUYEN BAN HANH (14pt; B, in hoa)

Can ctr phap ly:

- Khong gach dau dong;

- Mdi can cir phap ly trinh bay & mdi doan van ban; két thuc bing dau chim phy; can ct cudi
két thiic bang dau cham.

- In nghiéng,

o £
- Cd chir, khoang cach doan, khoang cach dong, ... theo dinh dang 6 0 6.
& ¥ r QUYET PINH: (14pt; B; in hoa)

& F i —=
PHO GIAM DOC
No6i dung chinh cua van ban
i § s - A

- C& chir: 13 - 14pt, canh déu;

- Before/After: 6pt, Line spacing: ti da 1,5 lines; toi thiéu: single;

- Firstline: 1,0 cm - 1,27 cm;

- Két thic vén ban: ./ . (khéa)

06 9b 056 7a
Noi nhan: (12pt, B, I) QUYEN HAN
- NhuBiéu 3: Ipt CHUC VU NGUOIKY
-Luu: VT, LT. (13-14pt, B; in hoa)

056 7b
Ho va tén nguoi ky van ban
(13-14pt, B)
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Doi v6i van ban coé tén loai

5. Thé thiic, ki thuat trinh bay
0sd7b

7b. Ho va tén ngw®i ky van ban

Ho va tén cua nguw®i ky van ban dwoc trinh bay

bang chtr in thwong, c& chir tir 13 dén 14, kiéu

chir drng, dam, dwoc dat canh gilra quyén han,

chirc vu cua ngudi ky.

N gyn Tﬁn Diing

© 2020 - L.T.PHONG, CICT.AGU

So' dd b tri cac thanh phin thé thirc di v6i viin ban 6 tén loai:

0sb2
TEN CO QUAN CHU QUAN TRUC TIEP
(12-13pt, in hoa)
TEN CO QUAN BAN HANH VAN BAN

0sd1
QUOC HIEU
(12-13pt, B, in hoa)
Tiéu ngir

(12-13pt, B, in hoa) (13-14pt, B)
0563 056 4
S6 hiéu van ban Dia danh, ngay thang nam ban hanh
(13pt) (13-14pt, I)
056 5a
TEN LOAI VAN BAN

(13-14pt, B, in hoa)
Trich yéu ni dung viin bin
(13-14pt, B)

THAM QUYEN BAN HANH (14pt; B, in hoa)

Can ctr phap ly:
- Khong gach dau dong;

- Mdi can cir phap ly trinh bay & mdi doan van ban; két thuc bang dau chim phay; can cir cudi

két thuc bang dau cham.
- In nghiéng,

- Cd chir, khoang cach doan, khoang cach dong, ...

theo dinh dang 6 0 6.

QUYET PINH: (14pt; B; in hoa)

0566
Noi dung chinh ctia van ban

- Cd chir: 13 - 14pt, canh déu;

- Before/After: 6pt, Line spacing: ti da 1,5 lines; toi thiéu: single;

- Firstline: 1,0 cm - 1,27 cm;

- Két thic vén ban: ./ . (khéa)

06 9b
Noi nhan: (12pt, B, I)

- Nhu Diéu 3: } 1
- Luu: VT, LT. pt

056 7a
,QUYENHAN
CHUC VU NGUOIKY
(13-14pt, B; in hoa)

056 7b
Ho va tén nguoi ky van ban
(13-14pt, B)
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Doi v6i van ban coé tén loai

5. Thé thiic, ki thuat trinh bay
0so 7c
7c. Chiv ky

Chr ky ciia nguwdi c6 thdm quyén ky ban hanh van
ban

N gyn Tﬁn Diing

© 2020 - L.T.PHONG, CICT.AGU

So db bd tri cac thanh phin thé thirc di véi viin bin c6 tén loai:

0sb2
TEN CO QUAN CHU QUAN TRUC TIEP
(12-13pt, in hoa)

Osd1
QUOC HIEU
(12-13pt, B, in hoa)

TEN CO QUAN BAN HANH VAN BAN Tiéu ngir
(12-13pt, B, in hoa) (13-14pt, B)
0563 0564
S6 hiéu van ban Dia danh, ngay thang nam ban hanh
(13pt) (13-14pt, 1)
056 5a
TEN LOAI VAN BAN

(13-14pt, B, in hoa)
Trich yéu ni dung viin bin
(13-14pt, B)

THAM QUYEN BAN HANH (14pt; B, in hoa)

Can ctr phap ly:
- Khong gach dau dong;

- Mdi can cir phap ly trinh bay & mdi doan van ban; két thuc bing dau chim phy; can ct cudi

két thiic bang dau cham.
- In nghiéng,

- C& chir, khoang cach doan, khoang cach dong,

... theo dinh dang 6 0 6.

QUYET PINH: (14pt; B; in hoa)

Oso6
Noi dung chinh cua van ban

- C& chir: 13 - 14pt, canh déu;

- Before/After: 6pt, Line spacing: ti da 1,5 lines; toi thiéu: single;

- Firstline: 1,0 cm - 1,27 cm;

- Két thic vén ban: ./ . (khéa)

06 9b
Noi nhan: (12pt, B, I)
- Nhu Diéu 3: 1
- Luu: VT, LT. pt

056 7a
’QUYEN HAN
CHUC VU NGUOI KY
(13-14pt, B; in hoa)

056 7b
Ho va tén nguoi ky van ban
(13-14pt, B)
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So db bd tri cac thanh phin thé thirc di véi viin bin c6 tén loai:

Poi vdi van ban coé ten loai

TEN CO QUAN CHU QUAN TRUC TIEP QUOC HIEU
(12-13pt, in hoa) (12-13pt, B, in hoa)
’ TEN CO QUAN BAN HANH VAN BAN Tiéu ngir

(12-13pt, B, in hoa) (13-14pt, B)
N A,
0 SO 8 0s63 056 4
S6 hiéu van ban Dia danh, ngay thang nam ban hanh
X (13pt) (13-14pt, T)
8. Dau =
00 5a

Dau trum lén khoang 1/3 chir ky clia ngudi cé Ly

Trich yéu ni dung viin bin

tham quyén vé bén trai e

THAM QUYEN BAN HANH (14pt; B, in hoa)

Can ctr phap ly:
- Khong gach dau dong;
- Mdi can cir phap ly trinh bay & mdi doan van ban; két thuc bing dau chim phy; can ct cudi
két thiic bang dau cham.
- In nghiéng,
- Cd chir, khoang cach doan, khoang cach dong, ... theo dinh dang 6 0 6.
QUYET PINH: (14pt; B; in hoa)

r 0sb6
Noi dung chinh cua van ban
- C& chir: 13 - 14pt, canh déu;
- Before/After: 6pt, Line spacing: ti da 1,5 lines; toi thiéu: single;

- Firstline: 1,0 cm - 1,27 cm;

- Két thic vén ban: ./ . (khéa)

06 9b 056 7a
Noi nhan: (12pt, B, I) QUYEN HAN
- NhuBiéu 3: Ipt CHUC VU NGUOIKY
-Luu: VT, LT. (13-14pt, B; in hoa)

.‘"H‘.-_‘_'-"_ — 4 '

A A
Nguyén Tan Diing
056 7t
Ho va tén ngi:i)’i I)(y vin ban
(13-14pt, B)
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So' dd b tri cac thanh phin thé thirc di v6i viin ban 6 tén loai:

Poi véi van ban co tén loai
TEN CO QUAN CHU QUAN TRUC TIEP QUOC HIEU
(12-13pt, in hoa) (12-13pt, B, in hoa)
5 T he th u’c’ ky th uat tr I n h bay TEN CO QUAN BAN HANH VAN BAN Tiéu ngir
(12-13pt, B, in hoa) (13-14pt, B)
Nn A,
0 SO 9b 0563 056 4
S6 hiéu van ban Dia danh, ngay thang nam ban hanh
(13pt) (13-14pt, 1)

9b. No’i nhan

0 s6 5a

TEN LOAI VAN BAN
(13-14pt, B, in hoa)
Trich yéu ni dung viin bin
(13-14pt, B)

T “Noi nhan” dwgc trinh bay trén mét dong riéng (ngang
hang v&i dong chi “quyén han, chirc vu clia ngudi ky” va
séat 1é trai), sau co dau hai chdm (:), bang chi¥ in thwdng,
c® chi¥ 12, kiéu chi» nghiéng, dam; phan liét ké cac co
quan, t& chc, don vi va cd nhan nhan van ban dwoc
trinh bay bang chir in thwéng, c& chi 11, kiéu chir dirng;

THAM QUYEN BAN HANH (14pt; B, in hoa)

Can ctr phap ly:

- Khong gach dau dong;

- MGi can cir phap ly mnh bay & mdi doan vin ban; két thic biang du chdm phay; cin ctr cudi
két thuc bang dau cham.

- In nghiéng.

- C chit, khoang cach doan, khoang cach dong, ... theo dinh dang 6 s6 6.

QUYET PINH: (14pt; B; in hoa)

Oso6
Noi dung chinh ctia van ban

tén mdi co quan, td chirc, don vi va cad nhan hodc mébi
nhom co quan, to chire, don vi nhan van ban dwoc trinh
bay trén mét dong riéng, dau dong c6 gach dau dong (-)

- Cd chir: 13 - 14pt, canh déu;
- Before/After: 6pt, Line spacing: ti da 1,5 lines; toi thiéu: single;

- Firstline: 1,0 cm - 1,27 cm;

- Két thiic van ban: / (khoa)

séat 1& trai, cubi dong c6 dau cham phay (;), dong cudi
cung bao gdm ch “Lwu” sau c6 dau hai cham (;), tiép
theo Ia chir viét tat “VT”, dau phay (,), chir viét tat tén don
vi (hodc bd phan) soan thdo van ban va s lwong ban

056 7a
QUYEN HAN
CHUC VU NGUOI KY
(13-14pt, B; in hoa)

0 s6 9b
Noi nhan: (12pt, B, I)

- Nhu Diéu 3: } 1
- Luu: VT, LT. pt

06 7b
Ho va tén nguoi ky van ban
(13-14pt, B)
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So db bd tri cac thanh phin thé thirc di véi viin bin 6 tén loai:
Do vo’i van ban cé ten loai ¥

Oso2 0sé1

TEN CO QUAN CHU QUAN TRUC TIEP QUOC HIEU
(12-13pt, in hoa) (12-13pt, B, in hoa)
’ y u I y TEN CO QUAN BAN HANH VAN BAN Tiéu ngir
(12-13pt, B, in hoa) (13-14pt, B)

0 s6 9b 53

0sb 4
S6 hiéu van ban Dia danh, ngay thang nam ban hanh
(13pt) (13-14pt, T)

0 sb 5a

TEN LOAI VAN BAN
L] (13-14pt, B, in hoa)
Noi nhin:

Trich yéu ni dung viin bin

13-14pt, B)
- Nhur trén; - L e |
- T‘hﬂ tutﬁnng Chfﬂh Phﬁ (dé wc); THAM QUYEN BAN HANH (14pt; B, in hoa)

Can ctr phap ly:

" - Khong gach dau dong;
s r fa - Mdi can cir phap ly trinh bay & mdi doan van ban; két thuc bing dau chim phy; can ct cudi
- PTTg Vii Blrc Pam (dé b/c);

két thuc bang dau cham.

- - In nghiéng, )
VPC P . BTCN PCN N én S H ié - C& chir, khoang cach doan, khoang cach dong,... theo dinh dang 6 s6 6.
- QUYET PINH: (14pt; B; in hoa)
: ; guy Yy Hiep, "
L] i —
Troly TTe, TGD Cong TTDT
r g} g ] Noi dung chinh cua van ban
- C& chir: 13 - 14pt, canh déu;
L ] "N . 2
m Vll, &B: rIH K'FII-L QHQ'F’_ CN, KS'IT[" - Before/After: 6pt, Line spacing: toi da 1,5 lines; toi thiéu: single;
* - - Firstline: 1,0 cm - 1,27 cm;

- le : vT’ KGVX (03 )!ddl - Ket thu; va';n ban: / (khb,a)

' —_ _____________________________________________|
g 06 9b 056 7a

Noi nhdn: (12pt, B, 1) QUYEN HAN

- NhuBiéu 3: Ipt CHUC VU NGUOIKY
- Luuw VT, LT. (13-14pt, B; in hoa)

06 7b
Hog va tén nguoi ky van ban
(13-14pt, B)
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Po6i v6i vin ban KHONG c6 tén loai
5. Thé thiic, ki thuat trinh bay
0 s6 5b
5b. Trich yéu ndi dung Céng van

Sau chr "V/V” bang chir in thwdng, c& chir tw
12 den 13, kiéu chiy dung dat canh gitra
duwoi so va ky hiéu van ban, cach dong 6pt
v&i sO va ky hiéu van ban.

V/v diéu chinh chii truomg diu tur
Dir 4n xdy dung tuyén dudng bd
ven bién tinh Théi Binh

© 2020 - L.T.PHONG, CICT.AGU

So  db bé tri cdc thanh phan thé thirc di véi Cong vin:

Osb2 Osb1
TEN CO QUAN CHU QUAN TRUC TIEP QUOC HIEU
(12-13pt, in hoa) (12-13pt, B, in hoa)
TEN CO QUAN BAN HANH VAN BAN Tiéu ngir
(12-13pt, B, in hoa) (13-14pt, B)
0s63 Osb 4
S6 hiéu van ban Dia danh, ngay thang nam ban hanh
(13pt) (13-14pt, I)
0sb 5b

Trich yéu ndi dung cong van
(12-13pt)

Kinh gui:

Kinh giri: Tén co quan, t6 chirc, ca nhan nhan vin ban
Kinh gui: B Giao duc va Pao tao.

- B Cong Thuong;
- B0 Tai chinh

06 9a

(13-14pt)

0sb6

Noi dung chinh cua van ban

- C& chir: 13 - 14pt, canh déu;

- Before/After: 6pt, Line spacing: tdi da 1,5 lines; tdi thiéu: single;

- Firstline: 1,0 cm - 1,27 cm;

- NhuDiéu 3; :l_ .
-Luu: VT, LT. pt

- Két thuc vin ban: ./ . (khoa)
06 9b 056 7a
Noi nhin: (12pt, B, T) QUYEN HAN

CHU'C VU NGUOIKY
(13-14pt, B, in hoa)

056 b
Ho va tén ngudi ky van ban
(13-14pt, B)
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Poi véi vin ban KHONG cé tén loai
5. Thé thiic, ki thuat trinh bay
0 s6'9a
9a. Noii nhan Céng van

Tw “Kinh gri” va tén cac co quan, td chirc hodc ca nhan nhan
van ban dwoc trinh bay bang chi in thwdng, c& chi tr 13 dén
14, kiéu chir dirng; sau tir “Kinh g&i” c6 dau hai cham (;). Néu
van ban glri cho mét co quan, td chirc hodc mot ca nhan thi tw
“Kinh giri” va tén co quan, t6 chirc hodc ca nhan dwoc trinh bay
trén cung mot dong; trwdng hop van ban giri cho hai co quan,
td chirc hodc ca nhan tré 18n thi xubng dong, tén méi co quan,
t6 chirc, cd nhan hodc mdi nhém co quan, té chirc, ca nhan
dwoc trinh bay trén mét dong riéng, dau dong cé gach dau
dong (-), cudi dong cé dau cham phay (;), cudi dong cudi cuing
c6 dau cham (.); cac gach dau dong dwoc trinh bay thang hang

v&i nhau dwdi dau hai cham (:). © 2020 - LTPHONG, CICTAGU

So  db bé tri cdc thanh phan thé thirc di véi Cong vin:

Osb2 Osb1
TEN CO QUAN CHU QUAN TRUC TIEP QUOC HIEU
(12-13pt, in hoa) (12-13pt, B, in hoa)
TEN CO QUAN BAN HANH VAN BAN Tiéu ngir
(12-13pt, B, in hoa) (13-14pt, B)
Osb3 Osb4
S6 hiéu van ban Dia danh, ngay thang nam ban hanh
(13pt) (13-14pt, I)
06 5b
Trich yéu ndi dung cong van
(12-13pt)

Kinh gui:

Kinh gui: Tén co quan, t6 chirc, ca nhan nhan van ban

Kinh gui: B Giao duc va Pao tao.

- B§ Cong Thuong;

- B0 Tai chinh

056 9a

(13-14pt)

0sb6

Noi dung chinh cua van ban

- C& chir: 13 - 14pt, canh déu;

- Before/After: 6pt, Line spacing: tdi da 1,5 lines; tdi thiéu: single;

- Firstline: 1,0 cm - 1,27 cm;

- Két thuc vin ban: ./ . (khoa)

06 9b

Noi nhin: (12pt, B, 1)

- NhuDiéu 3; } i
-Luu: VT, LT. pt

0sb 7a
QUYEN HAN
CHU'C VU NGUOI KY
(13-14pt, B, in hoa)

O0sb 7b
Ho va tén ngudi ky van ban
(13-14pt, B)
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Po6i v6i vin ban KHONG c6 tén loai

5. Thé thiic, ki thuat trinh bay
0s69a

9a. Noii nhan Céng van

Kinh gri: B6 Y té.

Kinh guri:
- B Giao théng vén tai;
- Uy ban nhan dén tinh Théi Binh.

© 2020 - L.T.PHONG, CICT.AGU

So  db bé tri cdc thanh phan thé thirc di véi Cong vin:

0562 Osb1
TEN CO QUAN CHU QUAN TRUC TIEP QUOC HIEU
(12-13pt, in hoa) (12-13pt, B, in hoa)
TEN CO QUAN BAN HANH VAN BAN Tiéu ngir
(12-13pt, B, in hoa) (13-14pt, B)
0563 Osb4
S6 hiéu van ban Dia danh, ngay thang nam ban hanh
(13pt) (13-14pt, I)
06 5b
Trich yéu ndi dung cong vin
(12-13pt)
056 9a
Kinh giri: Tén co quan, t6 chirc, ca nhan nhan vin ban
(13-14pt)
Kinh gui: B Giao duc va Pao tao.
Kinh gui:
- Bo Cong Thuong;
- B0 Tai chinh.
0sb6

No6i dung chinh cua van ban
- C& chir: 13 - 14pt, canh déu;
- Before/After: 6pt, Line spacing: tdi da 1,5 lines; t6i thiéu: single;
- Firstline: 1,0 cm - 1,27 cm;

- Két thic van ban: ./ . (khoa)

0 s6 9b 0sb 7a
Noi nhan: (12pt, B, 1) QUYEN HAN
- NhuBiéu 3: } i CHU'C VU NGUOI KY
- Luu: VT, LT. pt

(13-14pt, B, in hoa)

06 7b
Ho va tén nguoi ky vin ban
(13-14pt, B)
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