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1. Vé phéng chir
trinh bay vian ban

Phong chit st dung trinh bay van
ban trén may vi tinh la phong chir
tiéng viét cuia bd ma ky ty unicode
theo tiéu chuan viét nam tcvn
6909:2001

Phong chit st dung phai la phong chir
tiéng Viét Times New Roman, bo ma ky
tu Unicode theo Tiéu chuin Viét Nam
TCVN 6909:2001, mau den.

2. Vé kho gidy

- Van ban hanh chinh duoc trinh
bay trén kho gidy khd A4 (210 mm
X 297 mm).

- Céac vin ban nhu gidy gi6i thiéu,
gidy bién nhan hd so, phiéu gii,
phiéu chuyén duoc trinh bay trén
kho gidy A5 (148 mm x 210 mm)
hodc trén gidy mau in san (kho AS)

- T4t ca céac loai van ban hanh chinh déu
chi sir dung chung kho gidy A4 (210mm
X 297mm).

- Vin ban duoc trinh bay theo chiéu dai
ctia kho A4. Truong hop nodi dung vin
ban c6 cic bang, biéu nhung khong
dugc lam thanh cac phu luc riéng thi
vin ban co thé dugc trinh bay theo
chiéu rong.

3. Vé so trang vin
ban

S trang dugc trinh bay tai goc phai
& cubi trang gidy (phan footer)
béng chit sd A-raip, co chir 13-14,
kiéu chir dimg, khong danh sd trang
tha nhat. S6 trang cua phu luc duoc
danh s6 riéng theo ting phu luc.

S6 trang van ban dugc danh tur sO 1,
bﬁ“mg chit s6 A Rép, c& chir 13 dén 14,
kiéu chit ding, dugc dat canh gitra theo
chiéu ngang trong phan 1& trén cia vin
ban, khong hién thi sé trang thir nhét.

4. Vé tén co quan,
t6 chiee ban hanh
van ban

Doi véi cac Bo, co quan ngang B,
co quan thudc Chinh phu; Vian
phong Quéc hoi; Hoi déng dan toc,
cac Uy ban ctia Qubc hoi hodc Hoi
dong nhan dan va Uy ban nhan dan
cac cap; Poan Pai biéu Qudc hoi
tinh, thanh phé truc thudoc Trung
wong; Tap doan Kinh t& nha nuéc,
Téng cong ty 91 khong ghi co quan

- Tén co quan, to chirc ban hanh van
ban 13 tén chinh thic, diy du cua co
quan, t chirc hodc chirc danh nha nudc
ctia ngudi ¢6 thim quyén ban hanh vin
ban. Tén co quan, to chirc ban hanh vin
ban bao gdm tén cua co quan, to Chirc
ban hanh van ban va tén cta co quan, t6
chue chi quan truc tiép (néu co).

- D41 véi tén co quan, to chirc chu quan




chu quan.

truc tiép ¢ dia phuong c6 thém tén tinh,
thanh phd truc thudc trung wong hoic
huyén, quan, thi xa, thanh phé thudc
tinh, thanh phé thudc thanh phé truce
thugc trung wong hodc xa, phuong, thi
trAn noi co quan, to chirc ban hanh vin
ban dong tru sé. Tén cua co quan, to
chuc chi quan tryc tiép duoc viét tat
nhitng cum tur thong dung.

5.Vé can c& ban
hanh van ban

Tuy theo thé loai va ndi dung, van
ban c6 thé c6 phan cin cir phap 1y
dé ban hanh chi khong bat budc
phai c6 can ctr ban hanh van ban

Mot trong nhiing ndi dung cua van ban
hanh chinh 1a can cr ban hanh van ban.
Theo d6, can cr ban hanh van ban bao
gom van ban quy dinh thdm quyén,
chirc nang, nhiém vu cia co quan, td
chirc ban hanh van ban va cac van ban
quy dinh ndi dung, co so dé ban hanh
van ban. Can cir ban hanh van ban duoc
ghi ddy di tén loai vin ban, s6, ky hiéu,
co quan ban hanh, ngay thang nam ban
hanh van ban va trich yéu noi dung vin
ban (riéng Luat, Phap lénh khong ghi
$0, ky hi€u, co quan ban hanh).

Can ctr ban hanh van ban dugc trinh bay
bang chir in thudng, kiéu chit nghiéng,
¢ chir tir 13 dén 14, trinh bay dudi
phan tén loai va trich yéu ndi dung vin
ban; sau mdi can cir phai xudng dong,
cubi dong co dau chdm phay (;), dong
cubi cung két thiic bang dau cham ()

6. V& thanh phin
thé thirc vin ban

Thé thirc van ban hanh chinh bao gom
céc thanh phan chinh:

+ Qudc hiéu va Tiéu ngit.

+ Tén co quan, to chic ban hanh vin
ban.

+ 86, ky hiéu ciia van ban.

+ Dia danh va thoi gian ban hanh van
ban.

+ Tén loai va trich yéu ndi dung vin
ban.

+ N1 dung van ban.

+ Chuc vy, ho tén va chir ky ctia nguoi
c6 tham quyén.

+ Déu, chit ky s6 cua co quan, to chic.




+ Noi nhan.

Ngoai ra, van ban c¢6 thé bd sung cac
thanh phén khéac nhu: Phu luc; Déau chi
dd mat, mac do khén, cic chi dan vé
pham vi luu hanh; Ky hi€u nguoi soan
thao van ban va sé luong ban phat hanh;
bia chi co quan, td chic; thu dién
tur; trang thong tin dién tr; s6 dién thoai;
s6 Fax (trudc day cé thém sé Telex).

7. Vé quy wéc viét t

at mot so loai van ban:

a. Bang ghi nho
b. Bang thoa
thuin

c. Gidy 1y quyén
d. Gidy giéi thi¢u
e. Gidy nghi phép
g. Phiéu bio

GN
TTh
uQ
GT
NP

BGN
BTT
GUQ
GGT
GNP
PB

8. V& quy tic viét
hoa

- Viét hoa vi phép dit cau: Viét hoa
chit cai dau 4m tiét thtr nhét cia
mot cau hoan chinh: Sau diu chdm
cau (.); sau dau cham héi (?); sau
diu chiam than (!) va khi xudng
dong, viét hoa chiv cdi dau am tiét
thir nhdt cia mét cau hoan chinh
sau dau cham limg (...); sau daiu
hai chdm (:); sau ddu hai chdm
trong ngodc kép (: “...”); viét hoa
chit cdi dau am tiét thir nhdt cua
ménh dé sau dau cham phay (;) va
ddu phau () khi xuéng dong.

- Tén cac ngay tét: Viét hoa chir cai
dau cua am tiét thur nhét tao thanh
tén goi. Vi du: tét Nguyén dan, tét
Poan ngo, tét Trung thu. Viét hoa
chir Tét trong truong hop thay cho
tét Nguyén déan, viét hoa doi véi ca
tén cdc ngay tiét nhuw tiét Lip
xudn; tiét Dai han.

- Viét hoa vi phép dit cau: Viét hoa chit
cai dau am tiét thtr nhat cua mot cau
hoan chinh: Sau ddu chdm cau (.); sau
dau cham hoi (?); sau dau cham than (!)
va khi xuéng dong.

- Truong hop viét hoa dac biét: Thu do
Ha No6i, Thanh pho H6 Chi Minh.

- Danh tw thuoc truong hop dac
bi¢t: Nhan dan, Nha nudc. (Truoc
day Thong tw 01/2011/TT-BNV khong
quy dinh viét hoa doi véi trong hop
nay)

- Tén cac ngay tét: Viét hoa chir cai dau
ciia am tiét thir nhét tao thanh tén gol.
Vi du: tét Nguyén dan, tét Poan ngo, tét
Trung thu. Viét hoa chit Tét trong
truong hop thay cho tét Nguyén dén.

- B6 quy dinh ca viéc viét hoa doi véi
tén goi céc ton gido, gido phai; tén goi
ngay 1€ ton gido.



https://thukyluat.vn/vb/thong-tu-01-2011-tt-bnv-huong-dan-the-thuc-va-ky-thuat-trinh-bay-van-ban-1cece.html

