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Churt0"n...........

HIIONG DAN
th6 thric vi ky thuat trinh biry vin bin cta Ding

Thgc hiQn Quy dinh si5 OO-qOffW, ngiry 06102t2017 cta Ban Bi thu
Trung uong Dang v6 the loai, thAm quy6n ban hdnh vd ttr6 thuc v5n ban cria
Dang, Vin phdng Trung uong Efurg huong d5n thii tfrtc vn k! thu{t hinh bny
vdn ban cfra Dang nhu sau:

I-ET/dNG DAN CEI.}NG

1. Ph3m vi tti6u chinh

V[n ban ndy huong d6n vA th6 thric vd k] thu4t trinh biy v6n bin
ctia Dirng.

Ven ban chuy6n ngin[ v6n ban khi in thanh s6ch vi cac 6n phAm ]<]r6c
kh6ng thuQc ph4m vi tli6u chinh cria Hucrng din niy.

2. D6i tuqmg dp dgng

Ven ban niy 6p dgng a6i voi cric c6p uy, co quan, t6 chric djing tir Trung
uong d6n co sd.

HQ tht5ng cac tuong chinh tri, c6c co quan, t6 chric hopt d6ng theo
LufltDoanh nehiQp kh6ng thuQc ttiSi tuo-ng 6p d-ung vIn b6n niy.

3. YGu ciu

Vrn bin chinh thric cria c6p uy, co quan, t6 chric trdng phii thiing nhat
thr5 thrlc vi k! thuft rinh bdy ae Lao aam gia t i pnap 5r va gia tri thU" ti6n.

4. Trich nhiQm cria cdc c{ nhAn

- Ngudi ky v6n ban li nguoi chlu trach nhi€m vA th6 thtc vd k! thu{t
trinh bdy vin ban.

- Ch6nh vIn phdng hoic ngudi dugc giao phq tr6ch c6ng tac vdn phdng
cd tr6ch nhiQm thAm dinh th6 thric vd k! thuft trinh bny v6n ban.

S5 36-ID/VPTW
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du l: Vf,nban cuadai h6i

DAr rr0r EAr BrEU rOAN QUOC r,AN rn[r...

Vi du 2: Ven ban cria doin chri tich

DAr Hor DAr B6U TOAN QUoC LAN THrI...
DOAN CHUTICH

*

- Ven ban cria dgr hqi dang b6 c5p tinl va tlang b.6 tuc thu6c Trung uong.

Vi dU l: Ven ban cua clai hQi

. DAIHQIDAIBIEU
DANG B0 TINH rsAr niNE LAN TrrIJ...

*

Vi dy 2: Ven ban cria doan thu hj

DANG 
"o 

-"3,1f."+3t ]fi,'*^c uoNG
LAN TI{I-T...

DOANTHIJICf

- Vin ban cta tlai hQi dang b6 cnp huyQn.

Vi du l: Van ban cta tlai hQi

DAIEOIDAIBIEU
DANG BO EUG. N-dAu'..rrrlft LAN rrru...

*

Vi dU 2: VAn ban cua ban thdm tra ru c6ch tlai biiiu

DANG Be R#.#ic.3*'r'PJra" rr{rr. .

BAN THriM TRA TU cAcH D4,r Bffiu
'F

- VEn ban cua tlai hQi tlang bQ cip co sd.

VI dq l: Ven ban cria ttai hgi

DAIHOIDAIBIEU
DANG n0 xA rmiiu inuc LAN rHir...

't
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ghi chung li huygn uy, quin u!, dang u!'vi t6n cria ttang bO c6p tr6n
6p.

Vi du l:

Vi du 2:

DANG BO TiNH HA GIANG
IITIY-EN UiPdNC VAN

*

Vi dp 2:

DiNGBeriNscauau
D,{NG Uf lg6r DOAr\tH NcrTrTp

*

- Ven ban cria ban chap hlnh dung b0 co sd, vin bin cria ban thucmg vq
tlang uf co sd ghi chung ld dang uy vi tdn ilang bQ c6p t6n tr.uc tiiip.

Vi ds:
DANG BO HI.AGN TIIANH CHUoNG

D..{NGU.TXA TEANII HA
*

- Ven ben cfu dang u! bQ phfn t.uc thuQc tlang uy co sd ghi t6n dang
ui b0 phfln vd t6n ttang bQ co sd c6p todn tr.uc ti,6p.

Vi du l:
DANG BO XA LOC THLI'f

DANG Ui T116r.I TIIY LOC
*

DANG Bo So Y TE
DANG W BENH vQN DA KHoA TiNH

*

- ven ban cria chi bQ co sq chi b0 kuc thuQc tlmg ,y co sd va chi b0 truc
thu6c tlurg uV b0 ph6n ghi chung li chi bQ va t6n ttang bQ c6p tr€n kgc tiiip.

Vf du l:
DANG B0 xA rrcN pHoNG

CHI Bg xOM D[,[H rnAxn
*

PANq B0 cuc QUAN rzu r.78
CHI BQ PHONG HANH CHiNH - TO CHI.IC

Vi du 2:
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ban cta c6c ban chi tlao, ti6u ban, h6i tl6ng...

ban cua cac ban chi tl4o, tiiiu ban, hQi d6"g truc thu6c Trung uong.

i du l:

Vf du 2:

BAN CHAP HANI{ TRTING UONG
BAN CHi D+O CAI CACH TII PHAP

*

BAN CHAP HANH TRTNG UONG
HorDoNG LfLUAN

*

. . 1 
VUn bin cria c6c ban chi dao, ti6u ban, h6i ddng... truc thu6c c6p uj

cap trnh.

Vi dp 1:

riNsrriodNcNar
BANcHiDAo cAr CACEnANn cHiNH

*

Vi ds 2:

rntu BAN 
"*HH.TJffii"1Hr"o r.An uruxv

*

, . 
* Y* ban cta c6c ban chi dao, ti6u ban, hQi d6ng... truc thu6c c6p u!

cap nuyen.

Vi du l:

BAN crri"ffiil,Hii'St$?E* DAN cEU
:}

Vi du 2:
HLIYEN W PNVU rrOA

HQr DdNG xAc ormr cra rn1 TAr LrEU
+

d) Ven ban cria c6c don vi duoc lip theo quyiit dinh cria co quarq t6
chric dang cdc cdp ghi t6n co quan ban hdnh vin ban li t6n don vi vir t6n co
quan c6p tr6n tr.uc titlp.

Vi du 1:

BANTIIYEN GIAO TRUNG UONG
vU Lf LU4N clriNH TRI

*
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Sii van bin m$t ghi li6n tuc vsi s5 v6n ban kh6ng mflt cr)ng t6n loSi

b) Kf hi€u vin ban g6m nh6m chtr vi6t tit cta t€n loai vEn ban vi t6n
quan ban hinh vIn ban.

- Ky hiQu t€n lo4i vdn bAn ld cht c6i tIAu c6c Am tiiit cua t6n loai v6n
bin, nhu: NQ (nghi quyiit), CT (chi thi), KL ftt5t lufn), QC (quy ch€),
BC (bao crio)...

K! hiQu m6t st5 t6n lo4i vin ban thi5ng nhAt nhu sau:

Quyiit tlinh: QD

Quy dinh: QDi

Chi t$: CT

Chucrng trinh: CTr

Th6ng tri: TT

Td trinh: TTr

. - Ki higu t6n co quan ban hanh vEn bin ld nhirng chfi c6i dAu c6c im
ti6t cria t€n co quan ban hinh v6n bAn.

- + Ky hi6u t€n cs quan ban hdnh vin bdn cria d4i hQi tlnng c6c cip
(g6m: tlai hQi, doaa chri dch, tloan thu kf, ban thAm tra t, 

"a"n 
a4,iiau, U*

ki,im phiiSu) ghi chung ch[ vi6t t,jt lA ,DH..

Vf du 1: 86o c6o cria dai h6i

56I6-BC/DH

Vi ds 2: Bi0n ban cta ban ki€m phi6u

SO l8-BB/DH

+ Kf. hiQu t€n co quan ban hinh v6n bin cta cAp uy, co quan, t6 chric
tlang c6c c6p ghi cht vi5t tit t6n cdp uj,, co quan, t6 chuc iire oi.

Vi du l: Quyi5t dinh ctaBan Kinh tti Trung uong

s5 246-eE/BKTTW

Vi dr.r 2: Hu6ng d6n criatinh u!
56Is-IDTTU
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ban vi chfr vi6t tit t6n co quan ban hinh vIn biir c6 d6u gach cheo (/),
I vi6t tdt cua li6n cs quan ban hanh vIn ban c6 d6u gach n6i O.

55. vd lcj hi6u vin ban trinh biy cdn AOi auOi t6n co quan ban hanh v6n
6 s6 3, Phu luc l).

1.4. Dia danh vd ngd1t, thdng, ndm ban hdnh vdn bdn

1.4.1. Th€ th*c

(

a) Dia danh ban hanh vdn ban li t6n ggi chfnh thfc crja don vt hanh
chinh (tdn ri6ng cira tinh, tha,nh pht5 tr.uc *ru6c trung uong; tOn ri6ng cta
huyQp quf,n, thi x6, thanh ph5 ttruQc tinh; t6n ri6ng cta xa, phuong, tfritr6nl
noi cAp uy, co quan, t6 chric tlang dflt tr.u sd.

- - Ven ban cua c6p uj', cs quan, tO chuc tlang c6p Trung uong ghi dia
danh ban hdnh vin ban li t6n tinll thAnh ph6 tr.uc thuQc Trung uong.

Vf du 1: Van ban cria Ban D6i ngoai Trung ucnrg (trJ sd tai thenh phi5
HaN00

Vi dU 2: Ven ban cria Cgc-euin qT.26 thuQc V[n phdng Tnmg uong
Dane (ru sd tai thinh ph6 oaNing;

Dd Ning,

Ven ban cta o6p uy, co quan, t6 chric tlnng c6p tinh ghi tlia danh ban
hanh vin ban le ten tinh, thAnh ph6 t4rc thuQc Trung uong.

Vf dU l: Van ban cua Tinh uj euang Tri

QudngTr!,

Vi dg 2: Ven ban cria Ban c6n sg dang U! ban nh6n den thh An Gang
AnGiang,

. . . J/en 
ban cria c6p uy, co quan, t6 chric clang c6p huyQn ghi dia danh

ban hanh vin ban li t6n huy-6& queq thixE, rhanh pf,i5 tiuO" tionl
Vi dg 1: Van ban cta Huy6n uf L6m Ha (tinh L6m D6ng)

LdmHd,

Vi du 2: Ven ban cua Ban D6n v6n HuyQn uj Tuan GiAo (tinh DiQn Bi6n)

Tudn Gida,

, . ,- YT-?an- 
cria c6p uy, co quan, t6 chric tlang cap co s6 d xE" phutmg

thi tren ghi dia danh ban hinh vdn ban la rcn xa, pnuon!, thi ftAn.

N,i,HA
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b) Ngdy, tlrlng, nim ban hiurh v6n bAn Ii ngiy, th6ng, n6m v6n ban
ngudi c6 thAm quyAn kj ban hanh.

1.4.2. Ki thuQt trinh bdy

Ngiy du6i l0 vi thang duoi 3 phii th6m st5 0 d ru6c vi vi6t d6y tfri
chil ngly, thAng, nim; grEa tlla danh vi ngdy, th6ng, ndm ban hdnh vin ban
c6 d6u phay (,).

Vi dp:

HA Nfli, ngdy 03 tluing 02 ndrn 20Ig

Cnp hanh chinh tru6c dla danh ban hanh vnn bi.n c6 ft6 ghi cht viiit t,.it
le TP (rhanh ptr5;, fX (th! xe), TI (ttri tr6n)...

Vi ds:

TP. Hi Chi Minh; e. ti Chdn..

- 
- Dia danh vlr ngdy, thang nEm ban hiurh vnn b6ur trinh bdy duoi ti6u dd

(6 s5 4, Phu luc l).

1.5. TAn bgi vdn bfut vd tr[ch yiiu nQi dung vdn bdn

1.5. t. Thd tldtc

- - T6n lo4i vin ban h tcn cta ttrng lqi v[n ban. c6c v6n ban ban hanh
u"y *t i tcn loai v6n bin, tru c6ng ven. iri"t y5u nQi dung vIn bin li mot cau
ngin gon hoic mQt cpm tr) phan anh nQi duni chri yiSu ctl ven ban.

Vi du:
BAoCAo

k6t qui rrSi hQi chi bQ nhiQn te! 2afi -zozo

- Ri6lC b5o c6o chinh tri d9 c6p uj kho6 ituong nhi6m trinh d4i h6i
dang c6c c6p ghi t6n loai vdtrich y,iu rQi dung v6n bAn nhu sau:

- Cu1g mQt t6n logi vln ban md c6p uj hoic ban thudng vr; cAp u! ban
henh c6 th6 ghi t6n t6c gid trong trich y6u nQi dung v6n bdn.

Vi du:
rtrr,ulrv

cuA BAN THTJONC'tU rUvEN W
vG c6ng t6c cdn bQ
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i viQn din can gli dAy ttri t6n loai vin bin, sa, ty nie.u v[n bin,
, nlm ban hanh vdn bin, tdn co quan ban hanh v6n ban v]r trich

dung v6n ban; c6c lin vi6n aan tiiip theo chi ghi t6n loai vd s6, lqii
v6n ban d6.

- Giii thich 16 c6c thuft ngf chuydn m6n sri dgng tong v6n ban.

. - Trry theo nQi dung, vdn ban dugc b6 cgc theo ph6n, chuong, mgc,
tlidq khoarL tlitim... cho pht hgrp.

1.6.2. Ki thuQt trinh bdy

Th6ng thudmg nQi dung ban v6n duoc dirn d6u ci hai li; khi xur5ng
ddng, cht dAu ddng lui vAo ktoang l0 mm; khoing c6ch gifiac6cdo4n vdn
ban (spacing) ti5i ttriiiu li 6pt; khoang c6ch gita cic ddng (Line spacing) tiii
thi6u li l8pt (Exacfly); k6t thric nQi dung vnn ban cO a6u cham 1.). 

-

Nhfrng vIn ban c6 phSn cdn cf ban hinh, m5i can cri trinh biy mQt
ddng ri6ng, cu6i ddng c6 d6u chAm phAy (;), ri6ng c6n cri cuSi cimg 

"O 
a6"

phay (,).

. Nhihrg vin bdn tluo. c b5 cgc theo phAn, chuong, mgc, didq khoi,n,
tli6m trinh bAy nhu sau:

cua

_ + Phan, chuong: C6c tu "phAn", "Chuong,' va s6 thri t.u cua phAn,
chuong trinh bly mQt ddng ri6ng, chrnh giria; s6 thri tu crja phAn, chuong
dung cht st5 La Ma hoflc ghi beng cht; tCn phan, chucrng (ni5uco) in* *,
ngay dudi tt 'phanr, "Chuong,'.

+.MUc: Tr) "Myc', va sl5 ftrf t.u-ctra mpc trinh biy mQt d6ng ri6ng, chinh
giiia; s6 tht t.u cta mqc dirng cht s6 A-rip; t6n mpc ir.5" "Ol,rfJ-iiy;;;,dusi ttr "Mgc".

+ Di6u: Ttr "Diau", so ttrtr tu vi t6n di6u (hoac nQi dung cua tri6u) trinh
biy cirng mQt ddng; s6 thir tu cua ttiAu dung cht s6 A-rap, i* ,ri *,rrto 

"Oa5u ch6rn (.).

+ K-hoin: s6 tt,t t.u cria_khoan ghi bEng chfr s6 A-rep; sau s6 thir t.u cua
khoan c6 dau cham (.), tiiip di5n t6n klhoan (nEu c6) vi ngi dung cria khoan.

+ Di6m: Tht t.u c6c di6m tlugc ghi beng cht cai titing vi6t theo thri t.u
4 b, c..., sau ch& c6i c6 d6u ngoflc don il6ng vi nQi Oung cria Aiem.

. NQi dung vin ban trinh bny dudi t€n loai vi trich yr5u nQi dung v6n ban
(6 s5 6, Phu luc l).
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Hg t6n cria nguoi lcy ven ban h hq t6n dAy dri cira ngudi lcj v5n ban;
ghi hSc him, hoc v!, quAn him, danh hiQu... truoc hg t6n cta nguoi lcf

- Chfi ki *re nien trAch nhiem vi thAm quydn cria ngu&i ki aiii voi van
bin cua c6p uj, cs quan, t6 chtc ding; kh6ng lcj nh6y, ky tit vao vEn ban
ban hanh chinh thric.

Quy6n h4n, chric vg, hQ t6n vi cht ky cria nguoi c6 thA:m quyin cg th,i
nhu sau:

a) D6i v6i vin ban cua tlpi hQi dang cfuc cdp

- Truong hqp da, hQi c6 con d6u ri€ng.

Vi du 1: VAn ban cua tlai hQi, doan cht tich

T/rYr Do.iN cEU TICH

Ght ky)

Hg vir tOn

Vi du 2: VEn ban cria doan thu \f
T/]VT DOAN THUICf

TRUONGDOAN

(cht lcj)

Hg vi t6n

Vi dp 3: Van ban cira ban thAm tra tu c6ch tl4i bi6u

T/]VI BAN rUAIvr rN,C. rU CACH DAI BIEU
TRUONGBAN

(cht ky)

Hg vi t6n

Vi du 4: Ven ban cira ban ki6m phiiiu

T/IVr BAN XrrU pmtU
TRUONGBAN

(chr ky)

Hg vi tOn

- T*oog hgp dAi h6i kt6ng c6 con d6u ri6ng, sau ttai hQi, ldnh dao v6n
phdng c.ip uf thta l6nh ban thulng 4r cAp uj nhi€m k) moi x6c nhfln cht kf
cria ngudi thay m[t doan chi tich, tru&ng doan thu \f, tru&ng ban ttrAm tra tu
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nghi quyi5t dai hQi do d6ng chi bi thu ho{c ph6 bi thu c6p uj,
ng chi bf thu dE thay mdt doin chrl tich kf) x6c nhAn.

Vi du:

TA{ DOAN CHU TI.CH
(cht hj)

Hg vi t6n

X6c nhfln cht loy' cria ddng chi...

Trtvr TiNE,u"f @oac THANH W, oANc uil
ei ttrU ltoec pHo Bi THt,

(cht lcj)

Hg vi t6n

b) D6i vdi v[n biur cua c6p uj,, uj,ban ki6m tra, d6ng doin, ban c6n su
dang c6c c6p

- Vdn bin cria c6p uj.hr Trung uong d6n co sd.

+ VEn ban cria Ban ChAp hanh Trung uong, BO Chinh tri, Ban Bi thu.

Vf du l: VEn ban cta Ban ChAp hnnh Trung uorrg

T/]VI BAN CHAP HANE TRUNG I'ONG
T6NG Bi T}ilJ

(che ky)

Hg vh t6n

Vi dp 2: Ven ban cua B9 Chinh tri

T/]VI BO CEINH TRI
(cht kf)

IIg vir t6n

Vi du 3: Vnn bin cria Ban Bf thu

T/I\,I BAN Bi TIIU
(chft lcf)

IIg vh t6n

+ Ven ban cria tinh ui, thenh uj,, ddng uy tr.uc thu6c Trung uong vil ban
thuong vg tinh uii, thnnh uj., ttang uj,truc thuQc Trung uong.
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Ven ban cria ding uy bQ phan f .uc thu6c dang uf co sd.

i du:

T/]VIDANG U"T
ni mlitroac PHo Bi THrl)

(chr ky)

H9 vh t6n

+ Vbn ban cria chi bQ (chi bg co sd, chi bQ tr.uc thu6c tl6ng uj, co s& vd
chi bQ truc thu6c ding uj bQ phfln).

Vf du:

Tilvl cHr B0
Bi THU (ho4c pHo Bi THI,

(chfr kf)
Hg vi t6n

. ]Ri6ng c6a v6nban cua cap u!khorrduongnhi6m rinhd?ihQi rlang cic
cdp @6m: b6o c6o chinh fi, brto clo ki6m tti6nicrir'Uar, 

"ti5p'Uoh, 
iiJ.a"

c6ng t6c nhAn sg ban ch6p hinh nhi6m k) m6i) do ddng chi bithu c5p uj ky.

- Vdn bin cria u! ban ki6m tra c6c cilp.

Vi du:
T/T\{ r.ri'BAN rrrvr rna

CHU Nr-mM (ho[c pHo CHU NmM)
(cht ky)

Eg vi t6n

- V6n bin cta ddLng tloan cric c6p.

Vi du:

TNUDANGDOAN
ni rmf ltoac pHo Bi rrnl)

(chr ky)

Hg vi t6n

- Vdn bAn cria ban can su <Iing cfuc cdp.

Vi du:

T/Ivr BAN C/iN SUDANG
Bi THII (hoac pHdBi TI{r,

(chrj kg)

Hg vir tGn
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i d\t2:Ltuh d4o vin phdng du_o. c thil trudng co quan, t6 chrig tlang uj

.HANH ver.r pn#ft IL'.H8:fl^" vAN pHoNG)

(chft lcj)
Eg vi t6n

d) D6i v6i vnn ban cria c6c ban chi dao, tidu ban, h6i d6ng... c6c c6p

- Trudmg hqp ban chi dao, ti6u ban, hQi d6ng... c6 con ddu ri6ng.

Vf du l:
TRTIOT{G BAN CHi DAO

(chr kf)
Hg vi t6n

Vi ds 2:
MTRUOI,IGrrruntt
PHO TRUONG TIEU BAN

(chthj)
Hg vi t6n

Vi dp 3:

T/IVI HOI DdNG
CHUTICH

Ght ky)
Hg vh t6n

- Trudng hqp ban chi d4o, ti6u ban, h6i tl6ng... kh6ng c6 con d6u
ri6ng phii g6 q"y ttinh st dpng con diu cria uan 1ni aao, 

-ti,iu 
ban, hQi

96ng... Quy.n hq ny van ban vd vi6c sri dung *" ia, 
",f"-t", "f,, 

;;;;*i,
ban, hQi U.Ul, .: cen 9hi hqp voi quy dinh'sjaung con ai, 

",f"-"-ap.ll}, ",quan, t6 chric, thu6n lqi cho viQc ban hdnh vi qutn If vin ban. Ghi ro chirc
vg cta nguoi kf vnn bAn gen v6i viQc st dpng con d6u cia c6p u!, co quan,
t6 chtc vd chric vs ki6m nt ie* O ban chi aao,iiiiu ban, hQi d6"C..:' 

-- -r-

Ntiu ngu&i ky v6n bdn cta banchi dao, ti6u ban, h6i d6ng... ld bi thu,
ph6 bi thu, uj,vi6n ban thudmg vu c6p u! sri dpng con d6u .,iu'"Ap 

"y; 
,e,

kh6ng ld bf thu, ph6 bi thu, uj,vi6n ban thulng vp16p uy, nt*g fi fant iao
cs quan thuong truc ban chi d4o, ti6u ban, hQi d6ng... sri dr.rng con d6u cira
co quanthudng tnrc; c6c trudng ho.p kh6c, sri dpng con dau cua co quan, t6
chirc, ncri nguoi ky' v6n bin ld ldnh ttao co quan, t0 chric.
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- Truong hqrp khdng dugc d6ng d6u l6n cht kj cta ngudi cht ri hQi
theo quy tiinh sri dqng con diu cira cAp uj,, co quan, t6 chric ddng thi
d?o vdn phdng thta l6nh ban thucrng vq c6p uj', thri tru&ng co quaq t6

tic ddng x6c nhin cht lq; cria nguoi cht tri hQi nghi.

Vi dq:

NGI,OI GIil BSN BAN
(cht kf)

IIg vi t6n

CHANHviNPHoNG
riNHU.f
(chtkf)

Hg vi t6n

CHU TRi IIQI NGIII
(chtg)

Hg vi t6n

X6c nhan cht kf cua d6ng chi. ..

T/L BAN THT/Oi.IG W (hOAC IRUdNG BAN...)
cHANH vAN pHoNc (hofu pH6 cHANH vAN pHoNG)

(chfr kI)
Hg vir t6n

g) D6i v6i vin ban cua li6n co qwm ban hdnh, ghi diy rli chrtc qr cria
ngudi ky v6n bin vd t6n co quan, t6 chric ban hinh v6n ban.

Vi dp: Vdn ban cua li6n co quan Vin ph0ng Tinh uj vi V6n phbng Uj

1.7.2. Ki thuft trinh bay

Quy€n hqrL ghtc vg cria nguoi lcj vdn ban trinh biy g6c phai, duoi nQi
dung vEn ban (6 sd 74 Phu luc l).

H9 vi.t6n cta nguoi ky v6n ban trinh bdy du6i cht kf cuangudi kf
vdn ban (6 s5 Zb, phu luc l).

Chft lq, cira ngudi c6 thAm qyy6" Iry vin ban trinh bdy duoi quyAn h4n,
chrlc vp cria nguoi ky van ban (6 si5 7c, php lpc 1). Kh6ng dtng bfit 

"hi, 
,no"

mAu <Id ho{c miu nhg! mgc d6 phai a6 ty van Uan.

Ri6ng bi6n ban hQi ngft cAp uy, co quan, t6 chric tlang c6c cAp vi vin
ban cria li6, co quan ban hanh trinh bdy quydn han, chric vp, hq t6n vd cht
hj cta ngudi c6 th6m quyAn kf vin bdn cs quan chri ti, nguoi chiu trich
nhipm chinh d ph(a phdi, c6c co quan, ngudi tham giaLhdc tiinn Uay O plia
trai, n6u nhi6u cq quarL ngudi tham gia thi trinh bny xu6ng d6ng ducri.

ban nh6n dan tinh
SHANHvANPHONG

ui sAN NHAN DAN TiNE
(chr hj)

IIg vh t6n
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.9.2. K! thuqt trinh bdy

Nsi nhan vdn ban tinh biy g6c phai, dufi nQi dung vdn ban (6 sri 9a,
ul9c I). Tt "Noi nhan'trinh biy mQt ddng ri6ng, phAn li6t k6 cac c<r quan,

t6 chrlc, c6 nh6n nhfln vIn ban hinh bdy duoi tti ,Noi nhan".

Bt5i vOi t6n loai c6ng v6n, tinh bny tir "Kinh gii,, vi t6n co quan, t6
chtc, cri nhdn tuc tiilp nh{n gidi quyiit c6ng viQc ctng ddng vsi tu ,,Kinh

gui" d chinh gitia, trang tl6u vIn ban (6 si5 5a, php lqc l). O ddng rliu phan
noi nhfln cu6i ven ban c6 th6m tt "Nhu tr6n,,.

. D6i v6i t6n lo4i td hinh, tinh bdy th6m tu "Kfnh gui" vi t6n co quan,
t6 chric, cA nhdn tn;c titSp nhin giei quyiSt cOng viQc cirn! ddng voi ri, ,Kinh
grii' duoi t6n loai vd trfch yriu nQi dung vrn ban (6 sii 9b, phu iuc 1). o ddng
dAu phin nsi nh6n cuisi vatr ban co th6m ttr'Nhut0n,,.

Sau c6c tt 'Nsi nhan., ,,Kinh gui" c6 ddu hai ch6m 1:;, sau mdi cogg, ti chfic, c6 nh6n ho{c nh6m co qrun, tO chric, c6 nhAn nh6n vdn bAn co
diu phAy (,), krit thric noi nh6n van UancO aAu ch6m (.),

2. Cr[c thinh phf,n th6 thric b6 sung

Ngoii c6c rhanh phin the thfc b6t buQc, tu) nQi dung vi tinh chat tung
van ban cp th6, ncuoi ky vin ban quy6t dlnh b6 sung cac ti'arn pr,an *,6 tr,,,i"
sau tlAy:

2.1. Diiu chi mthc iI| mAL mtu iIQ khin
- D6u chi mrtc tIQ m{t g6m: UAq t6i mg! tuy6t mSl ViQc xic dlnh mric

d0 mat thuc hi-6a theo quy irinh cua phap luft va uao vQ bf mft nhi nu6c vir
quy dinh cria cAp uy, co quan, t6 chric a*g. Co, adu cfri mric d6 mAt duoc
kh6c theo huong dan cria86 c6ng an. uuc-adu miu cI6 n "ina, tiiil;;mdt rinh bny du6i s5 vd hj hieu v6n ban (6 s6 104 phu luc l).

. - DAu chi mrip dQ khAn.g6m: KhAn, thuong kh6n, hoi tOc. Tuj mric d6
cin chuydn nhanh vln ban d61ac dinh do r,r,h.,]rrau. aa, ,"a, ao t"oi. oa,
chi mtc dO khan finh bly duoi ddu chi mric d6 mft (6 sr5 l0b, php tpc f ).

2.2. Chi dfinphgmvi luu hdnh, dgthdo vdn bdn

. - D6i v6i nhtng v6n ban c6 pham vi, tl6i tuqng plO Uiiin, sir dqng han
ch6, ghi chi din ph4m vi luu hdnh nhu: Thi tiQu thu f,Oi; Xong nqing[i na
l4i; Xem xong tri l4i; Luu hdnh n6i b0; Tdi tiQu hOi ngh!; Kh6ng pn6 ii6n
tr€n c6c phuong tiQn th6ng tin dqi chring...
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Sao photocopy: Ld hinh thtc sao b6ng c6ch chgp lar vhn bin bang
tocopy, mAy fax hodc c6c ttritit b| chpp inh kh6c.

33. Thi thftc vd W thuil trinh bdy cdc thdnh phin *d *tc bdn sao

-D bio dim giri tri phep $ vi hiQu lr.rc thi hinh, c6c Io4i bAn sao phi.i
c6 tlt c6c thinh phAn th6 thtc ban sao. C6c thenh phan thA thric ban sao trinh
biy cu6i vhn bin can sao ngdn crich vcri v6n ben ;an sao bing mQt ducrng kd
n6t Ilen, co dO dii het ch leu ngang cua vtng tinh bdy vdn bin.

di6m nhu sau:

+ T6n cq quan sao vdn bAn x6c dinh c6p uj, cs quan, tri chric tling sao
vin ban.

DAu co quan sao trinh biy ducri chric vp ngu&i Isj sao (6 s5 19, phu
Iec 2).

Vfn dung ttr6 *rtc vg ki thuat rinh bny c6c thanh pnan Uit buQc d6
tigh bey c6c thanh phan tfre fifc ban sao tuqng img, ddng ttroi luu f m6t s6

T€n co quan sao vdn ban tinh biy g6c-tr6i, ddng dAu, ngay dr:oi duong
nglucachv6i nQi dungvlnban c6n sao (6 s6 14, ph-uigc 2).

+ St5 vd ky hiOu bin sao: Sii ben sao ghi li6n tpc tu sO Ot fiong m0t
nhiQm k! cAp uj; kj hiQu bdn sao ghi chung chfi vi6t t6t lir "BS".

. S5 vn ky higu bAn sao tinh bdy can d6i dudi t6n co quan sao vin bdrn
(6 s6 15, Phs lpc 2).

+ Chi dan loai ban.sao grrip cho vi€c guan li vd sri dqng ban sao. Tu)
thu6c vio loai bAn sao d6 ghi chi d6n loAi ban sao li: Sao y bAn chinh, sao
l1tc, ho4c trich sao.

Chi dan lo4i ban sao hinh bdy g6c phii, dbng dAu, ngang voi r6n co
quan sao vin bAn (O sO tO, Phr.r lqc 2). 

-

+ Dia danh vi ngiry, th6ng, n6m sao vin ban finh biy du6i chi d6n loqi
bin sao (6 si5 t Z, Phlr luc 2).

+ Chrlc vr;, chii lcj, h9 t€n cta nguoi kj sao trinh biy du6i tlia danh vd
ngay, thang, n[m sao v6n bdn (6 s6 t8a lgb, lgc, phu lqc 2).

+ ttoi nh{n bdn sao rinh biy du6i s5 vi kj hiQu bdn sao (6 sO 20, phq
luc 2).

- O6i vOi v6n bAn sao lpc nhi6u lan chi rinh biy mQt lan ft6 ttrtrc sao
hrc. Truimg hqp vdn bin cAn sao h6t trang thi trinh bey c6c drd,nh phin th6
thric ban sao vio trang moi vd tlanh s5 t.ang tiiip theo si5 rang cria vdn bdn
cdn sao, gitra trang cu6i vin ban cdn sao vd trang trinh biy c6c thdnh phAn ttr6
thric bin sao il6ng d6u girip lai.
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S.6, trang trinh bny hi tliiim gita cach m6p tr6n taog gr6y l0 mm vA
tfeu hai m6p phii, tnii cua phln c6 cht; kh6ng ttenh s6 trang a5i vOi
ttrt nh6t.

4.5. Phqt lyc vdn bdn

Trucrng hqp vEn ban c6 phq lgc kdm theo phii c6 chi din vd php lpc.

flr lUc v6n ban phii c6 ti6u dd; vln ban c6 ru hai phU lpc trd l6n pbei Chi;d
thtt.uphp luc bang cht s6 A-trp.

Php lgc vEn ban tinh bdy trang gi6y ri6ng; tu "phg lpc" va s,5 tlir t.u
cua php luc trinh bny thanh m6t ddng ri€ng, cfunh gita v6n uan. tcu ae cria
phU lpc trinh bdy du6i tt ',phq lgc" vA s6 thri tu cta phu lpc.

m- To crrrc TE[I. cHrEN

_ __I: Hudng d5n niy c6 hipu lpc tir ngdy ky, thay th6 Huong din s6
t l-PlTTW, ngiry 28/5/2004 cua V[n ph6ng Trung uong Dang truO,ng aan
v€ th€ thric vdn ban cria Dang vi C6ng vEn s6 Z5g7_CyNpTW/nb, ngiy
?5!5?.010 cria V[n phdng Tn:ng uong Dtg huong din th6m mQt ,A aia_"#
th€ thric vIn ban cria dai h6i vd cdc ti6u ban girip viQc dai hQi.

, .^ -?. 96" ::ryr, tht truong cq quan, t6 chtc rtang c6 tr6ch nhi6m thuc
hiQn Hunng d6n niy.

_ Cs quan U! ban Kiiim ta Trung uong, euAn u! Trung uong Dang u!
C_6ng anTrung uoxg vADang u! Ngoli n"g" ,o ttr6 iroa 

",".0, 
,O At;;:"g

_r.:,1*,1t 1ar 
cfo.plt nse uoiaar aiA- t6 chric vd hoat d6ng cria cs quan

uy ban krem tr4 t0 chric dang trong quAn tl6i, c6ng an vA 6 nu6c ngod,i.

3. Giao Cpc Luu trt VEn phong Trung ucmg Ddng hu6rng d6rU kiiim tra,
theo d.iviQc thuc hiOn Huong din nay; alxu6isria a?i, U6 

"*rgG;i;y
tnii mt can tn6t.

c6ch

trang

Noi nh6n:
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4. Sii trang vdn bdn

ln ban c6 hai trang trd I6n phai ghi si5 trang blng cht s6 A_r6p.

KTT CIIANII VANPHONC
VANPHONG- Cactinh ui, thinh u!,

- C6c ban ttang, baD cAn su dang, dang ttoan,
tlang uj, ban chl dao, tiriu baq
h6i d6ng truc thu6c Trung uong,

- Beo, tap chi, nhd xu6t bdn truc thu6c Trung
- Cuc Luu trft Vin phdng Trung uong Ding,
- Luu Vln phdng Trung uong Ddng.

G

t
Iuong,

trrtt{ P

Vin Th4ch
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Ghi chri

14. T€n co quan sao vtrn bAn;
15. 56 va ki hieu ban sao;
16. Cbl dAn 1o4i bin sao;
17. Dia danh vi ngin thring ntrm sao vEn bin;
l8a, l8b, I 8c. Chr?c vu, chii kf, hq tem nguli kf sao;
19. DAu co quan sao;

20. Noi nhAn brin sao.

Phu luc 2
so dA b5 tri c6c-thhni phin th6 thri,c b6n sao

(Kdm theo Htbng ain sd SAfntWTW, ngay 03/4/2018
cia Ydn phing Trung nong Ddng)

l6

l5 17

20 18a

sao)@t:ong ngdn cdch voi nQi dung vbt bdn

l8c

+-30- -+

t
20"

<+
l5mto

IriIil19
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Nghi€ng

PHO Bi THIJ

Nguy6n Bic Nam

ThUc hien theo quy dlnh cria Ban Bi thu,

hudng ddn cria Ban T6 chric Trung uong vd

BQ C6ng an.

Kinh g*i:

- Ban Bi thu Trung uong,

- VIn phdng Trung uong Dang'

cht Times New Roman)
Minh ho4

(ph6ng
Ki6u chii'Cf chfr'Lo4i chiiThinh phAn th6 thftcTT

Drmg, tlflm14-15In hoa- T€n phAn, chuong QUY D[NH CHUNG

Mgc 1Dimg, tlQmr4-15In thudng- Ttr'Mpc' ve sii thrl tg cria mqc

Eung, dam14-15In hoa GIAI TITiCH TUNGI

Ei6u 1. Ph4m vi tlidu chinhDirng, dfmr4-15In thudrng- Ti "Didu", s6 ttti tu vi t6n diAu

- T6n muc

Dftng14- 15- KhoAn

D(rngl4-15

In thudng

In thudng

7

T/'IVI BAN TIII,dNG VU

1. Quy dinh v6...

a) NQi dung v6n bin. ..

Dimg, dimt4

Quy6n h3n, chirc qr, hq. t6n vir chtr ki
cria ngudi c6 thAm quY6n kf v6n bdn,

sao vdn bin

- Quydn hpn h-i vln bdn

- Ei,6m

Eung14In hoa

Dung, dimIn thuhng l4

9

l4In thubng

14In thuong

- Chtc vp cfia nguoi kj v5n bin

- HQ t6n ctra ngudi kf vdn bin

DAu co quan, t6 ohtc ban hinh vin
bin, sao vAn bdn

Noi nhin vin b6n, bdn sao

- Tir "Kinh grii" d6i v6i t6n lo4i c6ng

€n co quan, t6 chftc, c6 nhdn sau ttr

vin, td trinh

Crii"
tzI

Dimg

In hoa

8.
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TT Thhnh phAn th6 thfc Lo4i chfr u(r cnu

- Ttr "Noi nhin" In thudng 14

- TOn co quan, tO chric, c6 nh6n sau tr)
"Noi nhfln"

12

r0. Ddu chi m(rc tIQ mAt, mfc d0 knAn

- Diu chi rnirc dQ mft

Minh ho4
(ph6ng chii Times New Roman)

- Cric huyQn u!, thl u!, dAng uj, truc thuQc,
- Cdc tl6ng chi Tinh uli vi6n,

Thgc hiQn theo hu6ng din cta BQ C6ng an

Ki6u chir

- Luu Vtrn

Dfng, d4m

Dirng, dim

Tinh

Ermg

u6a r0c

Noi nhdn:
Dfng, c6
g4ch ch6n

- Ddu chi mtc d6 khAn In hoa 14

Chi dAn ph4m vi luu hdnh vri dg thAo

- Chi din ph4m vi lrru hdnh

vdn bin

t2

In thudng

In hoa

14 Dry thdo ldn 2
12. In hoa 6

Nghi6ng

Dung

13. In thucrng l0 Ermg 56 9A, Nguydn Cenh Ch6n, Ba Dlnh, HA NOi;
diQn tho4i: 080.45774; fax: 080.43472; emait:

Cucluutru@VPTW.

t4.

- Chi din dU thAo vtrn bin

Kyi hiQu ngudi d6nh m4y vi s6 luo. ng
bAn phrit hinh

Th6ng tin 1i6n hQ c0a co quan ban hdnh
vin bin

Chi dan lo4i bAn sao In hoa 14 Drmg, tt4m SAO YBAN CEiNH
ang vEn b6n In thudmg I4 D,mg 2; 16:,28...

z.o
EI
a.
2r{

In thudng

IL

xoNG Hor NGHI rRAL4.r

ABC.26E


