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HT,ONG DAN
th6 thftc vd ki thuft trinh biy vIn bin cfra Ding

Trung ucrng Ding vC th6 lo4i, thAm quy6n ban hdnh vi thii thric vIn b6n cria
Ding, Vln phdng Trung uong EAng hudng a6n ttr6 thric vd k! thuat trinh bny
vin b6n cria Dang nhu sau:

I. HIJdNG DAN CHUNG

1. Ph4m vi di6u chinh

Vln bin ndy hu6ng ddn vC thiS thirc vd k! thuat trinh bdy vin bin
cta Ding.

VEn bin chuy6n ngiinh, vdn bin kiri in thanh s6ch vd cac 6n phAm knac
kh6ng thu6c ph4m vi didu chinh cria Hudng d6n ndy.

2. Diii tugng 6p dgng

VAn ban ndy 6p dung tltii v6i c6c c6p u!, co quan, ti5 chric itang tt Trung
uong d6n co sd.

HQ thiSng crlc trulng chinh tri, cfuc co quan, t6 chric ho4t d6ng theo
LuAt Doanh nghigp kh6ng thu6c tlt5i tuqng 6p drJng v[n ban niy.

3. YGu ciu

Vin b6n chinh thric cria c6p uy, co quan, t6 chric tl6ng ph6i thi5ng nh6t
the thric vd k! thudt trinh biy Ai5 Uao d6m gid trf ph6p lf vd gi6 tri thyc tGn.

4. Tr6ch nhi$m cria cic cd nhin

- Ngudi ky vin bin ld ngudi chfu trdch nhiQm vA thi5 thric vd k! thuft
trinh bdy vdn ban.

- Ch6nh vdn phdng hoflc ngudi duoc giao php tr5ch c6ng t6c vdn phdng
c6 tr6ch nhiQm thAm tlinh the thric vi k! thuQt trinh bdy v6n b6n.
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- C6n bQ, nh6n vi6n tlugc giao so4n thAo vdn bin c6 tr6ch nhiQm thyc

hiQn thing hu6ng dAn v6 th6 thtc vd k! thuft trinh biy v[n bin.

- CAn b6, nhdn vi6n ldm nhiQm vg v6n thu co quan c6 tr6ch nhiQm kii5m

tra th6 thfc vd k! thu4t trinh bdy v[n b6n tru6c khi trinh ki, ph6t hanh.

rr- HTIdNG oAN cg rnn

1. Cdc thirnh phin th6 thfc Uit tu6c

I.I. TiAu di "Ddng CQng sdn ViQt Nam"

1.1.1. Thii th*c

Ti6u il6 "Dirg CQng san ViQt Nam" la thenh phAn th6 thfc x5c tlinh

v[n bin cria D6ng.

1.1.2. Ki thudt trinh bay

Ti6u tt6 trinh bdy trang dAu, g6c phdi, ddng tlAu, phia du6i c6 tludng k6

ngang ngdn c6ch v6i tlia danh vir ngdy, th6ng, n5m ban hdnh v[n ban; dudng

k6 ngang n6t [An, c6 tlQ ddi bang dO ddi ti6u d'5 (6 s6 1, Phu luc l).

Vi du:
DANG CSNG SAN VIET NAM

L2. TAn c0 quan ban hdnh vdn bdn

1.2.1. Thd thftc

TOn co quan ban hdnh v5n bin ld thanh phAn th6 thric xric ilinh t6c gii
v6n ban. Ghi chinh x5c, dAy dfr t€n co quan ban hdnh vdn ban theo quy ttinh

cta DiAu lQ Dang ho{c vdn ban thdnh lfp cta cdp uy, co quan' t6 chfc tlang

c6 thAm quydo.

a) V[n bin cria dai hQi dang c6c c6p ghi t6n co quan ban hanh vdn bin
ln tlai hQi tting c6p d6; ghi ro dai hQi ttai bi6u ho4c tt4i hqi todn th6 ding vi6n

tan tnt m6y, truong hgp kh6ng x5c dinh dugc lAn thri m6y thi ghi thdi gian

cria nhiQm k!. Ven birn cia tloirn chri tich, doirn thu ky, ban thAm tra tu c6ch

d4i bi6u, ban ki6m phii5u ghi t6n co quan ban hhnh vdn b6n ld tloan chri tich,

dodn thu kyf, ban thAm tra tu cSch dai bi6u, ban ki6m phi6u vi t6n Co quan

c6p tr6n ld dai hQi d6ng c6p <t6.

- VIn ban cria d4i hQi dnng todn qu6c.
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Vi du 1: Vdn ban cria <I4i hQi

DAr HQrDAr BTEUTOAN QUOC LAN Trrr/...
*

Vi dg 2: Vdn ban cta dodn chir tich

DAI HOI DAI BIEU TOAN QUOC LAN THU...
DOAN CHU TICII

:f

- VAn ban cria tl4i hQi dang b0 cAp tinh vA ttang bQ truc thuQc Trung uong.

Vi dp 1: Vdn b6n cria ilai hqi

DANG, o iitif+t'Ji'^r'*LuY^N rHrr. . .
*

Vi du 2: Vin b6n cria tloin thu kf
DAI HOI EAI BIEU

DANGBO KH6I CAC CO QUAN TRLING UoNG
LANTHU...

DOANTHIIKf
*

- Ven ban cia dai hQi dnng bQ c6p huyQn.

Vi dp l: Ven ban cria tlai h6i

DANG To 
",,?-$l1g?$+fif^H, 

LAN rrrrr...
*

Vi dU 2: VAn ban cta ban thAm tra tu c6ch tlai bi,5u

DN HOI DAI BIEU
DANG Be Hr"rrEN cON oAo LAN THrJ...

BAN THAM TRA TIICACH DAI BIEU
*

- V[n bin cria d4i hgi ttang bQ c6p co sd.

Vi dg l: Ven ban cta tlai hOi

DAr HQr DAr Briiu
DANG BQ xA THIEU GIANG LAN THU...

*
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Vi du 2: Vdn bin cria ban ki6m philiu

DAIHQI
DANG B9 CUC LLtu TRU NHIEM Ki',...

BAN KIEM PHIEU
*

- VIn bin cira d4i hOi chi b0.

Vi dp l: Vdn bin cria dai hqi

crrr Be rHoN 
"'fl, 

#u;31" NHrEM Kv...
,t

Vi du 2: Vdn bin c[ta ban ki6m phiiSu

EAIHQI
CHI BQ PHONG TAI CHiNHNHIE.M KV...

BAN KITM PHIEU
*

b) Ven ban cfra c6p uj'c5c c6p vd chi b0 ghi t6n co quan ban hanh vin ban

nhu sau:

- Vdn ban cta Ban ChAp hdnh Trung uong, BQ Chinh tri, Ban Bi thu

ghi chung ld Ban ChAp henh Trung uong.

Vi du:
BAN CHAP HANII TRUNG IJONG

{<

- Vdn bin cria ban ch6p hdnh itang b0 tinh, thenh phii, dang b0 truc

thugc Trung ucrng, vdn bin cta ban thudng vg tinh uj', thanh uj', dang ui tr.uc

thuQc Trung uong ghi chung ld tinh uj', thdnh uj', tlang uj'.

Vi du l:
TiNH Ui,DONG THAP

,k

Vi dp 2:

DANG U{,C6NC AN TRUNG I,ONG
*

- V[n bin cria ban ch6p hdnh dang bQ huyQn, qu4n vd ding bQ tuong

duong, vdn bin ctra ban thudng vu huyQn uy, qufn uj'vd ilang uy tuong



tluong_ghi chung ld huy0n uy, quan ui, rtang ui' vd t6n cria dang bQ c6p tr6n
truc tii5p.

Vi du l:
DANG BQ TiNH IIA GIANG

rruYpN utooNc vAN
*

Vi dg 2:

DANGBO TiNHCAMAU
DANG UV KHoIDoANH NGHIEP

1.

- VIn bin cta ban ch6p hanh ttang b6 co sd, v5n bin cria ban thudng 4r
<lang uj,co sd ghi chung ld ttang uj. vd t6n dang b0 c6p tr6n tryc ti6p.

Vi dp:
DANG BQ HTIYEN THANH C}IIJONG

DANG UI xA THANH IIA
*

- VIn ban cria dang uf bQ phfn tryc thuQc rtang uj, co s6 ghi t6n il6ng
uf bQ phqn vd t6n d6ng b9 co sd c6p trdn tryc ti6p.

Vf dp l:
qANG Bg xA^Lac rHlrf

DANG UY THON TUY LOC
*

Vi du 2:
DANG B9 SO Y TE

DANG ui rpmr vrEN DA KHoA TitlH
*

- Vdn ban cria chi bQ co sd, chi b6 tr.uc thu6c clang uj' co s6 vd chi bQ t.uc
thu6c tlang uf bQ ph{n ghi chung ld chi b6 vi t6n tlang b0 c6p tr6n tr.uc ti6p.

Vi dp l:
DANG BQ xA TIEN PHONG
CIII BQ X6M DINH THANH

*

Vi du 2:
DANG B9 CUC QUAN TRI T.78

cHr BQ PHONG nAns cHiNH - T6 cHr.IC
!k
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c) Vdn bin cria c6c co quan, t6 chric d6ng ttuqc lQp theo quy6t dinh cria

c6p uf cic cdp (co quan tham muu, girip vigc, ding doin, ban can sg ding,

ban chi d4o, tiiiu ban, hgi d6ng. . . ) ghi t6n co quan ban hinh vdn bin li t6n co

+ Ven ban cria c6c dang dodn, ban c6n sg ttang tryc thuqc c6p uj'c6p tinh.

Vi du 1:
TiNH ut DIEN BIEN

DANGEOAN HOIDONG NHAN DAN
,,(

Vi du 2:

, TTTANU UV CAN THO
BAN CAN SIJEANG U{.BAN NHAN DAN

*

quan, t6 chric tlang vi t6n c6p uy mi co quan d6 tryc thuQc.

- VIn bin cta c6c co quan tham muu, giitp viQc.

Vi dq I : Vin bdn cila cilc co quan tham muu, gitip viQc Trung uong

BAN CHAP UANH TRUNG UONG
BAN T6 CHIIC

,}

Vi du 2: Ven ban cuacdc co quan tham muu, girip viQc c6p uj'cAp tinh

TiNHU-'iKIEN GIANG
vAN rnoNc

,}

Vi dp 3: Vdn bdn ctia c6c co quan tham muu, girip vigc cAp uj' c6p huyQn

HTIYEN IIi TNID.IC KHANH
BAN DAN VAN

;t

- VAn ban cta c6c d6ng dodn, ban can sg <lang'

+ Van ban cta c6c clang doin, ban c6n sg ding tryc thuQc Trung uong

Vi du 1:
BAN CHAP HANH TRUNG UONG

DANG DOAN QUOC HQI
*

Vi du 2:

BAN CHAP TdNrI TRUNG UONG
BAN cAN SIIDANG BQ Kf lro4.cH vA uAu rU



- V[n ban ci:ac6c ban chi dao, ti6u ban, hQi rl6ng...

+ VAn ban ct:r-cdc ban chi tl4o, ti6u ban, hQi tl6ng... tr.uc thu6c Trung uong.

Vf du l:
BAN CHAP HANH TRT]NG UONG

BAN CIIi DAo CAI cAcTT TUPHAP
*

Vi dp 2:

BAN CHAP HANH TRUNG UONG
HOTDoNG Lf LUAN

*

+ Vln bin cria c6c ban chi dao, tiiSu ban, h6i tl6ng... trgc thuQc c6p uj,

Vi du l:
TINHUYDONGNAI

BAI\[ CHi DAO CAI CACH TTANN CHiNH
:t

Vi du 2:
riNn tri ruyeN euANG

c6p tinh.

c6p huygn.

quan cap tren truc tlep.

Vi ds l:

TIEU BAN VAN KrEN D+r HoT DANG BQ LAN rnil XV

+ Vln bin cria c6c ban chi d4o, tiiSu ban, hQi tl6ng... trgc thuQc c5p uj'

Vi dp l:
HLTYENUiPUONCOGN

BAN cHiDAo rivc HrEN euy cHf DAN cHU
*

Vi du 2:
HLITEN Ui OTI.TT HOA

Her DONG xA'c opur bH rru rAr Lryu
*

d) Vnn bdn cta c6c don vf tiu-o. c l4p theo quytit tlfnh cta co quan, t6
chric ding cic cdp ghi t6n co quan ban hanh vdn bAn ld ten don vi vd t6n co

BAN TUYEN GIAO TRUNG UONG
vU Lf LUAN CHiNH TRI

*
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vAN PHoNG riNH tri
PHONG T6NG HgP

*

il) Ven bin cria 1i6n co quan ban hinh ghi ttiy thi t6n c5c co quan, t6

chric ban hinh v6n ban.

Vi dr,l:

BAN T6 CHIIC rirvn Ui - so NQr vu
*

1.2.2. Ky thuQt trinh bay

TCn co quan ban hirnh vdn ban ddi c6 th6 trinh bdy thdnh nhiAu ddng.
pt5i vOi vln ban cria li6n co quan, ghi t6n co quan, t6 chric chri tri tru6c, gitra

c6c t6n co quan, t6 chric c6 d6u gach n5i (-).

T6n co quan ban hdnh vln ban trinh bdy g6c tr6i, ddng diu, ngang v6i
ti6u dd, phia duOi c6 d6u sao (*) ngdn cSch v6i s6 vd kf hiQu vdn bin (6 s6 2,

Phu luc l).

1.3. SO vd h! hiQu vdn b,fin

t.3.1. Thd thil:c

a) Si5 v5n ban ld s6 thri tg cira vdn bin dugc ding ki, quan lf t4i vdn

thu co quan. Cu thii:

- 56 v[n bin cria dai hQi ding c5c c6p ghi li6n tpc tir s6 01 chung cho

tit cir chc t6n lo4i v6n bdrn cira d4i hQi, doan chri tich, dodn thu h.f, ban thAm

tra tu c6ch dai bi6u, ban ki6m phitiu ke tu ngdy khai m4c tlai h6i (tinh tir khi
bit dAu phi6n tru bi) diin hi5t ngdy b6 m4c tlai hQi.

- Si5 vdn bdn cria c6p u!, co quan, t6 chtc ding dugc lfp theo quy6t

dinh cria c6p uj' (gdm: co quan tham muu, girip viQc, dang doin, ban 96n su

dAng, ban chi d4o, ti6u ban, hQi d6ng...), c6c dcrn vi tlugc lfp theo quy6t tlfnh

cira co quan, t6 chric ding cbc cilp ghi li6n tuc tir s5 01 cho m5i t6n loai v[n
bAn trong m$t nhi€m lcj c6p uj'.

NhiQm kj, c6p uy ttusc tinh tri ngdy liBn kA sau ngiry b6 mac dai hQi lin
ndy di5n hr5t ngiy b6 mac ilai hQi lAn kl5 tii5p. Trudng ho. p hQi nghi cAp u! lAn

thri nh6t diSn ra trong thdi gian dpi hQi thi nhiQm ki' cAp uj' m6i dugc tinh tri
ngdy khai mac hQi ng$ c6p uj'lAn thf nhAt.

- 56 v6n bin cria li6n co quan ban hdnh ghi li6n tgc v6i s6 vdn bin ctrng

t6n 1o4i cria co quan, t6 chtic chri tri.



- 56 vdn ban mft ghi li6n tgc v6i s5 v[n ban kh6ng mit cirng t6n loai
vhn ban.

b) Kf hiQu v5n bin gdm nh6m chfi vi6t tit c0a t€n loai vln b6n vA r6n
co quan ban hanh vin bdn.

- Ky hiqu t6n lo4i v5n ban ld cht c6i dAu c6c 6m ti6t cira t6n loai vin
bin, nhu: NQ (nghi quyi5t), CT (chi thi), KL (ktit luQn), eC (quy chiS),
BC (b6o c6o)...

Kf hiQu mQt s6 t€n loai vdn b6n th5ng nh6t nhu sau:

quyi5t ainh: qO

Quy ttinh: QDi

Chi th!: CT

Chuong trinh: CTr

Th6ng tri: TT

Td trinh: TTr

- Kf hiQu t6n co quan ban hanh vdn ban ld nhihrg chfi c6i dAu c6c 6m
titit cria t6n co quan ban hanh v[n ban.

+ Ky hiQu t6n co quan ban hdnh v5n bAn cria d4i h6i tlang c6c c6p
(gdm: dai hQi, ttodn chri tfch, tlodn thu k1f, ban thAm tra tu cdch rl4i bi6u, ban
kirim phi6u) ghi chung cht vi6t tit Ia'DH".

Vi dy 1: B6o c6o cria tl4i hQi

S.i I6-BC/DH

Vi dg 2: Bi6n bdn cria ban ki,3m phi6u

36I8-BB/DH

+ Kf higu t6n co quan ban hdnh v5n bin c0a c6p uj,, co quan, tr5 chric
ding c5c c6p ghi chfi viiit tit tdn c6p uj', co quan, tr5 chfc ct6ng tl6.

Vi dU 1: quy6t dinh ctia Ban Kinh ta5 Trung uong

s6 246-QD/BKTTW

Vi dU 2: Hudng d6n cria tinh uj
56l5-HD/TU
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Vi du 3: C6ng v5n cria ban t6 chric tinh uj'

56 357-CVIBTCTU

Vi du 4: B6o c6o cria huyQn uli
s6 76-BC[ru

+ Kf hi6u t6n co quan ban hanh vdn bin cria 1i0n co quan ban hdnh ghi

chu vii5t tit t6n c6c co quan, t6 chtc ban hdnh vdn bin.

Vf dq: Quy chi5 cria li€n co quan ban t6 chtc tinh uy vir ban d6n vQn

tinh uj'
Si5 05-QCIBTCTU-BDVTU

Kf higu mQt s6 t6n co quan ban hdnh vln bin tht5ng nh6t nhu sau:

* Crlc dang uj' vd chi bQ

Dang uj'quAn sg: DUQS; ri6ng Qudn uy Trung ucrng: QUTW

Dang u!'c6ng an: DUCA

Ding uj'bi6n phdng: DUBP

Dang uj'kh6i: EUK

Chc ding uj' kh6c: DU

Chi b0: CB

* C6c co quan tham muu, giriP viQc

Uj'ban Ki6m tra Trung ucrng: UBKTTW

Ban t6 chric tinh uj': BTCTU

Bantuy6n gi6o huyQn uj': BTGHU

* Dang doan: DD

* Ban c6n sg tlang: BCSD

* Ban chi d4o: BCE

* Ti,3u ban: TB

* H$i tt6ng: HD

1.3.2. K, thufit ffinh bdY

S5 vln bin vi6t beng chir s6 A-rap. S5 vdn bAn nh6 hon l0 phni ghi

s5 O pfria hudc; gioa s6 vd kf hiQu c6 d6u g4ch nOi 1-1, gita chfi vitit tit tCn



t1

lo4i vin ban vd chir vi6t tit ten co quan ban hanh vln ban c6 d6u g4ch ch6o (/),
gitra cht vitit tit cria li€n co quan ban hdnh v5n ban c6 d6u gach n6i O.

56 ve kf hiQu v5n ban trinh bdy cdn O,5i auOi t6n co quan ban hanh v5n
ban (6 s5 3, Phu luc l).

1.4. Dla danh vd ngdy, thdng, ndm ban hdnh vdn bdn

1.4.1. ThO ththc

a) Dia danh ban hanh vdn ban h t6n gqi chinh thric cria dcrn vi hdnh
chinh (t6n ri6ng cta tinh, thinh ph6 truc thuQc Trung ucmg; t6n ri6ng cria
huyQn, qu$n, thix5, thanh ph6 thugc tinh; t€n ri6ng cria x5, phudng, thi tfln)

. A , .2.noi cip uy, co quan, t6 chric iling tl{t tru sd.

- Ven ban cria cAp uj', co quan, t6 chric ttang c6p Trung uong ghi ttla
danh ban hanh v[n ban ld t6n tinh, thenh ph5 tryc thuQc Trung uong.

Vi du l: Ven ban cia Ban D6i ngo4i Trung unng (tru sd tai thdnh ph6
HeNoi)

Hd N1i,

Vf dU 2: Vin b6n cta CUc Quan tri T.26 thuQc Vdn phdng Trung uong
Dang (trp sd tai thd,nh ph6, Oa Ning)

Dd NEng,

- VIn bdn cria c6p uy, co quan, t6 chric ttang c6p tinh ghi dia danh ban
hanh vdn ban ld t6n tinh, thanh ph5 trgc thu6c Trung ucrng.

Vi dp 1: Vln b6n cta Tinh uj, Quang Tri

Qudng Tri,

Vi dU 2: Ven ban cria Ban c6n sy tlang Uj ban nh6n dan tinh An Giang

An Giang,

- Vdn ban cria c6p uy, co quan, t6 chric clang c6p huyQn ghi tlia danh
ban hdnh vdn ban ld t6n huy6n, qu{n, th! x5, thdnh ph6 thuQc tinh.

Vi dp l: VIn bdn cria HuyQn uj'LAm Hd (tinh LAm Ddng)

Ldm Hd,

Yi dV 2: VAn ban cria Ban DAn vdn HuyQn uf TuAn Gi6o (tinh Di€n Bi6n)

Tuin Gido,

- Ven ban cria c6p uy, co quan, t6 chric tlang c6p co sd d xE, phudng,
thi trSn ghi tlla danh ban hanh v5n ban la ten xa, phuOng, thi tr6n.
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Vi dU l: Vdn bin cria Dang uj' x5 Nhdn Thing (huyQn Gia Binh, tinh

Bic Ninh)
Nhdn Thdng,

Vi du 2: Vdn t6n cria Chi bQ th6n TriAu Khric (xd TAn Tridu, huyQn

Thanh Tri, thdnh ph6 Hd NQi)

Tdn Triiu,

- VIn b6n cta c6p uy, co quan, t6 chric tlang dugc 14p 6 c5c co quan

c6ng t6c, don vihdnh chinh, sp nghiQp, t6 chric kinh 16... ghi tlla danh ban

hdnh v6n bdn theo dia danh ban hanh v6n bin cta co quan c6ng t6c, don v!

hinh chinh, sg nghiQp, ti5 chric kinh ti5...

- VIn bdn cria li6n co quan ban hdLnh ghi tlia danh ban hdnh v[n bin
theo dfa danh ban hdnh v5n bAn cria co quan, t6 chric chri tri.

- Ghi th6m cAp hanh chinh tru6c tlia danh ban hdnh v[n b6n trong c6c

trudng hqp sau dAy:

+ Dia danh mang t6n ngudi, tlia danh mQt Am titlt, dia danh theo s6

thri tU.

Vi du 1: Dla danh hdnh chinh mang t6n ngudi

Qudn Hai Bd Trung; Phudng LA Dqi Hdnh...

Vi dp 2: Dia danh hanh chinh mQt 6m tii5t

Thdnh ph6 Hud; Phudng Budi...

Vi du 3: Dia danh hdnh chinh theo s6 thri tu

Phwdng 7; Quqn L.

+ Dia danh c6 t6n ri6ng cta huyQn, qu4n, thi x5, thdnh phl5 thu6c tintr

trung v6i t6n ri6ng cria tinh; t6n ri6ng cfta x6, phudng, thi ff6n thuQc huyQn

tring v6i t6n ri6ng cria huyQn...

Vi du 1: Vin bAn cria c6p uy, co quan, t6 chric dirng thanh phti Hod

Binh, tinh Hod Binh
Thdnh phii Hod Binh,

Vi du 2: Vdn bin cira c6p uy, co quan, t,5 chric dAng Th! tr6n Chg M6i,
huyQn Chg M6i, tinh Bic K4n

Thi trdn chq Mdi,
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b) Ngdy, thring, nim ban hdnh vin bdn li ngdy, thring, n5m vdn ban
du-o. c ngudi c6 thAm quydn kf ban hinh.

1.4.2. KithuQftrinhbdy

Ngdy du6i l0 vd thang du6i 3 phii th6m sO O O trudc vd vii5t tldy rtri
chtr ngdy, th5ng, nim; gitra tlia danh vd ngdy, th6ng, n5m ban hanh vin ban
c6 d6u phAy (,).

Vi dp:

Hd N|| ngdy 03 thdng 02 ndm 2018

CAp hanh chfnh tru6c tlfa danh ban hanh v[n bin c6 thi! ghi cht viiSt tit
ld TP (thdnh pfrii;, tX (thi xd), TT (thi tr6n)...

Vi du:

rP. H6 Chi Minh; Q. La Chdn...

Dia danh vd ngiy, th6ng, nim ban hanh vdn bi.n trinh biy du6i ti6u tt6
(6 sti 4, Php lpc l).

L5. TAn bgi vdn bdn vd trich ydu nQi dung vdn brtn

1.5. t. Th€ thtirc

- T6n lopi vdn bin ld t6n cria tring lopi vin bin. Cic vdn ban ban hdnh
t16u ghi t6n lo4i vdn bin, tru c6ng vdn. Trich y6u nQi dung v5n ban ld mQt cAu

ngin ggn hodc m6t cqm tir phan anh n6i dung chri y6u cria vdn bin.

vidu: 
BAocAo

k5t qu6 tlai hQi chi bQ nhiQm k! 2017 -2020

- Cirng m6t t6n lo4i v[n b6n mA c6p uj, ho[c ban thucrng vu c6p uj,ban
hinh c6 th6 ghi t6n t6c gi6 trong trich ytiu nQi dung v[n ban.

Vi dr,r:

xtr r-,uax
CUA BAN THUONG VU rrUrEN rrT

v6 cdng_tic cin bQ

- Ri6ng b6o c6o chinh trf do c6p uli kho5 tluong nhiQm trinh ttai hQi
d6ng c6c c6p ghi t6n lo4i vd trich yr5u nQi dung vdn bin nhu sau:
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+ Trudng hgp b6o c6o chinh trf c6 chi d6

Vi du:
...(NQTDUNG CHUDT)...

ftdo cdo cila... khod... trinh dqi hqi... lin thil:...)

+ Trudng hqp b6o c6o chinh tri kh6ng c6 chri tl6

Vi ds:
BAo CAo

...(trich y5u nQi dung)...

ftdo cdo cia... nhiQm kj'... *inh dqi hoi... nhiQm h)...)

1.5.2. K, thuQt trinh bdy

T6n loSi vin b6n trinh bdy mQt ddng ri6ng, trich yiiu nQi dung v[n ban

trinh bdy du6i t6n lo4i v6n bin; phia du6i trich ytiu nqi dung vdn bAn c6 n[m
(5) d5u g4ch n5i O ngln c6ch v6i nQi dung vdn bin.

T6n loai vd trich yiSu nQi dung vdn bAn trinh bdy chinh giira trang ddu

vdn ban (6 s6 5a, Phr,r h;c 1).

Ri6ng trich yi5u nQi dung vdn b6n cua t6n lopi c6ng vdn trinh bdy dudi

si5 vd ky hiQu vdn ban (6 sd 5b, Phq hlc 1).

Vi d9:
56 268-CVA/PTU

ChuAn bi hAi ngh! trvc tuydn
qudn triQt Nghi quyAt Trung uong 6 khod XII

1.6. N|i dung vdn b,rtn

1.6.1. Thd thac

NQi dung v5n ban le thdnh phAn th6 thric cht yi5u cira vdn ban. NQi

dung v[n ban phni b6o ttdrn c6c y6u cAu sau d6y:

- Ering cht trucrng, dudng li5i ctra Dang, ph6p lu4t cria Nhd nudc.

- Phn hqp v6i t6n lopi vdn ban; diSn d4t ph6 th6ng, chinh x6c, 16 rirng,
.i. .i

de nleu.

- Chi vi6t tit nhimg tir, cqm tir thdng dpng. C6 thi5 vii5t tit nhftng tt,
cqm tir sri dung nhi6u l6n trong vdn bdn, nhung c6c cht vi6t tlt l6n dd:u cria

tri, cum tir phii d4t trong dAu ngoqc don ngay sau tit, cpm tt tl6.
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- Khi vi6n ddn can ghi diy tlt t6n loai vdn ban; s6, kf hiQu vdn bi,n,
ngdy, th6ng, ndm ban hanh vnn b6n, t6n co quan ban hanh vdn ban vd trich
yiiu ngi dung vdn ban; c6c l6n viQn din ti6p theo chi ghi t6n loqi vi s6, ktf
hiQu cria vin ban tt6.

- Gini thich 16 cric thu4t ngir chuy6n m6n sri dpng trong vbn ban.

- Tuj,theo nQi dung, v[n ban tluoc b6 cpc theo phin, chuong, rUC,
didu, khoAn, tli,5m... cho pht h-o. p.

1.6.2. Ki thuQt trinh bay

Th6ng thudng nQi dung bin v[n dugc din ddu ci hai 16; khi xu6ng
ddng, cht dAu ddng lii vdo khoang 10 mm; khoang c6ch giiia crlc tlopn vIn
ban (Spacing; tl5l tfri6u h 6pt; khoang c6ch giira c6c ddng (Line spacing) t6i
thitiu ld l8pt (Exactly); ki5t thric nQi dung v[n bin c6 dAu ch6m (.).

Nhirng v[n ban c6 phdn cin cri ban hdnh, m5i can cri trinh bdy m6t
ddng ri6ng, cu5i ddng c6 d6u ch6m phAy (;), ri6ng cln cri cu5i cirng c6 d6u
phAv (,).

Nhtng vln b6n tluoc b5 cuc theo phAn, chuong, mqc, diAu, khoin,
tlii5m trinh biy nhu sau:

+ Phan, chuong: C6c tu "PhAn", "Chuong" vd s5 thri ty cria phdn,
chuong trinh bny mQt ddng ri6ng, chinh gita; s5 thf tu cria phAn, chuong
dtng cht s6 La Ma ho[c ghi bing cht; t6n phin, chuong (ni5u c6) trinh biy
ngay du6i tt "PhAn", "Chuong".

* Muc: Tir "Mqc" ve s5 thri t.u cira mpc trinh bdy mQt ddng ri6ng, chinh
gitra; si5 thri tu cira mpc dirng chfr s6 A-.flp; t6n mqc (n6u c6) trinh bdy ngay
dudi tir "Mpc".

+ Eidu: Ttr "Eidu", si5 thir qu vd t6n tli6u (ho[c nQi dung cria di6u) trinh
bdy cirng mQt ddng; s6 tht tU cta di6u dirng cht s6 A-r6p, sau s5 thri tu c6
d6u chSm (.).

+ Khod,n: Sii tfli tu cria khoin ghi bing cht s6 A-rap; sau s6 thrt tu cria
khoin c6 d6u ch6m (.), tiiSp d6n t6n kho6n (ni5u c6) vi nQi dung cria khoin.

+ Di6m: Thri tg c6c dii5m duoc ghi beng cht cilitii:ngViQt theo thri tU
a, b, c..., sau chfi c6i c6 d6u ngo6c ilcrn tl6ng vd nQi dung cua dii5m.

N6i dung vdn bdn trinh bdy du6i t6n loai vi trich y6u nQi dung vdn ban
(6 sr5 6, Phu luc l).
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1.7. Quyin hgn, chrbc v1r, hg thn vd chtb k!, cfia ngudi cd thbm quyin

1.7.1. Th€ th*c

- Quydn han kf vin ban cria m5i c6p uj', co quan, t6 chric <lang phni

dugc quy dinh bang vin bAn.

O5i vOl vdn bin cira dai hgi dnng (dai hQi, dodn chri tich, dodn thu k)',

ban thAm tra tu c6ch d4i bi6u, ban ki6m phii5u), cAp uj', uj ban kiiSm tra, d6ng

dodn, ban c6n sg dang, hqi ttting c6c c6p: DA kf ld thay mat (ki hi6u ld T/M).

Oi5i vOi vin bdn ciua c6c co quan tham muu, girip viQc, ban chi tl4o, tii5u

ban..., c6c tlon vi tlugc thiurh l4p theo quyiit dfnh cria co quan, t6 chrlc ttang

cdc cip: CAp tru&ng bt d6 k)? trgc ti(ip, khi cAp ph6 kf dc ki h kf thay (ki
hi0u ld IVT).

piii vOi vdn b6n tlugc ban thudng vq c6p uf ho{c tht truOng co quan,

t6 chfc dbngc6c c6p uj' quydn: Ee k), h thria lenh (kf hiQu le T/L).

- Chric vg cua ngudi ky v[n bin ld chfc vu chinh thfc cua nguoi c6

thdnn quy6n ky v6n bin cria c6p uy, co quan, t6 chtc'tIang.

Ghi ching chric vU dugc bAu, b6 nhiQm hoflc,ph6n c6ng cira ngudi ky

vdn bin; kh6ng ghi t6n cAp uy, co quan, to chric ding kdm theo chlic 4r cria

ngudi kj v[n bin (nhu ph6 bi thu tinh uy, tru&ng;ban t6 chirc, chu nhiQm uj'

ban ki6m tra...),tru v[n bin cta ban chi dao, ti6u ban, hQi tt6ng.'. (trudng

hgp ban chi d4o, ti6u ban, hQi tl6ng... kh6ng c6 con d6u ri6ng) vdvdn bin

cria li6n c0 quan ban hinh.

Vdn bin cria tlai hQi, tlodn chu tlch do dodn chir tich ph6n c6ng ngudi

kf; v6n bin cria dodn thu ki do trudng dodn thu kf klf; v5n bin cta ban th6m

tra tu c6ch tlai bi6u do trudng ban thAm tra tu c6ch tlai bi6u kf; vdn b6n cria

ban ki6m phi6u do trudng ban ki6m phi6u kf. ViQc kf vdn ban cira dai hQi,

dodn chri tich, doin thu ky, ban thAm tra tu c6ch dai bi6u vir ban ki6m phii5u

thgc hiQn theo quy ctri5 dai trQi.

Khi thay m{t c6p u}, uy ban ki6m tra, ban c6n sg diing, <lang doan, hQi

d6ng c6c cipky vdn bdrn, chi ghi chric vp ngudi ki v5n b6n A6i vOi c6c d6ng

chi ld bi thu, ph6 bi thu, chu nhiQm, ph6 chri nhiQm, chir tich, ph6 chri tich;

kh6ng ghi chric vp ngudi kf vdn b6n ld uj'vi6n.
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- Ho t6n cria ngudi ky vdn ban ld hq t6n dAy dtr cria ngudi kf vin bin;
kh6ng ghi hqc hdm, hgc vi, qu6n hem, danh hi6u... trudc h9 t6n cta ngudi ky
vdn bin.

- Chf k), ttriS nien tr6ch nhi6m vi thAm quy6n cta nguoi h.f dOi vOi van
"AbAn cta cAp uj', co quan, t5 chric ctang; kh6ng hy' nh6y, lcf t6t vdo vin ban

ban hdnh chinh thric.

QuyAn hqn, chric vu, hg t6n vd cht k;f cria ngudi c6 thAm quy6n cp thrS

nhu sau:

a) OOi vOi vin ban cria d4i h6i tlang cfuc cdp

- Trudng hqp dai h6i c6 con d6u ri6ng.

Vi dU 1: VAn ban cua d4i hQi, rloan cht tich

T/]VI DOAN CHU TICH
(cht ky)

Hg vi t6n

Vi dp 2: VAn ban cria dodn thu kf
T/IVIDOAN TIITIK''f

TRUONGDOAN

(cht ky)

Hg vir t6n

Vf du 3: Vdn b6n cria ban th6m tra tu cSch ttai biriu

T/M BAN THAM TRA TTI CACH DAI BITU
TRIIONG BAN

(cht ky)

Hg vi t6n

Vi dr,r 4: Van ban cta ban kirSm phii5u

T/MBANTq6UPHIEU
TRUONGBAN

(cht hj)
Ifg vi t6n

- Trudng ho. p dai h6i kh6ng c6 con d6u ri6ng, sau d4i h6i, hnh dao vdn
phdng c5p uj'thta lQnh ban thudng W c6p uli nhi6m k) m6i x6c nhQn cht h-i
cia ngudi thay m{t doan chri tich, trudng doan thu kf, tru&ng ban thAm tra tu
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c6ch ilai bii5u, truong ban kirSm philiu klf v[n ban ho{c ngudi chiu tr6ch

nhiQm chinh.

Vi dp 1: Xdc nhfln cht klf cria ngudi thay m{t tloan cht tfch

T/M DOAN CHU TICH
(cht kf)

Hg vh t6n

X6c nhin cht ky cria d6ng chi...

T/L BAN THIIONG VU
CHANH VAN PHONG (hoac PHO CHANH VAN PHONG)

(chft kf)
Hg vd t6n

Vi du 2: X5c nh{n cht kli cria ngudi thay m{t dodn chri tich d6i vdi
bi6n bdn di6n biiin tlai hOi

TA{ DOAN TIIII K'f T/M DOAN CHO TICH
TRUONGDOAN

(chtky) (chtkf)
Hg vir t6n IIg vi t6n

X6c nhin chfr h.i cira diing chi...

T/L BAN THT.IONG VU
cuANs vAN puoNc (ho[c PHo cUANH vAN PHoNG)

(cht ky)

Hg vir t6n

Vi dg 3: X5c nhfn chtr lcy' cria diing chi trudng doin thu b? d6i v6i bi6n

ban thao luQn t4i hQi trudng, bi6n b6n th6o ludn tai tloan

NGI.IOI GHI BIiNBAN T/IVIDOAN THIIKf
TRIJONG DOAN

(chirky) (chftki)

Hg vi t6n Hg vi t6n

Xric nhQn chft [i cria d6ng chi...

T/L BAN THtloNG VU
cHANH vAN PHoNG (ho6c PHo cHANH vAN PHoNG)

(chit lci)

Hg vi t6n
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$eng nghi quyi5t dai h6i do tt6ng chi bi thu ho4c ph6 bi thu cdp uj,
(nr5u d6ng chi bi thu dd,thay m5t dodn chri tich kf) x6c nhfln.

Vi du:

T/M DOAN CH0 TICH
(cht k!)

IIg vir t6n

X6c nhQn cht kf cria d6ng chi...

T/lvI TINH W 1troa" THAi\tH u{', oANc ui1
ni rnUlfroac pHo Bi nnI)

(cht kj)
Hg vi t6n

b) E6i v6i v5n bin cria c6p uj', uj, ban ki6m tra, tling doan, ban c6n sg
,t

oang cac cap

- Vln bin cria c6p u! tir Trung uong tl6n co s6.

+ Ven ban cta Ban ChAp hanh Trung uong, BO Chinh tr!, Ban Bi thu.

Vi dp 1: Vin bdn cria Ban ChSp hanh Trung uong

TA,I BAN CHAP HANH TRUNG TIONG
TONGBi THU

(cht kf)
Hg vi t6n

Vi dp 2: Ven ban cta BQ Chinh tri

Tilvr BQ cHiNH TRI
(chfr kj)

II9 vir t6n

Vi dp 3: Vdn bdn cria Ban Bi thu

T/]VI BAN Bi TIil/
(cht kj)

Hg vir t6n

+ Vin ban cria tinh uj,, thdnh uf, tlang uj.tryc thu6c Trung uong vd ban
thudng vu tinh uj,, thdnh uj', dang uj,truc thuQc Trung uong.
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Vi dU 1: VIn bAn cria tinh uj'

T/M TiNH Ui'
si rHLrGoac PHo Bi THI,

(cht ky)

Hg vir t6n

Vi du 2: Vdn bin cria ban thulng vp tinh uf, thdnh uj', tlang ui
T/MBANTHLIONGVU

Bi THIJ (ho?c PHO Bi THtl)
(cht kj)

Hg vh t6n

+ Vdn bin cta huyQn u1i, quqn uj', tlAng uj't4rc thuQc tinh uj', thdnh uj'
vd ban thudng vu huyqn uy, qudn uj', ding uy tryc thuQc tinh ui', thdnh uj'.

Vi du 1: Ven ban cua huygn uy

T/rvr HUYEN Ui',
Bi THIJ(ho6c PHo Bi THO

(cht ky)

Hg vir t6n

Vi dp 2: V[n ban cta ban thudng vu huyQn uy, qu{n uj', tling uj'

TiMBAN THIJONG VU
Bi THU (hoac PHo Bi THI,

(cht ky)

IIg vh t6n

+ Vln bin cria ding uj'vd ban thudng W dang ui' co s6.

Vi dg 1: Ven ban cria tlang uj' co sd

TNVIDANG U*
Bi TlnIGoac PHo Bi THLI)

(cht kj)
Hg vir t6n

Vi du 2: Vdn ban cta ban thudng vg d6ng uy co s&

T/M BAN THTIONG VU
Bi THU (hodc PHo Bi THO

(chft kj)
IIo vi t6n
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+ VIn ban cira tlang uf bQ phan t4rc thuQc ding uj,co s6.

vi du: 
TA,TDANG w

ei THIJ(hoec PHo Bi THI-f)

(chft kf)
IIg vir t6n

+ VAn ban cria chi b0 (chi bQ co sd, chi b0 truc thuQc <t6ng uj, co sd vir

chi bQ tryc thuQc tlang uf bQ phfn).

vi du: 
T/M cHr Be

Bi TIilJ (ho6c PHo Bi rHO
(cht lcf)

Hg vi t6n

+ Ri6ng c6c vln bAn cria c6p uf khod ducrng nhiQm trinh d?i hQi dang c6c

c6p @6m: b5o c6o chinh tri, b6o c6o kii5m di6m cria ban ch6p hdnh, b6o c6o

c6ng tac nhdn sg ban chAp hanh nhiQm k) m6i) do ddng chi bi thu c6p uj'kf.

- Ven ban cira uj'ban kir5m tra c6c cdp.

Vi du:
T/I\{ UI BAN KIEM TRA

CHU NHI]9M (hoac PHO CHU NHIEM)
(cht lcf)

Hg vh t6n

- Ven ban cria tlang tlodn c5c c6p.

Vi de:
T/M DANG DOAN

si rHU (hoac PHo Bi THO
(cht lcf)

Hg vir t6n

- Vdn ban cfra ban c6n sg tlang c6c c6p.

T/-IVI BAN CAN SIIDANG
Bi TrItJ (hoec PHoBi THI,

(chft kj)
Hg vh t6n

Vi du:
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c) E6i v6i ven ban cria c5c co quan tham muu, girip vigc c6p uj' vd cfc
tlon vi tluoc lfp theo quyiit tlfnh cta co quan, t6 chric ttang c6c cilp

- CAp truong kf t4rc ti6p.

Vi dy l: Trudng ban kj
TRIIdNG BAN

(chft kf)
Hg vh t6n

Vi dp 2: Quy6n (kj hiQu ld Q) ch6nh vdn phdng ky

Q. CHANIIVAN PHONG

(cht kj)
Hg vir t6n

- C6p ph6 ky thay.

Vi dr,r:

K/T TRIIONG BAN
PHOTRUONGBAN

(chft kf)
Hg vi tGn

- Khi chua bd nhiQm cAp trudng thi c6p ph6 dA ky tryc ti6p, kh6ng tI6
k1f thay c6p trudng.

Vi dg: Ph6 trudng ban phg tr6ch kf

PH6TRT.IONG BAN
(cht ky)

IIg vh t6n

d) D5i v6i vdn bin uli quyi)n, nguoi dugc uj'quyAn trgc tii5p ky, kh6ng

uj'quy6n cho ngudi kh6c ky thay

Vi dg l: Linh cl4o vdn phdng <lugc ban thucrng vq c6p uf uf quy€n kf
T/L BAN THIIONG VU

CHANH VAN PHONG (hoac PHO CHANH VAN PHONG)

(chft kj)
Hg vi t6n
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Vi dU 2:Ldnh d4o v[n phdng duoc thri tru&ng co quan, t6 chric d6ng u])..,quyen Ky

T/L TRTIONG BAN
cHANH vAN pHoNG (ho[c pHo cHANH vAN pHoNG)

(cht kf)
Hg vi t6n

d) D5i v6i vdn bin cria c6c ban chi d4o, ti6u ban, hQi tt6ng... cdc c6p

- Trudng hqp ban chi d4o, ti6u ban, h6i tt6ng... c6 con d6u ri€ng.

Vi du l:
TRTIONG BAN CIIi DAO

(chfi ky)
Hg vh t6n

Vi du 2:
K/T TRUCTNGTIEU BAN
PHO TRI-IONG TGU BAN

(cht ky)

Hg vi t6n

Vi du 3:
T/tvrHQrDoNG

CHUTICH
(cht lcf)

Eg vi t6n

- Trudng h-o.p ban chi d4o, ti6u ban, hQi tt6ng... kh6ng c6 con d6u
ri6ng, phAi c6 quy tlinh sir dr,rng con d6u cria ban chi dao, ti6u ban, hQi
ddng... Quydn han ky vdn bAn vd vi6c sri dung con d6u cria ban chi rtao, tiiiu
ban, hQi tldng... cdn phn hqp v6i quy rlinh sri dgng con d6u cria c6p uy, co
quan, t6 chric, thu{n loi cho vi6c ban hdnh vd quan lj vdn ban. Ghi rO chirc
vp cria nguoi lcf v6n b6n gin v6i viQc sri dung con d6u cria c6p uj', co quan,
t6 chric vd chric vu ki6m nhiQm 6 ban chi dao, ti6u ban, hQi d6ng...

Nr5u ngudi ky v[n bdn cria ban chi dao, ti6u ban, hQi ddng... ld bi thu,
ph6 bi thu, uj'vi6n ban thudng vp c6p uy sri dung con d6u cria c6p uj'; ni5u
kh6ng ld bi thu, ph6 bi thu, uy vi6n ban thudng vg cAp uy, nhrmg ld ldnh rlpo
co quan thudng trgc ban chi ilao, ti6u ban, hQi ddng... sri dgng con d6u cria
co quan thudng trgc; c5c trulng hqp kh6c, sir dr;ng con d6u cria co quan, t6
chtc, noi ngudi ky v5n ban h lAnh dao co quan, t6 chric.
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Vi dp l: Nguoi kf vdn ban le bi thu, ph6 bi thu, uj' vi6n ban thudng vg

c6p uj', sir dung con d6u cria c6p uj'

Bi THU (ho[c PHo Bi THII, u{'vrtu BAN THLIoNG vU)
ki6m

TRIIONG BA}I CIIi DAO

(cht ky)

IIg vir t6n

Vi du 2: Ngudi ky v5n ban le lanh d4o co quan thudng trgc ban chi

d4o, ti6u ban, hQi tl6ng... sri dr,rng con d6u cria co quan thudng trqc

TRIIdNG BAN T6 CHTIC
ki6m

CHU TICII HQI DONG

(cht kY)

Hg vir tOn

Khi ph6 tru&ng ban chi tl4o, ph6 tru&ng ti6u ban ky v5n bin, kh6ng dA

ky thay tru&ng ban chi dqo, trudng ti6u ban; ph6 chri tich hQi it6ng k1f vAn

ban kh6ng ttd t<)i ttray mat hqi d6ng...

Vi du l:
ut vttN BAN TITIJoNG W

ki6m
PH6 TRLTONG TIEU BAN

(cht kf)
Hg vir t6n

Vf dp 2:
TRIIONG BAN TUYTN GIAO

ki6m
PII6 CHU TICH HQIDONG

(cht kY)

Hg vi t6n

e; otii vOi bi6n ban hQi nghi c6p uj', co quan, t6 chric tl6ng c6c cAp

- Trudng hqp dugc tt6ng d6u l6n chir kf cira ngudi chir tri hQi ngh! theo

quy tlinh sri dgng con d6u cria c6p uy, co quan, t6 chric tl6ng.

Vi du:

NGTIdI GHI BITN BAN CHU TRi HOI NGIII

(chtkf) (chtlci)

Hg vh t6n Hq vh t6n
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- Trutrng h-o. p kh6ng dugc d6ng d6u l6n chir kf cta ngudi chri tri h6i
ngh! theo quy tlinh sri dung con d6u cria c6p uf, co quan, t6 chric d6ng thi
l6nh tlqo v[n phdng thira l$nh ban thucrng vq c6p uj, thri tru&ng co quan, t6
chric tlang x6c nhAn cht kj cua ngudi cht tri h6i nghi.

Vi dp:

NGIJOI GHI BITN BAN CHU TRiHOI NGHI
(chtkj) (chtkf)

Hg vir t6n Hg vi t6n

Xric nh$n cht hj ctia d6ng chi...

T/L BAN TIITJONG vQ (hoac TRTIOT\G BAN...)
CHANH vAN pHoNG (hoac pHo CHANH vAN pHoNG)

(chft kf)
IIg vi t6n

g) D6i v6i vdn bin cria li6n co quan ban hanh, ghi dAy dri chric vg cria
ngudi ky vdn ban vd t6n co quan, t5 chfc ban hanh vln ban.

Vi dp: Vdn bdn cria li6n co quan VIn phong Tinh uj,vd Vnn phdng Uj'
ban nh6n dAn tinh

CHANII vAx prroxc CHANH vAN prroNc
W nax NHAN oAN rixn riNu ui,

(chtkj) (chtki;)
I{9 vir tGn H9 vir t6n

1.7.2. K! thuQt trinh bay

Quy6n h4n, chftc vy cria ngudi kf v5n bAn trinh bdy g6c phii, du6i ngi
dung v[n b6n (6 s6 7a, Phg lgc l).

H9 vi t6n cria ngudi kf ven bin trinh biy dudi chf kj cria ngudi h-f
vin b6n (6 sii ZU, Phu hrc l).

Chii k), cria ngudi c6 thAm quyAn kf v6n bin trinh bdy dudi quydn han,
chirc vg cria ngudi kj vdn ban (6 sii 7c, Phg lpc 1). Kh6ng ding brit chi, muc
mdu d6 holc miru nh4t, muc d6 phai Ai3 ty van Uan.

Ri6ng bi6n ban hQi ngh! c6p uy, co quan, t6 chirc ding ciic c6p vd v5n
bin cria li6n co quan ban hanh trinh biy quy€n h4n, chric vU, he t€n vd cht
kf cria nguoi c6 thAm quy6n ky v[n bAn co quan chir hi, ngudi chiu tr6ch
nhiCm-chinh d phia ph6i, c5c co quan, ngudi tham gia khSc trinh bdy 6 phia
tr5i, n6u nhi6u co quan, ngudi tham gia thi trinh bdy xuiing dong du6i.



26

1.8. Ddu co quan,6 ch*c bun hdnh vdn bdn

1.8. t. Thd th{cc

D6u co quan, t6 chric ban hanh vdn bAn x6c nh4n ph6p nhAn, thAm
). " .i ,

quy6n cia co quan, t6 chric ban hdnh vdn bin.

VEn b6n ban hanh ph6i d6ng dAu dC bio dAm gi5 tri ph6p lf vd higu lgc

thi hanh.

1.8.2. Ky thuQt trinh bdy

D6u co quan, t6 chric ban hanh v6n ban trinh bdy du6i quydn h4n, chric

vg cia ngudi kf vdn b6n (6 s6 8, Phg lsc l).

DAu d6ng phii 16 rdng, ngay ng6t, d,i.,g chidu, trum l6n khoang l/3
cht kf vd phia b6n tr6i. Muc d6u mdu d6 tutvi.

Bi6n ban hQi nghic6p uy, co quan, t6 chric dhngcSc c6p c6 tt 2 trang

trd l6n ph6i d6ng d6u gi6p lai. D6u gi6p lai tlugc d6ng vio kho6ng gi&a m6p

phAi cria vdn bin, php lpc vin b6n, trum l6n rnQt phAn c6c td gi6y, m5i khu6n

dAu <t6ng il5i da 5 td gi6y. ViQc tl6ng d6u giSp lai <ttii vdi c6c vdn bin kh5c,

d6ng dAu vdo phg lpc vIn bAn do ngudi kf vln bin quyi5t d!nh. Driu d6ng vdo

phu luc v[n bin t4i trang dAu, trum l6n mQt phAn t6n cria php lpc.

ViQc tl6ng d6u n6i, d6u uot, d6u thu nh6... tr€n vdn ban thgc hiQn theo

quy tlinh cria cAp uj,, thri trudng co quan, t6 chfc ttdng.

1.9. Noi nhQn vdn b,fin

1.9.1. Thdthtitc

Noi nhpn vln bin x6c tlinh nhfrng co quan, t6 chric, c6 nhdn nhfn vln
bnn di5 b6o c6o,d6 thgc hiQn, d,5 giii quyiit, d6 trao ai5i, ae billt, ttti luu...; noi

nh{n vln bin du-o. c x6c ttinh cg th6 trong vdn ban.

Van ban chi grii mQt s6 co quan, t6 chric, c6 nh6n thi ghi t6n tirng co
), , . - I ? t-' 1,!^-- --. ^--^- .  ^L'quan, to cnuc, ca nnan nh{n vdn bin; vdn ban giri nhi6u co quan, t6 chlic, ci

nhan thi ghi chung theo nh6m co quan, t6 chric, c5 nh6n.

Vi du:

- C6c tinh uj', thdnh uj',

- C5c tl6ng chi Ui vi6n Ban Ch6p hdnh Trung u<rng,

- Luu Vin phdng Trung uong Dirng.
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1.9.2. Ky thuAt ffinh bdy

Noi nhQn v[n bin trinh bdy g6c ph6i, du6i n6i dung vin ban (6 s6 9a,
Phrl lpc l). Tri "Noi nhfln" trinh bdy mgt ddng ri6ng, pnan tigt kC c6c co quan,
t6 chric, c6 nhAn nhQn vdn ban trinh bdy dudi tir "Noi nh{n".

O5i vOi t€n lo4i c6ng vin, trinh bdy tir "Kinh grii" vd t6n co quan, t6
chtc, c5 nhAn truc tiiSp nhdn gi6i quyfit c6ng vi6c cirng ddng v6i ttr "Kinh
grii" & chinh giiia, trang d6u v6n bAn (6 s5 5a, Phu luc l). O ddng rliu phAn

t.noi nhdn cu6i v6n bdn c6 th6m tir "Nhu tr6n".

D6i vdi t6n loai td trinh, trinh bdy th6m tir "Kinh gti" vd t6n co quan,
t6 chric, c6 nhAn tryc tiiip nhfn giii quyi5t c6ng vi6c cing ddng v6i tir "Kfnh
grii" du6i t6n lo4i vd trich yi5u ngi dung v[n ban (6 s5 9b, php lyc l). O dong
dAu phan noi nh4n cu6i ven bin c6 th€m tu "Nhu tr6n".

Sau c6c tir "Noi nhf;.n", "Kinh grii" c6 dAu hai chrim (:), sau m5i co
quan, tl5 chfc, c6 nh6n ho6c nh6m co quan, t6 chirc, cd nhAn nh$n vdn bin c6
d6u phAy (,), ktit thtc noi nhfn vdn ban c6 a6u ch6m 1.;.

2. Cic thinh phAn th6 thfc b6 sung

Ngoii c5c thdnh pfran tne thric bit buQc, tuj' n6i dung vd tinh ch6t ttmg
vdn bin cg th6, ngudi kj v[n bin quyi5t dinh b6 sung c6c thdnh pfran tfr6 tnric
sau ddy:

2.1. Ddu chi mbc iIQ mfrt, mftc itQ khdn

- D6u chi mric ttQ mft g6m: MAt, t6i mft, tuyQt m6t. ViQc x6c dlnh mric
ttQ m{t thgc hiQn theo quy ctinh cria ph6p luat v6 bao v9 bi mat nhi nu6c vi

,Aquy tllnh cta cdp uy, co quan, t6 chric ding. Con diu chi mric tlQ mft tlugc
khic theo hu6ng dAn cria B6 C6ng an. MUc d6u mdu d6 tuoi. D6u chi mtc tlQ
mat trinh bdy dudi sr5 vd ky higu vin ban (6 s5 t0a, phy lpc l).

- D6u chi mric d0 knAn g6m: KhAn, thugng khAn, hoa t5c. Tu}mric rIQ

c6n chuy€n nhanh vin ben d6 x6c ttinh tl$ khdn. Muc d6u mdu d6 iuoi. D6u
chi mirc ttQ khAn trinh bdy du6i d6u chi mric rl0 mat 16 sO tOb, phu luc l).

2.2. Chi ddn phgmvi htu hdnh, dg thdo vdn brtn

. - D6i v6i nhirng vdn b6n c6 ph4m vi, d5i tuqng ph6 biiin, sir dung han
chi5, ghi chi d6n ph4m vi luu hdnh nhu: Tii tiQu *ru frOi; Xong hQi nghi tr6
l4i; Xem xong trd lai; Luu hdmh n6i b6; Tdi li6u h6i ngh!; Kh6ng ptr6 Uii5n
tr6n c6c phucrng ti6n th6ng tin dai chring...



Cric chi d5n vd ph4m vi luu hdnh trinh bdy trang diu, g6c phii, c6ch

m6p trOn trang giSy l0 mm (6 s6 1la, Phg lgc l). Ri6ng chi din "Kh6ng ph6

bii5n tr6n c5c phuong tiQn th6ng tin tt4i chfng" trinh bdy chinh gita, phia

du6i quyAn h4n, chric vu, hg t6n vd chtr k;i cria nguoi c6 thAm quy6n.

- Olii vOi vin bin dg th6o nhidu lAn, sri dpng chi d6n lAn dv thdo.

Chi d6n vA dg th6o vdn btur trinh biy du6i si5 vd kf hiQu vdn bin iO sii t tb,

Php lpc l).

2.3. K! hiQu ngwdi iilfrnh mriy vd s6 lwqng bdn phdt hdnh

prii vOi nhiing v6n ban cin qu6n li chflt chE vd s6 lugng ban phSt hanh,

ghi kf hiQu ngudi tt6nh m6y vd s6 lusng b6n ph5t hinh'

Kf hiQu ngudi tt6nh m6y vd s6 luorg bAn ph6t hd'nh trinh bdy cu6i noi

luu v[n bin (6 s6 12, Php lpc 1).

2.4. Thing tin fiAn hQ cfia co quan ban hdnh vdn bdn

Ni5u cAn thi6t, trong c6c vdn bin, gi6y td hanh chinh cria cAp uj', co

quan, t6 chri'c ding cAc cdp ghi th€m ttia chi co quan, t6 chric, tlia chi thu dien

tt (email), s6 aign tho4i, si5 fax, dia chi trang th6ng tin tliQn tri (website)'

Th6ng tin li6n hQ cria co quan ban hdnh vdn ban trinh bdLy trang cu6i

ctng cria vln bdn, dudi mQt iludng k6 n6t li€n k6o ddi n6t ctridu ngang cria

virng trinh bdy vbn bnn (6 sti 13, Php lpc l).

3. Bin sao vi cic thirnh phnn th6 thrlrc bin sao

3.1. Cdc logi bdn sao

C6 3 loai b6n sao:

- Bin sao y ban chinh: Li bln sao nguy6n v[n tir bin chinh do co quan

ban hanh bin chinh nh6n sao vi ph6t hanh'

- BAn sao lpc: Li bin sao lai todn v[n vIn bAn cria co quan khSc do co

quan nhAn v5n bin tlugc ph6p nhAn sao vd ph6t hanh.

- Ban trich sao: Lir bin sao lai mOJ phan nQi dung tu ban chinh do co quan

ban hanh ban chinh holc ccr quan ltru trft dang quAn li bin chinh thUc hiQn'

3.2. Cdc hinh th*c sao

- Sao th6ng thudng: Li hinh thric sao bing c6ch trinh bdy l4i nQi dung

vdn bdn 
"in 

sao.
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- Sao photocopy: Ld hinh thric. sao bang c6ch chpp I4i v6n ban bAng
m6y photocopy, m6y fax hoflc cdc thi6t bl chgp anh kh6c.

33. ThA thftc vd lc! thufit trinh bdy cdc thdnh phdn *6 th*c bdn sao

- Oi3 Uao dim gi6 tri phrip ly vd hiQu lgc thi hdnh, c5c lo4i ban sao ph6i
c6 dri c6c thdnh phAn th6 thfc bin sao. c6c thdnh pnan tn6 thric ban sao trinh

l. ). -bay cuoi v[n brin cdn sao, ngdn cSch v6i vdn ban cdn sao blng mgt tludng k6
n6t liAn, c6 itq ddi tri5t cnidu ngang cta virng trinh bdy vin bin.

V4n dpng th6 thric yi !I ttr,uat trinh bdy c5c thdnh pnan Uat buQc tt6
trinh bdy c6c thanh pnan tfrii thirc bin sao tuong tug, tl6ng thdi luu j mQt s6
di6m nhu sau:

+ TCn co quan sao vln ban x5c ttinh c6p uj', co quan, t6 chric ding sao
v[n ban.

TCn co quan sao vdn bin trinh bdy g6c trbi, ddng dAu, ngay du6i duong
ngln c6ch v6i nQi dung v5n ban c6n sao (6 s6 14, Php luc 2).

+ 56 vd kf hiQu bin sao: S6 tan sao ghi li6n tpc tir s6 01 trong mQt
nhiQm k) c6p uj'; kf hiQu bin sao ghi chung chu vii5t tit le "BS'.

. Sii vd kf hieu bin sao trinh bdy c6n tl6i du6i t6n co quan sao v[n bin
(6 s6 15, Phu h,:c 2).

+ Chi dAn lo4i ban sao gitp cho viQc quan lf vd sri dung bin sao. Tuj,
thugc vio lo4i b6n sao d6 ghi chi dhn loai bin sao Id: Sao y bin chinh, sao
lgc, hopc trich sao.

Chi d6n lo4i ban sao trinh bdy g6c phdi, ddng diu, ngang v6i t6n co
L

quan sao vdn ban (6 s6 16, Php lpc 2).

+ Dia danh vd ngdy, th5ng, ndm sao vIn ban trinh bdy dudi chi d6n lo4i
ban sao (6 sti t Z, Phu luc 2).

+ Chric vp, cht kf, h9 t6n cria ngudi kf sao trinh bdy du6i tlia danh vd
ngiy, th6ng, n6m sao v6n bin (6 s6 l8a, l8b, l8c, PhU l\rc 2).

+ D6u co quan sao trinh bdy dudi chric vg ngudi ky sao (6 sti 19, Phu
luc 2).

+ Noi nhan bdn sao trinh biy du6i sii vd kf hiQu bin sao (6 st5 ZO, fhp
luc 2).

- p6i vOi vin bdn sao lgc nhi6u 16n chi trinh biy mQt tan the thric sao
luc. Trudng hgrp vdn bin c6n sao h6t trang thi trinh biy c6c thanh phan th6
thric ban sao vdo trang m6i vd tlanh sti trang tii5p theo s6 t ang cria vdn bin

). .- t. - . - -
cAn sao, giiia trang cu6i vdn bin c6n sao vd trang trinh biy c5c thanh phAn th6
thric ban sao d6ng d6u gi6p lai.
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- p5i vOi bin sao beng hinh thric photocopy

+ Ni5u photocopy vln bin cAn sao vi c6 trinh bdy c6c thdnh ph6n th€

thric ban sao thi bin sao cl6 c6 gi6 tri phSp llf nhu ban chinh.

+ Ni5u photocopy vdn bin cAn sao nhrmg kh6ng trinh bdy c5c thdnh

pfran tn6 thric ban sao thi bin sao tl6 chi c6 gi6 tri th6ng tin, tham kh6o.

4. Ph6ng chfl kh6 gi6y, tlinh ld trang v5n bin, s5 traog vit phg lgc

4.1. Ph6ng chic

Ph6ng chii trinh bdy tr6n vln bAn cria Dang ld B0 mE cic ki' tg cht
Viet theo Ti6u chuAn TC'/N 6909:2001(m6u trinh bdy c6c thantr phan thC

thric v6n ban vd bin sao v5n bin tqi Phu luc 3).

a.2. Kho gidy

V[n bAn cria E6ng trinh bdy tr6n khrS giSy Aa (210 mm x297 mm).

C6c loai vdn bin, giSy td hdnh chinh trinh bdy tr6n kh6 gi6y Aa ho4c A5
(148 mm x 210 mm) ho{c sri dgng mAu in sin.

4.3. Dinh ti trang vdn bdn

- Vdn bAn cria Ding trinh biy theo chiAu dgc cria trang giSy (dinh
hu6ng bin in theo chiiu dgc), virng trinh bhy nhu sau:

+ LA tr6n: C6ch m6p tr6n trang gi6y 20 mm.

+ Ld du6i: C6ch mdp dudi trang gi6y 20 mm.

+ L6 tr6i: C6ch m6p triitanggiAy 30 mm.

+ LC ph6i: CSch mdp phii trang gi6y 15 mm.

Trucrng hqp ven b6n in hai m[t, mflt sau ving trinh bdy nhu sau:

+ LE tr6n: C6ch m6p tr6n trang giSy 20 mm.

+ Ld du6i: Cdch m6p du6i trang gi6y 20 mm.

+ LA tr6i: C6ch m6p tr6i trang giSy 15 mm.

+ LA phdi: C6ch m6p ph6i trang gi6y 30 mm.

- Truong hqp nQi dung v[n ban c6 c6c bAng bii5u thi c6 th6 trinh bdy
. , .;.

theo chi6u ngang cria trang gi6y (tlinh hu6ng b6n in theo chi6u ngang). Cdn

cri virng trinh biy vin ban theo chidu dqc di5 trinh biy vdn bin theo chid,u

ngang cho phn hgp.
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4.4. SA trang vdn bin

Ven ban c6 hai trang trd l6n phAi ghi s5 t ang bdng chtr sO A-r6p.

55 trang trinh bdy t4i di6m gita, c5ch m6p tr6n trang giey rc mm vd
c6ch ddu hai m6p phai, tr5i cria phAn c6 cht; kh6ng tlffi si5 trang AiSi vOi
trang thri nhAt.

4.5. Phqt lqrc vdn bdn

Trudng ho. p vEn ban c6 php lpc kdm theo phii c6 chi ddn vd phu luc.
Phu lpc vin ban phAi c6 ti6u dA; vdn ban c6 tir hai phq lpc trd l6n phni ghi si5

tht tU phu luc blng cht st5 A+{p.

Phu luc v5n ban trinh biy fiary gi6y ri6ng; tu "Phq lr,rc" va s5 tnri qu

cira phg lgc trinh biy thanh mQt ddng ri6ng, chinh gita v5n ban. Ti6u dA cria
php lyc trinh bdy du6i tir "Phu luc" vd si5 thri tu cria phr,r lqc.

rrr- To cHr.Ic TrilI. c rilDN

1. Hu6ng d6n ndy c6 hiQu lgc tir ngdy k1f, thay th6 Hudng d6n si5

1l-HD/VPTW,ngiry 28/512004 cria VIn phdng Trung uong Dang hudng ddn
vA th6 thric vdn bAn cria Dang vi C6ng vdn sO ZSSZ-CVA/PTWnb, ngdy
25/5l20l} cria Vdn phdng Trung uong Dang hucrng adn them mgt s5 diiSm v6
tne thric v6n ban cria dai hQi vd c6c tii5u ban girip viQc tlai hQi.

2. Cdc c6p uj', thri trudng co quan, t6 chric tlang c6 tr6ch nhiQm thuc
hiQn Huong d6n ndy.

Co quan Uj'ban KirSm tra Trung uong, Qu6n uf Trung uong, Dang uf
C6ng an Trung ucrng vd Eang uf Ngodi nudc cp thi5 hoe m6t s6 di6m trong
Hu6ng d6n nny cho phir ho.p vdi tlac dii5m t6 chirc vd ho4t tlQng cria co quan
uli ban ki6m tra, ti5 chric dAng trong qu6n tlQi, c6ng an vd d nu6c ngohi.

3. Giao Cgc Luu trt Vdn phdng Trung uong Ddng huong d6n, ki6m tra,
theo d6i viQc thgc hiQn Hucrng d6n ndy; ttd xu6t sria d6i, b6 sung hoflc thay
th.i khi can *ri6t.

Noi nh6n:

- C6.a tinh ui, thinh uj,
- C6c ban ttang, ban crln sU tlang, tlang dodn,

tling uj,, ban chi dao, ti6u ban,
h$i d6ng tryc thu6c Trung uong,

- 86o, t4p chi, nhi xuAt brin truc thu6c Trung ucrng,

K/T CIIANHVAN PHONG
PHO CHANHVANPHONG

- Cuc Luu trit Vdn ph6ng Trung ucrng Dang,
- Lrru Vdn phdng Trung uong Ding.
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Phu luc I
so O6 b6 trf c6c thirn]r pha; th6 thrirc vin bin cta Ding

(Kim theo Hu6ng ddn s6 36-HD/YPW, ,gb 03/4/20t8
cua Vdn phdng Trung uongDdng)

<- 3 0'^ -+

5a

9b

20"

Ghi chri:

l. TiCu dd "Dang CQng san Vi€t Nam";
2. T6n co quan ban hfuih vdn ban;
3. 56 vd kj hi6u vdn btur;
4. Dia danh vd ngdy, ttr.ing, nEm ban hdnh vin ban;
5a- T€n loai vEn ban vd trich yilu nQi dung vdn bdn;
5b. Trich yi5u ndi dung c6ng vdn;
6. NQi dung vin ban (c6 thd nhidu nang);
7a,7b,7c. Quydn h4n, chric vg, ho t6n vd cht kj
cria nguoi c6 th:im quyiin;

8. Ddu co quan, td chr?c ban hdnh vin ban;
9a, 9b. Noi nh6n vdn ban;
104 lOb. D6u chi mric tlQ mft, mtrc tt6 ktrin;
1la. Chi dAn vd pham vi luu hdnh,
I lb. Chi din vC ag thao vdn ban;
12. Kf hiQu ngudi tilturh mriy vd si5 luqng
bdn phdt hanh;
13. Th6ng tin li6n hQ cria co quan ban henh
vin ban.

e
15"

r--rt
l-- sb--l

I-llbl
r-10;-l
l--lob I
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Phu luc 2
so dd b5 tri c6c thirni phin th6 thrirc bin sao

(Kdm theo Huong ain sii SO-AO|VPTW, ngay 03/4/2018
cia Vdn phdngTrung uongDdng)

+-30" -+ <_.+
l5*

t
20-'

(Dudng ngdn cdch vdi nQi dung vdn bdn cdn sao)

Ghi chri:

14. T€n co quan sao vin bdn;
.- ^i -
I ). 50 Va Ky hlgu ban sao;

16. Chi d6n loai bAn sao;

17. Dia danh vi ngdy, thring, ndm sao vdn bfur;

I 8a" I 8b, l8c. Chric vu, cht kj', ho t6n nguoi kj sao;

19. D6u co quan sao;

20. Noi nhdn ban sao.
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Phg lgc 3
m6u trinh biry th5 thrfrc vin bin vir bin sao vin bin

(Kimtheo Htnngainsii SO-flO|WTW, ngdy 0j/4/2018 cila Ydn phdng Trung uong Ddng)

TT Thirnh phin th6 thfc LoSi chir CO chfr Ki6u chir Minh ho4
(ph6ng chfr Times New Roman)

1. Ti6u dA "Di.ng Cgng sirr ViQt Nam" In hoa 15 Dimg, dQm DANG CSNG SAN VIET NAM

2. T6n co quan ban hinh vin bin, co
quan sao vin ban

- T6n co quan cdp tr6n tryc ti6p In hoa t4 D?ng DANGBQ TiNH TUATNCUYEN

- T6n ccv quan ban hdnh, sao vdn bin In hoa t4 Dimg, dfm HUYENuiolNuttoA
3. 56 vd kj hiQu vin bin, bin sao In thucrng 14 Dung SO 127-QDlTw; Sd 24-BS/UBKTTU

4. Eia danh vd ngdy, thring, ndm ban
hanh ven bin, sao vdn ban

In thudng t4 Nghi6ng Hq Long, ngay 20 tfuing 02 ndm 2018

5. T6n lo4i vEn ban ver trich y6u nQi dung
vin ban

- T€n lo4i vdn ban In hoa l5-16 Drmg, tl4m THONG BAO

- Trich yiiu nQi dung vdn b6,n In thudng l4-15 Dimg, dfm v6 quy ho4ch cin bQ ISnh tl4o, quin l;i

- Trich yiSu nQi dung t6n lo4i c6ng vdn In thudmg t2 Nghi6ng Chd dA hAi nghi vd c6ng tdc phi

6. NQi dung v6n b6n In thudng 14-15 Dung Trong c6ng t6c chi d4o...

- Tir '?han", "Chuong" vd s6 thri tu
cria phAn, chuong

In thulng 14-15 Dimg, dQm PhAn I; Chuong II
(hoac: PhAn thtfr nh6t; Chuong thtfr hai)
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TT Thhnh phin th6 thfc Lo4i chir uo cnu Is.reu cnu Minh ho4
(ph6ng chii Times New Roman)

- T€n ph6n, chuong In hoa 14- l5 Dung, tlfm QUYDINH CHUNG

- Tir "Muc" vd s6 thrl tu cira muc In thudrng t4-15 Dimg, d4m Mgc I
- T6n mgc ln hoa l4-15 Eimg, tlflm GIAI THiCH TTINCTI

- Tu "Didu", sti thri tu ve tCn diau In thudng t4-15 Dung, dam Ditu 1. Ph4m vi tli6u chinh

- Khorin In thudng 14-15 Dung l. Quy dinh v€..

- Diiim In thudng 14-15 Dung a) NQi dung vin bAn..

7. Quy6n h4n, chirc vg, hg t6n vd chfr kf
. , ,2 :

cria ngudi c6 thdm quy6n kj vEn bdn,
sao vin b6n

- Quy6n han kj vdn ban In hoa t4 Eirng, tlQm T/M BAN THI.IONG VU

- Chric vp cria ngudi kj vdn ban In hoa 14 Drmg PHO Bi THT/

- H9 tOn cia ngudi kf vdn ban In thudmg t4 D(mg, dfm Nguy6n Bic Nam

8. D6u co quan, t6 chric ban hirnh vdn
bdn, sao vdn bdn

ThUc hiQn theo quy dlnh cria Ban Bi thu,
hu6ng ddn cfia Ban T6 chuc Trung uong v?r

BQ COng an.

9. Noi nhfln vdn b6,n, bin sao

- Tt 'Kinh grii" diii v6i t€n lo4i cdng
vdn, td trinh

In thuong t4
Nghi6ng Kinh gth:

- T€n co quan, ti5 chftc, c6 nhdn sau tri
"Kinh gtri"

In thudmg 14
D,irrg

- Ban Bi thu Trung uong,

- Vdn phdng Trung ucrng DAng,
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TT Thirnh ptrin th6 thrri'c Loli chii CO chii Ki6u chir Minh ho4
(ph6ng chfrTimes New Roman)

- Tir "Noi nhfn" In thulng t4 Dring, c6
g4ch chdn

Noi nhdn:

- T6n co quan, t5 chric, c6 nhdn sau tir
"Noi nhfn"

In thu<mg 12 Dring - C6c huyQn uj', thi uf, dang uj'truc thuOc,
- C6c ddng chi Tinh uf vi6n,
- Luu Vin phdne Tinh ui.

10. D6u chi mric tlQ mat, mtc d9 khan

- DAu chi mric dQ mQt ThUc hiQn theo hu6ng d6n cria B0 C6ng an

- Ddu chi mrlc d0 khSn In hoa t4 Dfng, <I{m IIOA TOC

11. Chi din ph4m vi luu hdnh vd dtr th6o
vdn bdn

- Chi d6n ph4m vi luu hdnh In hoa t2 Dimg, tpm XONG HQI NGHI TRA LAI

- Chi dan du th6o vdn ban In thudng t4 Nghi6ng Du thdo ldn 2

12. Kj hiQu ngudi d6nh m6y vd rii lugng
b6n ph6t hdnh

In hoa 8 Dung
ABC-268

13. Th6ng tin li6n hQ ctia co quan ban hhnh
vdn ban

In thudrng 10 Eung 56 9A, Nguy6n Canh Chdn, Ba Dinh, Hi N6i;
tliQn tho4i: 080.45774; fax: 080.43472; email:

Cucluutru@VPTW.

t4. Chi dan logi bln sao In hoa t4 Dimg, dflm SAOYSANCHiNH

15. Si5 trang vdn bin In thudng 14 Dung 2; 16;28..


