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Bai 1 

THE THUC VAN BAN QuAN LV NHA NUaC 

\ I. Khii ni~m, ynghia tic d\lng eiia th@ thue van ban quan Iy nha nuae 

H~ th6ng van ban quan Ii cua UBND noi chung va UBND xa, phuOng, thj 

trfrn 110i rieng duqe guy dinh trong cae van ban llhu: Lu~t Ban hanh van ban 

guy phl;llTI phap lu~t eua HQi d6ng nhan dan va Uy ban nhan dan nanl 2004, 

Nghi dinh s6 09/2010/ND-CP ngay 08/02/2010 eua Chinh phil sua d6i, b6 
sung rnQt s6 di€u eua Nghi dinh slJ 110/2004/ND-CP ngay 08/4/2004 cua 

Chinh phil v~ eong tac Vall thu. 

Thea cac van ban tren, UBND xa co thfim quy€n ban hanh h~ th6ng van 

ban qUin Ii sau: 

- Van ban guy ph~nl phap lu~t: Quy€t dinh, chi thj. 

- Van ban hanh chinh: Quy~t dj.nh, (ea bi~t), chi thj (ca bi~t), guy ch€, quy 

dinh, thong bao, hu6ng d~n, chuang trinh, ke ho~ch, phuong an, de an, dt,r an, 

baa cao, bien ban, ta trinh" hQ'p d6ng, cong van, ban ghi nh&, ban cam k~t, ban 

thaa thu~n, gifiy chung nh~n, gi§y lly quy~n, gi§y mai, gi§y giai thi~u, gifty 

nghi phep, gi~y di duang, gifty bien nh~n h6 So', phieu gfri, phi€u clluy~n, thlr 

cong. 

B€ Vall ban danl bao tinh hQlJ phap, h~ th6ng van ban quan Ii I1ha nuO'c 

phai dap lnlg cac yeu eftu v€ l1Qi dung va hinh th(re, trong do co yell cfrU ve the 

thuc van ball. 

1. Khai ni~m: 

I-li~u thea nghTa chllllg I1hftt khai 11i~111 "th€ th(rc'~ la each thuc ti~n hanh 

ho~c th\Ic hi~ll lTI91 vftn d~, Sl! vi~c nao d6 tileo quy dj11h, kIlu6n phep, khong 

dtrqc lam trai. 

Theo ThOllg tu s6 01/2011/TT-BNV ngay 19/01/2011 eua Be) NQi V\l "'" 
hu6ng d~n ve th~ thuc va ky thu~t trinh bay van bim hanh -chinh th~ thuc van 

~ban duQ'c dinh nghla: "Thd thll·c Val? ban la t(1]7 h9P nll1mg tl1anh phdn ap 
chmg tl6i vO'j m6i loqi van him va cac thanh phlm he5 sung trong nhimg t~U'img 

h9P Cl;l thd hoij.c d6i val 111Qt s6 loqi van him nhcit dinh ". ~ 

Nhu v~y, th€ thuc van ban la toan be> cac y~u t6 cftu thanh va each th~ 

hi~n cae yeu t6 cftu t11a11h van ban do cac cO' qllan co thclrn quy€n quy djnh 
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nhim dall1 bao cho van ban co gia tri phap ly va hi~u l\Ic thi hanh trong thvc 
, 

te. 
-

Cac quy dinh ve th€ thuc van ban dugc quy dinh nhu sau:-~ 
- Th~ thuc eua van ban quy ph,m phap luit va van ban hanh chinh: 

Theo Nghi dinh s6 09/2010/Nf)-CP ngay 08/02/2010 cua Chinh phu sua 

d6i, b6 sung mQt s6 di~u elia Nghi djnh s6 110/2004/NB-CP ngay 08/4/2004 

eua Chinh phli v~ eong tae Van thu, thS thue van ban quy ph~ phap lu~t va 

vfuI ban hanh ehinh bao gAm cae thanh phfut sau: =""'! 
\- QU6c hi~u; 

- Ten cO' quan, t6 chuc ban hanh van ban;
 

- s6, kY hi~u cua van ban;
 

- Dia danh va ngay, thfulg, nam ban hanh van ban;
 

- Ten lo~i va trich yeu nQi dung ella van ban;
 

- NQi dung van ban;
 

- Chuc V\l, hQ ten va chu kY Clla nguai co thdm quySn;
 

- DAu clla cO' quan, t6 chuc;
 

-. NO'i nh~n; 

Ngoai ra con co ddu chi muc dQ khAn, m~t (d6i v6i nhUng van ban lo~i 

khAn, m~t). 

f)6i v6i cong van, ngoai cac thanh phdn dugc quy dinh t~i di€rn a Clla 

khoan nay, co th€ b6 sung dia chi cO' quan, t6 chue; dia chi thu di~n ill (E

mail); s6 dien tho~i, 86 Telex, 86 Fax, dia chi trang thong tin dien tit (Website) 

va bieu tugng (logo) cua cO' quan, t6 chuc. 

Hi~n nay, ve the thuc Clla van ban hanh chinh duQ'c quy dinh va huOng 

dfin t~i Tho~g ill s6 01/2011/TT-BNV ngay 19/01/2011 elia BQ NQi V\l huOng 

ddn v€ the thuc va ky thu~t trinh bay van ban hanh chi-nh. 

.......
 - Th~ thuc ciia van ban chuyen nganh: 

. Nghi dinh s6 110/2004/NB-CP quy dinh: "ThS thue va ky thu~t trinh bay 

van ban ehuyen nganh do BQ truang, Thli twang co quan quan ly nganh quy 

djnh sau khi thoa thu~n th6ng nhdt v6i BQ truang BQ NQi Vl)". 

- Th~ thuc van ban cua t8 chuc chinh trj, t6 chuc chinh trj - xii hQi: 
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Nghi diOO s6 110/2004/ND-CP quy diOO: "Th~ thuc va ky thu~t trinh bay 

van ban etia t6 ehue ehiOO tri, t6 ehue ehiOO tri - xa hQi do nguai dUng ddu co 

quan Trung uong cua t6 chuc chiOO tri, t6 chuc chiOO tri - xii hQi quy diOO". 

Hi~n nay, mQt 86 t6 chuc chiOO trj, chiOO trj - xii hQi dii ban hanh van ban 
~hU6ng ddn ve th8 thuc van ban: 

+ Hlr&ng ddn s6 I1-HD/TW ngay 28/5/2004 eua Van phong Ban chftp hanll 

Trung uang Dang hlr6ng d~ll v~ the thuc van ban eua Dang; 

+ Hu6ng dftn s6 1156/HD-TLD ngay~ 23/6/2005 ella T6ng Lien doan Lao 

dQllg Vi~t Nam 11U'6ng d~n v~ the th(rc va ky thu~t trilll1 bay van ban eua t6 

chilc COllg doan; 

+ Hu6ng dfrn s6 29-HD/VP ngay 20/5/2009 eua Ban chfip l1anh Trullg 

uong Uoan hu6ng dftn v~ th~ thue van ban eua Doan TNCSHCM. 

- Th~ thfrc van ban trao d6i quAe t@: 

Nghj dinh 86 110/2004/ND-CP quy djnh: "Th~ thuc va ky thu~t triOO bay 

van ban trao d6i v6i co quan, t6 chuc ho~c ca nhan nuO'c ngoai dugc th\lc hi~n 

thea thong I~ qu6c t~". 

2. Y nghia, tae d1}ng ciia th@ thue van ban 

- Dam bao ky cuong va S\l th6ng ooAt trong vi~c so~ thao va ban hanh 

van ban; 

- Dam bao tiOO chan th\lc va hi~u l\lc phap Iy Clla van ban;
 

. - Th~ hi~n quyen uy va ~rach nhi~m clla cO' quan ban haOO va nguai kY
 
--_.- -- - ---~~-- -~---

van ban; 
\ , , ., 

- Nang cao hi~u suat, chat lugng van ban va tiOO thfun my Clla van ban 

ban hfulh; 

- T~o dieu ki~n cho vi~c quan Iy, gifli quy~t van ban va I~p h6 sO', giao 

nQP vao luu tm C<J quan. 

II. Vi tri va ki thuit triDh bay cae y@u t6 th@ thue van ban quan Iy 
Dba nU'o-c 

~ 

- D6i v6i van ban quy ph~m phap luit: 

Nghi diOO s6 09/2010/ND-CP ngay 08/2/2010 etia ChiOO phti sua d6i, 

b6.sung mQt s6 dieu Clla Nghi diOO s6 110/2004/ND-CP ngay 08/4/2004 clla 
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Chinh phti ve eong tae van thu quy dinh the thue va ky thu~t trinh bay van 

ban quy ph~m phap lu~t do BQ Tu phap va BQ NQi V\l ban hanh. 

- B8i vai van ban hanh chinh: 

Nghi djnh s6 09/2010/ND-CP cling quy dinh BQ NQi V\l huang dan v~ 

the thue etia van ban hanh ehinh. Ngay 19/01/2011, BQ NQi V\l dfi ban hanh 

, Thong tu s6 01/2011/TT-BNV huang dfrn ve the thue va ky thu~t trinh bay 

van ban hanh chinh. 

- J>8i vOi van ban chuyen nganh: 

The thue va kY thu~t triim bay van ban ehuyen nganh do BQ tru6ng, 

Thu tnrang cO' quan quan Iy nganh quy dinh sau khi thoa thu~n th6ng nhAt v6i 

BQ t~6ng BQ NQi V\l. 

1. Kh6 gidy, ki~u trinh bay va djnh l~ trang van ban 

Thong tu s6 01/2011/TI-BNV ngay 19/01/2011 etia BQ NQi V\l huang 

d~ ve the thue va ky thu~t trinh bay van ban hanh ehinh. 

1.1. Kh6 gidy: Trinh bay tren gifiy kh6 A4 (210mmx 297 mm); cae lo~i 

van ban nhu gifiy gi6i thi~u, gifiy bien nh~ h6 sa, phieu giri, phieu ehuyen co 

the dUQ"e trinh bay tren gifiy kh6 AS (148mm x 210 mm) ho~e tren gifiy mfru 
"." 

in san. 

1.2. KiJu trinh bay: Trinh bay theo ehi~u dai etia trang gifiy kh6 A4 ( 

dinh huang ban in theo ehieu dai). Truong hQ]> nQi dung van ban co cae bang, 

bieu nhung khong duQ'c lam thanh cac ph\! l\lc rieng thi van ban co the duQ'C 

trinh bay theo ehieu rQng etia trang gifiy (dinh huang ban in theo ehieu rQng). 

. Vi d\l: Cac biSu m~u bao cao th5ng ke, ban bao gia vv. 

1.3. Djnh IJ trang van ban (t/6i vai kh6 A4): 

Le tren: L€ du6i: L€ trai: . L€ phai 
(cach mep tren) (cach mep du6i) (cach mep trai) (cach mep phai) 

20- 25 mm 20-25 mm 30-35 mm 15-40 mm. 

1.4. Ph6ng chit trinh bay van ban: 
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Phong chit sir d\lng d€ trinh bay van ban phai la cac phong chit ti€ng Vi~t 

v6i ki€u chit chan phuong, bao dam tiOO trang trQng, nghiern tuc Clla van ban. 
f)6i v6i nhUng van ban dung trong trao d6i thong tin di~n ill giita cac cO' quan, 

tq chuc Clla Nha nu6c, phai sir d\lng cac phong chit Clla b9 rna kY tl! chit Vi~t 

(phong chii' ti~ng Vi~t Unicode) theo Tieu chudn Vi~t Nam TCVN 

6909:2001. 

2. Vj tri va cach trinh bay cac thanh phin clla van ban qUaD ly nba 

ouo-c 

2.2.1. Vi tri: Cac thanh phAn cua van ban quan Iy OOa nu6c duQ'c trinh 

bay theo Ph\lI\lC II, Thong tu 86 01/2011/TT-BNV ngay 19/01/2011 clla B9 

NQi V\l huOng d~n v€ th€ thuc va ky thu~t triOO bay van ban haOO chinh. 

2.2.2. Cach trinh bay cae thaOO phAn cua van ban quan Iy OOa nu6c 

1. Quac hi~u 

Qu6e hi~u duQ'c trinh bay (] 0 s6 1 (to' dAu, phia tren cung, g6c phai cua 

van ban). M6i c\lrn ill dugc trinh bay tren rnQt dong. 

CQNG HoA xA HQI cHiT NGHiA V¢T NAM
 
Dqc lip - TV do - H,nh phuc
 

- Dong tren: C\lrn tir "CQNG HoA xA HQI cHiT NGHiA V¢T NAM" 

duQ'c trinh bay b~ng chit in hoa, cO' chit tir 12-13, ki€u chit dUng d~rn. 

- Dong du6i: C\lrn tiro "f)9c I~p - Tl! do - H~nh phuc" dugc trinh bay bing 

chit in thuOng, cO' chit til 13 - 14, kieu chit dung, d~rn; chit cai dau cua cac til 

dugc viet hoa, giua cac til co g(;lch ngang n6i; phia du6'i co duOng ke ngang, 

net li~n (dung lenh Drawing), co dQ dai bfulg dQ dai Clla dong chit (] hang 

dtl6i. 
~ 

2. Ten cO' quan, ta chuc ban hanh van ban. 

- Ten cO' quan, t6 chuc ban hanh van ban dugc trilm bay (] 0 s6 2 Ph\ll\lc 
~ 

II, Thong ttl 86 01/2011/TI-BNV ngay 19/01/2011 cua BQ N(>i V\l HU6'J?g dful 

ve th€ thuc va ky thu~t trinh bay van ban haOO chinh. 
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Trinh bay b~ng chu in hoa, cO' chu 12-13, ki€u chu dUng d~m (CO' quan 

d.p tren tJVc tiep dugc trinh bay aphia tren bfutg chit in hoa, cO' chit 12-13, 

- ki€u chu dUng khong d~m); phia du6'i co duOng ke g~ch ngang, net li~n, dQ
I : 

dai khoang 1/3 so v6'i dQ dai dong chu va d~t can d6i &giua. 

Ten cua CO' quan, t6 chuc ban hanh van ban phai duQ'c ghi dAy du theo 

,	 ten gQi chinh thuc can cu vao van ban thanh l~p, quy djnh t6 chuc bQ may, 

phe chu§n, cAp giAy phep ho~t dQng ho~c cong nh~n tu cach phap nhan cua CO' 

quan, t6 chuc co thfun quy€n; ten clia cO' quan, t6 chuc chli qmin cdp tren trvc 

ti€p co th~ viet tdt nhUng c\lrn· til thong d\lng nhu Uy ban nhan dan (UBND), 

HQi d6ng nhan dan (HDND). Vi d\l: 

-	 Ten CO' quan, t6 chuc ban hanh van ban: 

HQI BONG NHAN DAN CQNG HoA xA HQI CHiJ NGHiA V¢T NAM 
XXB~IMINH DQc lip - Tv do - H,nh phiic 

UY BAN NHAN DAN CQNG HoA xA HQI CHiJ NGHiA V¢T NAM 

xX VUHOA DQc lip - Tv do - H,nh phuc 

- Ten cO' quan, t6 chuc ban hanh van ban (truOng hQ'P co co quan, t6 

chuc chu quan cAp tren tIVc ti€p ): 

UY BAN NHAN nAN xA TIEN XUAN CQNG HoA xA HQI CHiJ NGHiA V¢T NAM 
T~ Y TE xA . DQc lv.p - TV do - H,nh phuc 

3. sa, kf hi~u eiia van ban 

3.1 86 van ban: 

 ...... 86 cua~van ban dugc hiSu la 86 thu t\l' van ban dugc ban hanh, bdt dAu til 

01 cho van ban dAu tien trong nam (tinh til ngay 01 thang 01) va danh s6lien 
\ , , "	 

t\lc doi v6'i van ban tiep theo cho den het nam (ngay 31 thang 12). Moi nam 

thay 86 mQt IAn.	 . 

Tuy nhien, my vao tinh hinh th\lc te ho~t dQng clia cO' quan va 86 luc;mg 

van ban ban hanh rna cO' quan l\la chon cach danh s6 khac nhau (danh 86 theo 
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nhi~m ky, danh 86 t6ng hqp, danh s6 thea ten lo~i, danh s6 d6i v&i van ban 

lien tjch). 

86 va ki hi~u van ban dugc ghi 6 0 86 3, tren cung m9t dong bfuIg ki~u 

chu dUng, cO' chfr 13. 

, Til "86" duQ'c trinh bay b~ng chfr in thuOng; sau do co dAu hai chAm (:); 

ti€p thea Ia s6 van ban dugc ghi b~ng chu s6 A-r~p; sau nfra la ki hi~u van ·ban 

duQ'c trinh bay b~ng chfr in hoa. 

3.2. Ki hi~u Clla van ban: 

La t6 hqp chu viet cit ten lo~i van ban va chfr vi~t t~t ten cO' quan, ho~c 

lien co quan, ho~c chuc danh nha nuac (Xem phv l\lc I clla Thong tu s6 

01/2011/TT-BNV). 

3.3.86 va kY hi~u van ban: 

a). Van ban hanh chinh ca bi~t va van ban hanh chinh co ten lo,i 

each trinh bay sa va ky hi~u nhu sau: 

S6: Ni@t tit ten lo,i van ban - vi@t tit ten co- quan ban hanb van ban 

Vi dv: Quy€t dinh, thong bao, bien ban, to trinh: 

86: IQD-UBND (Quy€t dinh ca bi~t Clla UBND)
 

S6: /TB-UBND (Thong bao eua UBND)
 

86: /BB-HDND (Bien ban cua H9i d6ng nhan dan) 

86: ITTr-UBND (To trinh Clla Uy ban nhan dan) 

b) Van ban hanh chinh khong co ten lo,i (Cong van hanh chinh):
 

sA: .. / Vi~t tit ten co- quan - Vi@t tit ten dan vi so,n thao
 

(Chit y: Khong ghi chit CV vi cong van khong co fen lor;zi van ban) 
~ 

Vi dv: Cong van cua Uy ban nhan dan do Van phong so~n thao thi ghi nhu 

sau: 
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UY BAN NHAN nAN CQNG HoA xA HOI CIID NGHiA ~T NAM 
xA TApHIN DQc I~p - TV do - H~nh phuc 

Til Phin, ngay thang nam 2012 86: IUBND-VP 

c) Van ban quy ph,m phap lu,t: 

Theo Lu~t Ban ha11h van ban qU)! pll~m phap lu~t cua HQi d6ng nhan dan 

va Uy ban nhan dall nam 2004, 56 va ky hi~'u clia van ban quy ph~m phap lu~t 

cua HQi d611g nhall dan va Uy ban nhan dan: 

Sa: /Nam ban hanhNi@t tit ten lo,i van ban - Vi~t tit ten cO' quan 

ban banb van ban 

Vi d\l: 86: 12012/QD-UBND (Quy~t dinh nam 2012) 

4. Dia danb va ngay, tbang, nam ban banb van ban 

. a) Dia danh ghi tren van ban la ten gQi chinh thue cua don vi hanh chinh 

(ten rieng cua tinh, thanh ph6 ttvc thuQc trung uoog; huy~n, qu~, thj xii, 

tHanh ph6 thuQc tinh; xii, phuOng, thi trAn) nO'i cO' quan, t6 chuc d6ng t11) sa. 
- Dia danh ghi tren van ban ella HDND,UBND va eua cac t6 ehuc cap xa 

la ten, ella xa, phuOng, thi tran do, vi d\l: 

Van ban eua ·UBND xa Pa Tftn (hUY~ll Sin H6, tinh Lai Chdu): Pa Tdn; 

Van ban ella UBND thj tran Van Dien (huy~n Thanh Tri, Ha NQi): Van 

Didn. 

- D6i vai nhUng dan vi hanh chinh dU{1c d(lt ten thea ten nguai hoi;lc 

biing chit s6 thi phai ghi ten g(Ji day du cua dan vi hanh chinh do. · 

Vi d\l: Uy ban nhan dan phuOng Tr~n Phu ghi la Phuimg Trdn Phil 

"" K'i thutjt ..trinh bay 

Dia danh va ngay, thang, nam ban hanh van ban duQ'c trinh bay a0 s6 4 

tren cimg rnQt dong bfutg chu in thuOng, cO' chu tlr 13-14, ki~u chu nghieng. 

Dja danh d~t tru6c thai gian, sau dia danh co ddu phdy. 

b) Ngay, thang, nam ban hanh van ban 
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Ngay, thallg, nam ban hanh van ban hilnh c11inll lil ngay, t11ang, nam van 

ban duQ'c ban hanh (T110ng tlC s6 Ol/2011/TT-BNV). 

Ngay, thang, nam ban hanh van ban phai dugc vi€t d~y dii ngay ... thang 

... nam ... ; cac s6 chi ngay, thang, nam dung chit s6 A-r~p; d6i v&i nhUng s6 

ch.i ,ngay nh6 hon 10 va thfulg 1, 2 phai ghi them s6 0 (] tnr&c. 

5. Ten lo~i va trich ySu nQi dung van ban 

5.1. Ten lop; van ban 

- Ten lo~i van ban: la ten gQi chinh thuc ciia tUng lo~i van ban do cO' 

quan, t6 chuc ban hanh (Vi d\l: BAo cAo, TO TRiNH, QUYET I>INH 

vv). Khi ban hanh van ban quan Iy nha nuac d€u phai ghi ten lo~i, tm cong 

van hanh chinh. 

Ten lo~i van ban duQ'c trinh bay t~i 0 s6 5a, dugc d~t canh giita (can d3i 

agiita dong) bang chit in ho~ cO' chit 14-15, kieu chit dlmg d~. 

- Trich y~u nQi dung van ban: la rnQt cau ng~n gQn ho~c mQt C\Ull til phan 

anh khai quat nQi dung cO' ban ciia van ban. Trich y€u phai dugc vi€t ng~n 

gQn, dii yva khai quat duQ'c chinh xac nQi dung cua van ban. 

Trich y~u nQi dung van ban giup cho nguai nh~ v~ ban nhanh chong 

n~m dugc khai quat nQi dung van ban, t~o thu~ Igi cho vi~c phan lo~i, xu Ii 

van ban va l~p h6 sa chinh xac. 

Ki thu~t trinh bay 

- Trich y~u nQi dung clia van ban co ten lo~i dugc trinh bay t~i 0 ~6 5~ 

b~ng chit in thuOng, co chit 14, ki€u chu dung d~m. Ben du6'i co duOng ke 

ngang net li€n, dQ dai bang 1/3 d€n 1/2 dQ dai ciia dong chit va d~t can d6i (y 

giua. 

Vi d\l: BAocAo 
~ 

Tang k~t cong tic phong chAng ll}t bio nam 2012 

- Trich y~u nQi dung cua cong van hanh chinh dugc trinh bay a0 :s6 5b, 

b~g chit in thuOng, cO' chit 12 - 13, kieu chit dlmg. Ma dAu bing c\lm tir vi~t 

t~t "V/v." (v€ vi~c). 
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Vi d\l: 

iJy BAN NIlAN DAN 
xA BAN GIANG 

CQNG BoA XX HQI coo NGHiA vq:T NAM 
DQc lip - Tl1 do - H,nh phuc 

86: /UBND-VP Ban Giang, ngay thting niim 2012 
VIv tra lai cong van 8<3 164IDHNV-DT 

6. NQi dung ella van ban 

N9i dung van ban la phdn quan trQng nhAt cua van ban dugc trinh bay t~i 

() i s6 6 b~ng chii' in thuOng, co chii' til 13-14, ki€u chii' dimg. Khi xu6ng dong 

thi chfr ddu dong lui vao 1 Tab (lcm-l,27cm). Khoang cach gifra cac do~n 

van (paragraph) d~t t6i thieu la 6 point, khoAng cach gifra cac dong (line) 

chQn t6i thi€u tit cach dong don (single spacing) ho~c ill 15 pt (exactly line 

spacing) tra len. 

- D6i vai nhUng van ban co phan can Clr phap ly de ban hanh thi sau rn6i 

can cu phai xu6ng dong, cu6i dong c6 dAu chdm phAy, rieng can Clr cu6i cung 

k€t thuc b~ng dAu phAy. 

- N€u van ban duQ'c b6 C\lC theo chuong, m\lc, di€u, khoan, di€m thi trinh

bay nhu sau: 

+ Chuang: Tu "chuang" va s6 thu tl! Clla chuong, dugc trinh bay tren 

rnQt dong rieng, canh gifra, b~g chfr in thuOng, co chfr 14, ki~u chit dimg, 

d~rn. s6 thu t\1' cua chuang dugc ghi b~ng chfr s6 La Ma. Tieu d€ clla chuong 

dugc d~t ngay du&i, canh gifra, b~g chfr in hoa, co chfr 13 den 14, ki€u chfr 

dimgd~m. 

+ M\lC: Til "m\lc" va s6 thu t\1 clla m\lc dugc trinh bay tren -mQt dong 

rieng, canh giii'a, b~g chii' in thuOng, co chii' 14, ki€u chii' dimg, d~m. S6 th(r 

tg cua m\lC dugc ghi b~ng chii s6 A-r~p. Tieu d€ Clla m\lC dugc trinh bay canh 

giii'a, b~ng chfr in hoa, co chii'tu 12 den 13, ki€u chii' dimg, d~m. 

+ Di€u: Tu "Di€u", s6 thu tl! va tieu d€ cua di€u dugc trinh bay tren cung 

njoQt dong bfutg chii' in thuOng, co chii' bfutg co chii' cua phAn lai van (13-14), 

ki~u chii' dimg, d~m. S6 th(r t\1' cua di€u dung chii' s6 A -r~p, sau s6 th(r tl! co 

ddu chAm. 
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+ Khoan: 86 thtr tv' cac khoan trong m6i dieu duQ'c ghi bfulg chit s6 A
r~p, ti~p theo la dftu chftm, cO' chu s6 b~ng cO' chu Clla phfullai van (13-14), 

ki~u chu dtrng. 

+ f)i~m: Thtr tv' cac di~m trong rn6i khoan dugc ghi b~ng chu cai ti~ng 

Vi~t theo thtr tv' abc, sau co dftu dong ngo~c don, lo~i chu in thuOng, cO' chu 

b~ng cO' chu cua phftn lai van (13-14), ki~u chu dtrng. 

- TruOng hgp nQi dung van ban dugc phan chia thaOO cac phftn, m\lC ttr 

IOn d~n 006 thi triOO bay nhu sau: . 

. + Phdn (n~u co): Til "phdn" va s6 thfr tv' Clla phful dugc triOO bay tren 

II\Qt dong rieng, canh giua, b~g chu in thuOng, cO' chu 14, ki~u chu dtrng, 

d~m. 86 thtr tl! cua phdn dung chu s6 La Ma. Tieu d~ clla phftn dugc d~t ngay 

du6'i, caOO giua, b~ng chu in hoa, cO' chu til 13 den 14, ki€u chu dtrng d~m. 

+ M\lc: 86 thtr tl! cac m\lC dung chit s6 La Ma, sau co dAu chb. Tieu de 

cua m\lC duQ'c triOO bay b~ng chu in hoa, cO' chfr til 13 d~n 14, ki~u chu dtrng 

dam·,. 

+ KhoAn: s6 thtr tl! cac khoAn trong m6i m\lC duQ'c ghi b~g chu s6 A
r~p, sau do co dAu chdm, s6 thtr tl! va tieu d~ Clla khoAn (n~u c6) dugc triOO 

bay b~ng chu in thuOng, cO' chu b~g cO' chu cua phdn lai van (13-14), ki~u 

chu dtrng, d~m. 

+ f)i~m: Thtr tl! cac diem trong rn6i khoAn dugc ghi b~g chit cai ti~ng 

Vi~t theo thtr tl! abc, sau do co dftu dong ngo~c don, lo~i chu in thuOng, cO' 

chit b~ng cO' chi! cua phftn lai van (13-14), ki€u chi! dtrng. 

7. Chuc VI}, hQ teo va chfr kf ciia nguM co thAm quy~n 

Chtrc V\l, hQ- ten va chu kY cua nguai co thAm quyen la y~u t6 th~ thtrc 
" 

cung v6'i con dftu dam bao cho van ban cO- gia tri phap ly va hi~u l\Ic thi hanh 
~trong thgc t~. Y~u t6 nay duQ'c triOO bay 6 0 s6 7a, 7b, 7c. 

- Cach triOO bay: 

. TruOng hgp van ban thuQc thAm quy€n chung Clla UBND theo quy dinh 

t~i Di€u 124 Chuong 4 Lu~t TA chtrc HQi dAng OOan dan va Uy ban nhan dan 
\ 
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ngay 26/11/2003, cac van ban phai duQ'c t~p th€ thao lu~n va quy~t djnh thea 

da,sd thi Chl1 tich thay m~t (TM.) t~p th~ d€ kY ban halm. Vi d\l: 

V\i d\l: Van ban Clla Uy ban nhan dan TM. UY BAN NIlAN DAN 

cHiJTICH 

Nguy~n Thj NgQC 

Vi d\l: Van ban ella HDND (Nghi quy~t) TM. HQI DONG NIlAN DAN 

CHiJTICH 

Trin Van Quang 

Vi d\l= van ban ella ThuOng ttvc RDND TM. THUiJNG TRVC HDND 

CHiJTICH 

TrAn Van Quang 

TruOng hqp van ban thuQc thfim quy€n rieng Clla Chii tich UBND thea 

quy dinh t~i Di~u 127, Chuang 4, Lu~t T6 chile HQi d6ng nhan dan va Uy ban 

nhan dan ngay 46/11/2003 thi th~ thuc kY tIVc ti€p ghi la "CHU TICH". 

Vi du: cHiT TIeH. . 

Trtr011g Thj My An 

+ TruOng hqp ky thay nguai dUng dAu cO' quan, t6 chuc thi phai ghi ehu 

vi€t t~t "KT.~' (kY thay) vao tnrac chuc- V\l cua nguai dung dAu va ghi chuc 

danh eua nguai kY thay aduoi (PH6 CHU TICR). Vi d\l: 

KT. cHiT TJCH 

PHO cHiT TICH 

Nguy~n Thj Y~n 
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+ TruOng hgp kY thira I~nh (vi~t t~t "TL.") khong dugc th\lc hi~n a 
UBND xa, phuOng, thj trful. Vi cae can b9 cong chilc c~p xa deu la chilc danh 

chuyen mona 

+ Chilc V\l ghi tren van ban do cac t6 chilc til vdn nhu Ban, H9i d6ng cua 

N~4 nu6c ho~c cua co quan, 16 chilc ban hanh Ia chilc danh Iiinh d~o cua 

nguai kY van ban trong Ban ho~c H9i d6ng do. 

D5i v&i nhUng Ban, HQi d6ng khong duQ'c phep sir d\lng con ddu clla cO' 

quan, t6 chile thi chi ghi chilc danh eua nguai ky van ban trong Ban ho~c HQi 

d6ng. 

TruOng hgp Ban ho~c HQi d6ng (VD: H9i d6ng nghTa V\l quan S\l) duQ'C 

phep sir d\lng con d~u Clla cO' quan thi co the ghi trlem chilc danh lanh d~o 

trong cO' quan, t6 chilc Clla nguai kY (y du6L 

Vi d\l:
 

TM.HOIDONG
 
cHiJ TJCH
 

(Chit 10/, ddu cua ca quan) 

CHU TJCH 
Nguy~n Hoai Nam 

Khoang each til eh6 de chuc V\l d~n hQ ten nguai ki phai IOn hon ho~e 

b~ng kich thu6c con d~u ella cO' quan (IOn hon ho~c bftng 3,2cm). 

8. D§u eiia CO' quaD, t8 ebue ban banb van ban 

Van ban sau khi duQ'c nguai co thAm quyen kf phai dong d~u cO' quan. 

Cung v6i chu ki cila nguai co thAm quyen, dAu Clla cO' quan dong van van ban 

la yeu t5 dam bao tinh chan th\lc va hi~u l\Ic phap Iy ella van ban. 

Vi~c dong dAu tren van ban duQ'c th\Ie hi~n thea quy djnh t~i Nghj dinh 

s6 110/2004/ND-.cP ngay 08 thang 4 nam 2004 ciia Chinh phil ve cong tac 

van thu va quy djnh Clla phap lu~t co lien quan. DAu phai dung v6i ten co 
~quan ban hanh van ban. 

DAu dugc trinh bay a0 s6 8, dugc d6ng ngay ngin, ro rang, dun~ chi€u, 

trum len 1/3 chu ki ve phia ben trai, m\Ic ddu mau do tuO'i. 

Chi dong ddu van van ban khi van ban do da: duQ'c nguai co thfun quy~n ki. 
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9. Noi nh~n 

Nai nh~n duQ'c trinh bay t~i 0 s6 9a va 9b 

a) Phdn nO'i nh~n t~i 0 s6 9a chi ap d\lng vai cong van hanh chinh va 

duQ'c trinh bay nhu sau: 

:'" - M& dAu bfulg c\lm til "Kinh giri". Sau d6 c6 dftu hai chftm (:). Ti~p thea 

'la ten cO' quan, t6 chuc ho~c ca nhan nh~n van ban d~ t11lc ti€p giai quy€t cong 

vi~c. Phdn nay duQ'c trinh bay b~ng chu in thuOng, cO' chii' 14, kieu chit dUng. 

- N~u cong van glii cho mOt cO' quan, t6 chuc ho~c mQt ea nhan thi tir 

"kinh glii" va ten cO' quan, t6 chuc ho~e ca nhan duQ'c trinh bay tren cung mQt 

dong. TruOng hgp cong van giri cho hai cO' quan, t6 chuc va ca nhan tra len 

thi ten m6i cO' quan, t6 chuc, ca nhan ho~c rn6i nhom cO' quan, t6 chuc, Cel 

nhan duQ'c trinh bay tren mQt dong rieng; dAu dong co g~ch ngang, cu6i dong 

co ddu chdm phAy, cu6i dong cu5i cung co ddu cham. 

Vi d\l: 

iJy BAN NIlAN DAN CQNG HoA xA HQI cHiT NGHiA VI¥T NAM xx TALENG DQc lip -,TV do - H,nh phuc 

Tii Leng, ngay thang nam 201286: IUBND-VP
 
VIv tra lai cong van 56 164/CBNV-BT
 

Kinh glii: TruOng D~i hQc NQi V\l Ha NQi 

Not nh¥n: 
TM. UY BAN NIlAN DAN- Nhu tren;
 

- Luu: VT, .....dan vi SO~ thao.
 
CHU TICR 

Lo Van Tao 

b) PhAn nai nh~n t~i 0 s6 9b duqc ap d\lng chung cho tftt ca cac lo~i van 
..~ ban va trinh bay nhu sau: 

. - Til "Nui nhQn:" dugc trinh bay tren mQt dong rieng, sau do co dau hai 

cb.frm, b~ng chii' in thuOng, cO' chii' 12, ki~u chit nghieng, d~m. 
\ 
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· - PhAn li~t ke cac cO' quan, t6 chuc don vi va ca nhful nh~n van ban dugc 

trpm bay b~ng chit in thu<mg, co chit 11, ki€u chit dung. Ten m~i co quan, t6 
chuc, don vi va ca OOan ho~c m6i nhom cO' quan, t6 chuc, don vi OO~n van 

ban dugc triOO bay tren mQt dong rieng, dAu dong co g~ch ngang, cu6i dong 

co ddu chfim phdy. Rieng dong Cl16i cung bao g6rn chit "- Luu:VT, ...(don vi 

so~n tI130). 

10. Cae thanh phAn th@ thue b8 sung eiia van ban 

10.1. Dau chi muc dp "m{it", "khan" 

Ddu dQ m~t dugc dong vao 0 s6 10a, Ddu dQ khful dugc dong vao 0 s6 

10b, m\lc ddu mau do tuO'i. 

NhUng van ban co tiOO chdt "m~t", "khdn", cdn dong ddu chi mirc dQ 

"M~t" ho~c "KhAn" g6m: 

I M~T I I. TOIM~T I I TUY:E:T M~T I 

IKHAN II THUQNG KHAN I I HOATOC I 

Ddu chi muc de} "m~t" d~ lUll YnhUng nguoi co trach nhi~m giai quyet 

cong vi~c khong ph6 bien rQng rai nQi dung van ban va co bi~n phap bao quan 

thich hgp. Vi~c xac dinh va dong ddu dQ m~t (tuy~t m~t, t6i m~t ho~c m~t), 

d~u thu h6i. d5i v6'i van ban co nQi dung bi m~t nha nuac duQ'c th\lc hi~n thea 

quy dinh cua phap lu~t v€ bao v~ bi m~t OOa nu&c. 

10.2. Cae chi dan 

- Cac chi dan v€ ph~m vi lUll hanh dugc trinh bay t~i 0 s6 11. Cac c\lm 

tu "Tra l~i sau ~i hQp (hQi nghi)", "Xem xong tra l~i", "LUll hanh nQi bQ" 

dugc trinh bay can d6i trong mQt k4ung hinh chii' nh~t, vi€n don, b~ng chit in 

hoa, ca chii' til 13-14, ki~u chii' dUng, d~m. Chi dful ph~m vi lUll hanh: 96i v&i 

van ban giri cho co quan ho~c ca nhan d~ nghien cUu, sau do phai tra l~i cho 

co quan giri thi phai dong ddu "Thu hdi" ho~c ddu "Xem xong tra I~i"; "Xong 

hQi nghi tra l~i". D6i v6'i van ban khong ph6 bi~n rQng rai, chi luu hanh nQi bQ 

thi dong ddu "Luu hanh nQi bQ". 
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- Chi dan ve dl! thao van ban: dugc trinh bay t~i 0 86 12; til "D\l thao" 

ho~c c\lm tiI "D\! thao ldn..." dugc trinh bay trong mQt khung hinh chit nh~t 

vien don, b~ng chfr in hoa, cO' chu 13 d€n 14, ki€u chit dUng, d~m. 

10.3. Ten viit tiit nguili tlanh may va sa lU{1ng ban phtit hanh 

Ky hi~u nguai danh may va 86 luqng ban phat hanh dugc trinh bay t~i () 

s6 13 (phia cu6i y~u t6 nai nh~); kY hi~u duQ'c ghi bfulg chit in hoa, s6 luqng 

ban ghi b~ng chit 86 A -r~p, cO' chfr 11, ki€u chfr dUng. 

10.4. lJja chigiao djch 

D6i v6i cong van hanh chinh, thong bao, giay mai, giay giai thi~u, phi€u 

giri, phi~u chuy€n..., trong truOng hgp cAn thiet d€ ti~n lien h~ cong tac, co th€ 

ghi them dia chi giao dich cua cO' quan vao cu6i van ban, g6rn cac y€u t6 

thong tin nhu: dia chi cO' quan, 86 di~n tho~i, 86 Fax, E-mail vv. Nhlrng yeu t6 

nay dugc trinh bay t~i 0 86 14 (phdn cu6i trang ddu) du6i mQt duOng ke net 

lian keo daj h€t b'€ ngang cua vUng trinh bay van ban, b~ng chu in thuOng, cO' 

cliu 11-12, ki€u chit dUng. 

86 36, Khe Phua - Minh An - Van Chdn - Yen Eoi 

DT: (029).xxxxxxA:: Fax: (029) XXXXXXX 

E-Mail: Website: . 

10.5. PhlllllC 

TruOng hQP van ban co ph\! l\lc kern thea thi trong van ban phai co chi 

d~n v€ ph\l l\lc do. 

. Ph\! l\lc van ban; ph\! l\!c kern thea van ban dugc trinh bay tren cac trang 

giAy rieng. Phl,l h)c van ban phili co tieu d~; van ban co til hai phl,l ll,lc tr6 len 

tHi cac ph\l l\lc phai dugc danh 86 thir tl! b~ng chit 86 La Ma. Tu "ph\ll\lC" va 

86 thfr tg cua ph\ll\lc (twOng hQjJ co hai ph\ll\!c tra len) dugc trinh bay tren 

rnQt dong rieng, canh giua, b~ng chu in thuOng, co chit 14, ki€u chit dUng, 

d~rn; tieu d€ cua ph\l l\lc dugc trinh bay canh giua, bfulg chu in hoa, cO' chu 

13 den 14, ki€u chu dUng d~m. 

,,(
10.6. So trang 
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Van ban va phv Ivc van ban g6rn nhieu trang thi til trang thir hai tra di 

phai duQ'c danh s6 thu t\l; s6 trang cua phv l\lc van ban duQ'c danh rieng, tlleo 

tUng phv1vc. 

S6 trang cua van ban dugc trinh bay t~i ben phai, cu6i trang giAy (phAn 

footer), b~ng chu s6 A-r~p, cO' chu b~ng cO' chu cua phdn lai van (13-14), ki~u 

chfr dUng. 

III. BAN SAO vA THE THUC CVA BAN SAO 

1. Cae loai ban sao:. 
Dieu 2 cua Nghi dinh so 110/2004/Nf)-CP ngay 08/4/2004 cua Chinh phu 

v~ cong tac Van thu: 

+ HBan sao y ban chinh " la ban sao dlly du, chinh xac n9i dung cua van 
ban va dU(1c trinh bay theo thJ thuc quy djnh. Ban sao y ban chinh phai dU(1c 
th1!c hi~n tit ban chinh; 

+ HBan trich sao" la ban sao mQt phtln n9i dung cUll van ban va dU(1c trinh 
bay theo thJ thue. quy ajnh. Ban trich sao phai dU(lc thl/c hi~n tit ban chinh; 

+ HBan sao 11!-c" la ban sao dtly du, chinh xac nQi dung cua van ban, dU(1c 
th1/c hi~n tit ban sao y ban chinh va trinh bay theo thi thuc quy djnh; 

2. NQi dung va ki thuit trinh bay cac phin trong th~ thuc ban sao 

\ Cac thanh phAn th~ thuc ban sao duQ'c trinh bay tren cung mQt trang gifty 
kh6 A4, ngay sau phdn cu6i cung cua van ban duQ'c sao, duoi mQt duOng ke 
net li€n, keo dai h€t chi€u ngang cua vung trinh bay van ban duQ'c sao. 

Vi tri trinh bay cac thanh phAn th~ thuc ban sao duQ'c th\lc hi~n theo sO' 
d6 b6 tri cac thanh phAn th€ thuc ban sao kern theo Phv l\lC III, Thong tu s5 
01/2011/TT-BNV ngay 19/01/2011 cua BQ NQi V\l huOng dfut v€ th~ thuc va 
ky thu~t trinh bay van ban hanh chinh (Th€ thuc van ban sao xem mau 2.1 
ban sao van ban cua phv1vc V): 

(1) Hinh thuc sao (SAO Y BAN CHINH, SAO Ll)C, TRiCR SAO) 
(2) Ten co quan, t6 chuc sao van ban; 
(3) s6 va kY hi~u ban sao; 

"::"(4) Dia danh va ngay, thang, nam sao van ban; 
(5) Chuc V\l, h9 ten va chfr k)'; 

~(6) DAu cua co quan, t6 chuc sao van ban; 
(7) Noi nh?n. 
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PhI} ll}c III
 
ThS thuc baD sao van ban hanh chfnh
 
(Tren rnQt trang gidy kh3 A4: 210 x 297 mm)
 

(Kern theo Thong ttt s6 01/2011/TT-BNV ngily 19/01/2011 cua B9 N(Ji 

Vtl huang ddn vJ thi thue va kjJ thutjt trinh bily van ban hanh chinh). 

20-25 rom 

2 I I 1 
I 

I I 4 I3 
I 

30-35mm I 

15-20mm 

7 

5c 

5b 

20-25 mm 1 
YEucAu 

1.	 Sau khi hoc xong, hoc vien phai trinh bay duqc khAi ni~m th€ thuc van 

ban, h~ th6ng hoa duQ'c cac van ban quy dinh va hu6ng ddn v€ th€ thuc 

van ban; 

2.	 HQc vien trinh bay duQ'c vi tri, ky thu~t trinh bay cac y~u t8 th€ thuc 

van ban; 

3.	 Nh~n bi€t duQ'c cac 16i sai th€ thuc va bi~t sua cac van ban d6; 
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4.	 HQc vien khong dugc nham I~n th€ thirc van ban quy ph~m phap Iu~t 

va van ban hanh chinh ca bi~t; 

5.	 HQc vien trinh bay van ban quan Ii nha nuac cua Uy ban nhan dan xii 

tren may tinh dung quy dinh. 

CAD HOI ON T!P 

Cau 1. Trinh bay vi tri, y nghia, ki thu~t trinh bay cac y€u t6 the thirc 

van ban quan Ii nha nu&c. 

Cau 2. Trinh bay the thuc mQt ban sao van ban quan Ii nha nuac. 

~ 
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Bili2
 

QUY TRiNH SO~N THAo vA BAN HANH
 
VAN BAN QUAN LY NHA NU(JC CUA co QUAN UBND xA
 

1. Kbai ni~m quy trinb s0tln thao va ban hanh van ban 

Qlly tTinl1 SO{l11 tllao VlI ban Ilanll van biil1 Iii killii nifnl t1i Clli trinh 

t(l' cae C011g vifc can tiiJl Iliinil trong qlla tTinl1 SO(ln tillio mvt van blin d€ 
blln hiin/l. 

2. NQi dung cae btrO'c eiia quy trlnh so,n tbao va ban banb van- ban 

2.1. Quy triob s0tl0 tbao va ban banh van ban quy pbtlm pbap lu~t 

eua UBND xi 

Trong he th6ng van bim qmin 1:9 nha nu6'c, van ban quy ph~m phap lu~t 

eo vi tri quan trQng, kien t~o nen h~ th6ng phap lu~t Vi~t Nam. 

Theo Dieu 1 Lu~t Ban hanh van ban quy ph~m phap lu~t nam 2008. 

"Van ban quy phr;zm philp lu(jt la van ban do ca quan nha nuac ban hanh 

ho(lc ph6i hflP ban hanh theo tham quy€n, hinh. thuc, trinh tll, thu tyc dU(1c 
\ . 

quy djnh trong Lu(jt Ban hanh van ban quy phr;zm phap lu(jt ho(lc trong Lu(zt 

Ban hanh van ban quy phr;zm phap lu(jt cua HDND va UBND, trong do co quy 

tdc xu SlI chung, co hi~u lllc bdt bU9C chung, dU(1c Nha nuac dam bao thl/C 

hi~n dd diJu chinh cac quan h~ XQ h9i" 

Lu~t Ban hanh van ban quy ph~m phap lu~t eua HQi d6ng 

nhan dan va Uy ban nhan dan nam 2004 dinh nghia: 

HI. Van ban quy phr;zm phap lu(jt cua H9i d6ng nhan dan, Uj ban nhan 

dan IiI van bim do HQi d6ng nhan dan, uy ban nhan dan ban hiIn~ theo .tham 

quyJn, trinh tll, thu t'(lC do Lu(jt nay quy djnh, trong do co quy tdc xu SlI 

chung, co hi~u lllc trong phr;zm vi dja phuang, dUr;1c Nha nuac bao dam thllc 

hi~n nhlim di€u chinh cac .quan h~ xii hQi adia phuang theo dinh huang xii 
\

h{5i chu nghia. 

2. Van bim quy pht;lm phap lugt clla HQi d6ng nhan dan dU(1c ban hiInh 

dufJi hinh thuc nghi quyit. Van bim quy pht;lm phap lugt clla Uy bal} nhan dan 

t1u(lc ban hanh duai hinh thuc quyit djnh, chi thi. " 
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Van ban quy ph~m phap lu~t n6i chung c6 nhUng d~c diem cO' ban sau 
day: 

+ MQt la, do cO' quan nha nu&c c6 thdm quyen ban hanh thea hinh thuc 

nh~t dinh va trinh W', thu tvc do phap lu~t quy dinh. 

Theo Dieu 2 cua Lu~t Ban hanh van ban quy ph~m phap lu~t nam 2008, 

h~ th6ng van ban quy ph~m phap lu~t g6m: 

1) Hi~n phap, lu~t, nghj quy~t cua Qu6c hQi. 

2) Phap l~nh, nghi quy~t cua Uy ban thuOng V\l Qu6c hQi. 

3) L~nh, quy~t dinh cua Chu tjch nu&c. 

4) Nghi djnh cua Chinh phil. 

5). Quy~t djrm cua Thil tuOng Chinh phu. 

6) Nghi quy~t ciia HQi d6ng Thdrn phan Toa an nhan dan t6i cao, 

Thong tu cua Chanh an Toa an nhan dan t6i cao. 

7) Thong tu cua Vi~n truOng Vi~n ki€rn sat nhan dan t5i cao. 

8) Thong tu cua BQ truOng, Thu truOng cO' quan ngang bQ. 

9) Quy~t dinh cila TAng Ki€rn toan Nha nu&c. 

10) Nghj quy€t lien tich giua Uy ban thuang V\l Qu6c hQi ho~c giua 

Chinh phil v6i cO' quan trung uong cua t6 chuc chinh tri - xii hQi. 

11) Thong tu lien tich gifra Chanh an Toa an nhan dan t5i cao v6i Vi~n 

truOng Vi~n ki€rn sat nhan dan t6i cao; gifra BQ truOng, Thu truOng cO' quan 

ngang bQ v6i Chanh an Toa an nhan dan t6i cao, Vi~n truOng Vi~n ki~m sat 

nhan dan t6i cao; gifra cac BQ truOng, Thu truOng cO' quan ngang bQ. 

12) Nghi quy~t cua HQi d6ng nhan dan; 
;

13) Quy€t djnh va Chi thi cua Uy ban nhan dan 

+ Hai la, van ban quy ph~m phap lu~t nQi dung c6 chua quy t~c xu S\l 

chung mang tich b~t bUQc d5i v6i rnQi d6i tuqng chiu S\l dieu chinh Qua van 

ban phai th\lc hi~n, khong co ngo~i l~. 
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Vi v~y, van ban quy ph;;lm phap lu~t khong chi dich danh m9t ca nhan, 

d6i tuQl1g C\l th~. 

Di€u 2 clla Lu~t Ban hanh van ban quy ph~m phap lu~t Clla 

H9i d6ng nhan dan va Uy ban nhan dan nam 2004 quy dinh ph~m 

vi ban hanh van ban quy ph~ln phap lu~t ella H9i d6ng nhan dan, Uy ban nhan 
< dan: 

ttl. HQi dang nhan dan han himh van him quy pht;lm phdp lu(it trong 

nhfmg truang hf/p sau aay: 

a) Quyit ajnh nhfmg chit truang, chinh stich, bi~n phap nhdm bao aam 

thi hanh Hiin phap, lu(jt, van ban cua co quan nha nuac cap tren; 

b) Quyit ajnh ki hot;lch phat triJn kinh ti - xii h9i, ngan sach, qu6c 

phong, an ninh aaja phuang; 

c) Quyit ajnh bi¢n phap nh&rtl 6n ajnh va nang cao aai s6ng cua nhan 

dan, hoan thanh nhi~m Vll cap tren giao cho; 

d) Quyit djnh trong ph{lm vi tham quyJn aU(1c giao nhfmg chu truang, 

bi~n phap co tinh chat dQC thu phil h(1p vai aiJu ki~n phat triJn kinh ti - xii 

h6i ella dia phuang nhdm phdt huy tiJm nang ella dia phuang, nhung khong 

aUf/c trai vai cac van ban quy ph(lm phap lui)t cua co quan nhil nuac cap 
\ 

tren; 

a) Van ban cua co quan nha nuac cap tren giao cho H(Ji a6ng nhan 

dan quy ainh m(Jt van aJ Cll thi. 

2. Uy ban nhan dan ban hanh van ban quy pht;lm phap lui)t trong nhfmg 

truirng hfJp sau aay: 

a) Di thi hanh Hiin phap, IUtJt, van ban cua co quan nhil nuac cap 

tren, nghi quyit cua H9i a6ng nhan dan cung cap vJ phat triJn kinh ti - xii 

hQi, ellng e6 qU6e phong, an ninh; 

b) DJ thvc hi~n chuc nang quan If nha nuac adia phuang va thirc hi~n 

cae chinh sach khac tren dia ban; 

c) Van ban cua co quan nha nuac cap tren giao cho Uy ban nhan dan 
\ " ~ 

quy dinh mi)t van de Cll the. " 
.; 

Hi~u l\le v€ khong gian cua van ban quy ph~m phap lu~t trong ph~m vi 

toan qu6e ho~e tirng dia phuong. 
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Hi~u l\lc v€ thai gian Clla van ban quy ph~m phap lu~t la thuOng xuyen, 

lien t\lC, duQ'c ap d\lng nhi€u Idn d5i v6i mQi d5i tugng ho~c mQt nhom d6i 

tUQl1g. 

+ Ba la, Nha nuae d~t ra nhUng bi~n phap dam bao th\lc hi~n thea quy 

dinh ella phap lu~t. 

He th6ng van ban quy ph~m phap lu~t la hinh thuc bi~u hi~n m6i lien 

he ben ngoai Clla phap lu~t b~ng cac lo~i van ban co gia tri cao, thAp khac 

nhau (Lu~t, phap l~nh, nghj djnh, nghj quy€t, quy€t dinh, thong tu vv) do cac 

eo quan nha nuac co tham quyen ban hfulh theo mQt trinh tg va thu tvc do

phap lu~t quy dinh nhung t6n t~i trong mQt th€ th6ng ooAt. 

Van ban co nhi€u lo~i vai tiOO chAt, cong d\lng, tharn quy€n ban hanh 

khac nhau nen quy trinh cling khac nhau. 

D6i v&i van ban quy ph~m phap lu~t thuQc thfrrn quy~n cua UBND xa, 

phuOng, thi trftn thi guy trinh so~n thao va ban hfulh phai th\lc hi~n thea cae 

quy dinh trong cac van ban quy pll~m phap lu~t hi~n hanh lUlU: Lu~t ban hanh 

van ban qlly ph~rn phap lll~t eua HQi d6ng nhan dan va Uy ban OOan dan (nam 

2004) va cac van ban khac. 

Tuy thea tinh chAt va nQi dung cua van ban rna trinh tg xay d\lllg va 

ban hanh van ban quy ph~m phap lu~t cua chinh quy~n dja phuong co dQ 

phuc t~p hay dan gian khac nhau. Can Cll Di~u 33, Di~u 45 Lu~t ban hanh van 

ban quy ph~m phap lu~t cua HQi d6ng nhan dan va Uy ban nhan dan; f)i~u 22, 

Di€u 24 Nghj djnh s6 91/2006/ND-CP quy djnh chi ti€t thi hfulh mQt s6 di€u 

cua Lu~t Ban hanh van ban quy ph~m phap lu~t ciia HQi d6ng nhan dan, Uy 

ban nhan dan co th€ chia thanh cac buac sau: 

BIrac 1: Sang IdSn va so~n thao 

Chu tich HBND, chu tjch UBND chi d~o xay d\lng va ban hanh van 

ban quy ph~ ph~p lu~t (y dia phuong theo thAm quy€n, hinh thuc lu~t dinh. : 

L~p chuang trinh xay d\lllg d\l thao van ban: 

- Nghj quy€t cua HDNDQi d6ng nhan dan cAp xii do UBND cung cAp 

so~n	 thao va trinh fIDND. 

- Quyet diOO, chi thi clia UBND cap xa do Chli tich UBND phan cong 

va chi d~o vi~c so~ thao. 

Ban so~n thao co nhi~m V\l: 
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+ T6ng k€t cac van ban co lien quan, thu th~p tai li~u, thong tin; 

nghien c(ru, ra soat cac van ki~n cua Dang, cac van ban phap lu~t hi~n hanh; 

+ Xac dinh m\lC dich, yeu cAu cua van ban d~ co co sa l\la chQn th€ 

thuc, ngon ngfr, van phong phu hQP; 

+ Vi€t dl! thao van ban. 

BucYc 2: LAy y ki@n tham gia xay d1}11g d., thao 

Day la bu6c b~t bUQc d6i v6i trinh tl! xay d\ll1g va ban hanh van ban 

quy ph~m phap lu~t. 

Can cu vao tinh chAt va nQi dung cua d\l thao nghi quy€t, quy€t dinh, 

chi thi, Chii tich VBND cdp xa t6 chilc vi~c Idy y kiSn va tiSp thu y kiSn ~iia 

cac co quan, t6 chuc hftu quan, cua nhan dan t~i cac thon, lang, dp, ban, 

phum, soc, t6 dan phd ve dg thao nghi quySt, quySt dinh, chi thi. 

Theo guy dinh t::ti Khoan 3 f)i~u 22 Nghi dinh 91/2006/ND-CP C6ng 

chire tu phap - h9 tich cAp xii co tracll nhi~m phat bi€u y ki~n d5i v6i dv thao 

nghj quy~t eua HDND va qlly~t dinh, chi thi eua UBND v~ nhung vAn d€ sau 

day: 

- 811 c~n thiSt ban hanh van ban; 

- Bdi tuQ'llg, ph~m vi dieu chinh cua van ban; 

- Tinh hqp hiSn, hqp phap va tinh thdng nhdt cua dg thao v6'i h~ thdng 

phAp lu~t; 

- Ngon ngu, ky thu~t so~n thao van ban. 

Chu tich VBND cAp xii quy€t dinh va t6 ehuc lAy y ki€n cua nhan dan 

t~i cac thon, lang, Ap, ban, phum, soc, t6 dan ph6 trong cac tnrOng hqp sau 

day: 

+ Van ban co nQi dung quy dinh v€ muc dong gop, huy dQng v6n cua 

dan eu dja phuong; 

+ Viec ban hanh van ban co anh huOng quan trQng t6i phat tri€n kinh t€ 

- xii hQi cua dja phuong; . 

+ Viee ban hfulh van ban co anh huOng IOn d€n dai s6ng sinh ho~t cua 

dan eu i:J dja phuong; 

+ Van ban co n9i dung lien quan d€n vAn de qua.n ly ddt dai, quy ho~ch, 

xay d\ll1g cac cong trinh cong cQng quan trQng thuQc dja ban quan lY. 

BucYc 3: Thim dinh du thao. . 
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Sau khi tAng hop cac y kien tham gia xay d\ll1g dv thao, don vj so~n 

thao dv thao co trach nhi~m chinh ly dv thao thea sv chi d~o ciia Chii tjch 

VBND cap xa. Ban t~p hop Yki€n, van ban giai trinh v€ vi~c ti€p thu phai 

duQ'c lUll trong h6 sa dV thao trinh HDND,UBND. 

Dtrac 4: Xem xct, thong qua 

. Trinh tll xem xit, thong qua d" thao nghi quyit cua H{ji dOng nhlin 

dan cOpxa: 

- Ch~m nhat la ba ngay tru6c ngay khai m~c ky h9P HDND,UBND gui 

to trinh, dl,l thao nghi quyet va cae tai li~u co lien quan den cac d~i hieu 

HBND 

- Vi~c xem xet, thong qua dV thao nghj quy€t t~i ky hQP HDND dugc 

tien hanh thea trinh tv sau day: 

+ D~i di~n VBND trinh bay dv thao nghj quy~t; 

+ HDND thao lu~ va bi~u quy€t thong qua dV thao nghj quy~t. 

- Pv thao nghj quy€t dugc thong qua khi co qua nua t6ng s6 d~i bi~u 

HDND biSu quy~t tan thanh. 

- Chii tich HDNDkY chung thvc nghi qlly€t. 

Trinh t41 xem xit, thong qua d" thao Quylt iljnh, Chi thj cua UBND 
~ -capxa: 

- T6 chuc, ca nhan dugc phan cong so~n thao gui to' trinh, dV thao 

quy~t dinh, chi thi, ban t6ng hop y ki€n va cac tai li~u co lien quan den cac 

thanh vien UBND ch~m nhat la ba ngay tru6c ngay UBND hQP. 

- Vi~c xem xet, thong qua dV thao quy~t dinh, chi thi t~i phien hQP 

UBND dugc ti~n hanh thea trinh tv sau day: 

+ B~i di~n tA chuc, ca nhful duQ'c phful cong so~n thao trinh h~y dV 

thao quyet dinh, chi thj; 

+ VBND thao lu~n va bieu quyet thong qua d\l thao quy€t dinh, chi thi. 

- Dv thao quy€t dinh, chi thj dugc thong qua khi co qua nua t6ng s6 

thanh vien UBND bieu quy~t tan thanh. 

- Chli tich UBND thay m~t UBND kY ban hfulh quy€t dinh, chi thi. 

Btrac 5: Cong b6 ; 
Vi~c cong h6 van ban quy ph~ phap lu~t cua HBND va UBND phai 

dugc niem yet t~i tn) sa co quan ban hanh ch~m nhdt la 2 (hai) ngay, ke til 
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ngay H9i d6ng OOan dan thong qua ho~c Chu tich U'BND kY ban hanh 'va 

nhirng dia di~m khac do Chu tich UBND cung cfip quy€t diOO. Thai gian niem 

y€t it OOdt la 20 (hai muai) ngay lien t\lC, ke ill ngay niem yet. Van ban quy 

ph~m phap lu~t eua HDND,UBND niem y8t phai la ban chiOO. 
\ 

Bu6'e 6: Girl va IU1I tra 

Van ban quy ph~m phap lu~t eua HDND,UBND phai dugc gui d€n cac 

co quan OOa nuO'c cAp tren tn,rc ti~p, cac co quan co thftm quy€n giam sat, 

kiem tra, cac co quan, t6 chuc, ca ooan hfru quan 0 dia phuong ch~m OOdt la 

ba ngay, k~ tir ngay HDND thong qua ho~c Chli tich UBND kY ban haoo. 

Van ban quy ph~m phap lu~t cua HDND,UBND phai dugc lUll tnttheo 

quy diOO cua phap lu~t v€ lUll tnt. 

2.2. Quy tflnb so,n tbao va ban banb van ban banh ehfnb eiia 

UBNDxa 

Van ban hanh ehinh fa IOf;li van ban quan Ii nha nuac kh6ng mang tinh 

quy phf;lm tJu(1c dung tJi quy tJinh, quyit tJinh, ph/m {mh, thong baD tinh hinh 
\ 

trao tl6i e6ng vi~e va xu Iy cae van tlJ c~ thi khae eua hOf;lt tlQng quan Ii. 

Van ban haOO chiOO co d~c di~m: 

- Do co quan, t6 chilc co tu cach phap nhan ban hanh; 

- Khong chua cac quy t~c xu S\l chung, khong co tiOO cUOng ch€ trii cac 

quy€t diOO ca bi~t; 

- D5i tuQ11g thi hanh chi bao g6m rnQt ho~c rn9t 85 d5i tuQ11g nhdt diOO; 

- Co hi~u l\lc trong ph~rn vi h~p han van ban quy ph~m phap lu~t. 

Theo quy dinh t~i Nghi diOO s5 110/2004/ND-CP ngay 08 thang 4 nam 

2004 cua ChiOO phu v€ cong tac Van thu thi van ban haOO chinh dugc chia 

lam hai lo~i: Van ban hanh chinh ca bi~t va van ban hanh chinh thong thuOng. 

+ Van ban hanh chinh (ca bi~t) la quy€t diOO quan Ii thaOO van do co 

quan ho~c ca OOan co thAm quy€n ban haOO thea thdrn quy€n, triOO tl!, fuli WC 

nhdt diOO tren cO' sa ap d\lng phap lu~t d~ giai quyet OOUng cong vi~c co tinh 

chdt C\l th~, ca bi~t. 

+ Van ban haOO chinh tll0ng thuang duqc sir d\lng d€ ghi chep, truy€n 

d~t	 va phan anh cae thong tin trong ho~t dQng quan Ii. 
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D6i v&i cac van ban hanh chinh c6 quy trinh so~n thao va ban haOO van 

ban don gian hon va c6 OOUng buO'c chung OOu sau: 

Buac 1: Chuin bi soan. . thao 

Bay la bu&c quan trQng de giup cho vi~c so~ thao van ban dugc thu~n 

IQ'i va chat IUQl1g g6m cac nQi dung sau day: 

- Phan cong so~n thao: 

Can cu tiOO chat, nQi dung cua van ban cAn so~n thao, nguai dUng dAu 
\ .,

cO' quan, to chuc giao cho don vi ~o~c ca ooan so~n thao ho~c chu tri so~n 

thao. 86i v&i OOUng van ban c6 nQi dung quan trQng, trong truOng hQ'P cAn 

thi8t ho~c phap lu~t quy diOO khi so~n thao van ban quy ph~m phap lu~t thi 

phai thanh I~p Ban so~n thao (ho~c T6 so~ thao). 

- Don vi hoac ca nhin soan thao hoac chu tri soan tllao:. . . . . 
+ Xac diOO m\lC dich, tiOO chfit, nQi dung cua vAn d6 cAn ra van ban. 

Trong d6 cAn xac diOO van ban ban hanh OO~m m\lC dich? Co mAy m\lC dich? 

tiOO chfit cua van ban? gi6i h~n cua van ban (nQi dung, d6i tugng, ph~m vi 

di€u chiOO)? 

+ Xac diOO ten lo~i va trich yeu nQi dung cua van ban: Vi~c xac diOO 

hinh thuc van ban sir d\Ulg cAn can cu vao m\lC dich, tiOO chfit va nQi dung cAn 

van ban hoa; din cu vao chuc nang cua tUng hinh thuc van ban va thfun quy€n 

ban haOO cua cO' quan d~ l\la chQn hiOO thuc van ban phil hQ'P. Trich y€u nQi 

dung phai ngan gQn va phan anh dugc chu d6 cua van ban. 

+ Thu th~p thong tin, phan tich, l\la chQn cac thong tin cAn thi~t co lien 

quan t&i nQi dung cua van d6 cAn van ban hoa. Thong tin cAn thu th~p la cac 

thong tin phap ly va thong tin th\lc t~ til cac ngu6n khac OOau vai phi€u 

phuong phap khac rihau. Thong tin cAn dugc thu th~p va dAy du, xli Ii chinh 

xac. 
.:+ Xay d\ll1g d6 cuong: Xay d\lng d6 cuong van ban OO~m giup cho vi~c 

sO'~n thao van ban thu~n·lgi. B6 cuong dugc triOO bay sa lugc ho~c chi ti€t ve 

d\l dinh OOUng di~m c6t y€u trong nQi dung va b6 C\lC cua van ban. NhUng 

vAn ban co nQi dung quan trQng co the t6 chuc hQi thao thong qua d€ cuqng. 

Buac 2: Xay dtplg dll thao van ban phiJ hQ'P vOi hinh thllc, th@ thuc 

van ban theo quy djnh ciia nha nuo-c. 

- ViSt ban thao: 
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Tren cO' sa de cllong dB: xay d\1tlg, ca nhan ho~c don vi chu tri ti~n hanh 

so~n thao van ban phu hQP v6i hinh thuc, th~ thuc, nQi dung cua van ban da: 

xac dinh. akhau nay phai sir dVng cac cau, ill, C\lm til d~ dien d~t cac ytrong 

d€ cuong nhung d6ng thai v§ll dam bao cho van ban do t~o thanh mQt th€ 

th6ng nhdt va trQn v~n ve hinh thuc cling nhll nQi dung. 

Sau khi so~n thao xong phai ki€m tra ve chinh ta, ki thu~t trinh bay, 

rnvc dich d~t dugc cua van ban. 

- Xin yki~n gop ycho ban thao: 

Van ban co tinh chdt quan trQng, nQi dung phuc t~p thi co th~ de xudt 

v6j nguai dUng ddu cO' quan, t6 chuc vi~c tharn khao y kien cua cac cO' quan, 

t6 chuc ho~c don vi, ca nhan co lien quan; nghien c(ru tiep thu y ki€n d€ hoan 

cl1inh ban thao. 

- T6ng hQP y kien gop y (neu co) va hoan chinh d\r thao. 

Btrac 3: Duy~t van ban 

- Lanh d~o ph\! trach tIVc tiep (twOng ho~c pho) duy~t nQi dung ban 

thao. 

- Can be:> Van phong ph\! trach cong tac van· thll, lUll tril & cAp xii duyet 

th€ thuc va thu Wc phap Ii. 

- Lanh d~o cO' quan (thu truOng ho~c pho thii truOng ph\! trach linh 

v\lc) duy~t va kY ban hfulh. Neu la van ban co tinh chdt quan trQng, nQi dung 

ph~c t~p co nhieu vdn de cdn trinh kern thea H6 sa trinh kY. 
D6i v6i nhfrng van ban thuQc thdm quyen cua t~p the rna vi~c thong 

qua phai do t~p the thao lu~ va quyet dinh thea da s6) thi vi~c thong qua do 

t~p the quyet dinh. 

Btr6'c 4: Hoan thi~n th@ thuc va lam cac tho tl}C ban hanh · 

- Hoan chinh dg thao Idn cu6i, danh may (ho~c in), soat l~i van ban va 

trinh kY chinh thuc. 

- Sau khi co chfr kY cua ngllai co thdm quyen, can bQ van thll hoan 

thi~n th€ thuc va lam cac thll Wc ban hanh: 

+ van thll ghi s6, ngay, thang, nam ban hanh van ban; 

+ Nhan ban thea s6 lllQ1lg nai glii, noi nh~n; 

+ Bong dAu co quan; 

+ Lam cac thu t\lC ban hanh; 
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+ LUll van ban theo quy dinh hi~n hanh (01 ban lUll aVan thu, 01 ban 

lUll t~i don vi so~n thao)./. 

YEucAu 
1. Sau khi hQc xong bai nay, hQc vien phai hi€u duQ'c cac buac trong 

quy trinh so~n thao van ban quy ph~m phap lu~t va van ban hanh chinh; 

2. HQc vien trinh bay duQ'c m\lC dich va nQi dung cua cac buac trong 

quy trinh 'so~n thao van ban; 

3. HQc vien phan bi~t duQ'c slj khac bi~t gina quy trinh so~n thao van 

ban hanh chinh va van ban ca bi~t. 

CAU HOI ON TAp. 
Cau 1. Ve So' d6 quy trinh so~n thao van ban cua Co' quan anh/chi cong 

tae. 
Cau 2. Trong quy trinh so~ thilo van ban n6i chung c6lien quan d€n 

\ 

nhting don vi, ca nhan nao? 

~ 
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Bai3
 

PHUONG pHAp SO~N THAo MQT s6 VAN BAN
 

ellA eo QUAN llY BAN NHAN DAN xl
 

1. SO," thao quy~t dinh 

a. Khai "i~m 

Quy~t dinh la hinh thuc van ban rna cac cO' quan SO~ thao dung d~ quy 

dinh, quych dinh cae ehli truong, ehinh sach, eh~ dQ, the Ie, bien phap cong 

tac, cac vAn d€ v€ t6 chuc-can bQ va cac v~n d€ khac thuQc chuc nang, nhiem 

V\l va quy~n h~n ciia cO' quan, t6 chllc. 

UBND xa co t11§lTI quyell ban hanh quy6t djnh, chi thi quy ph~m phap 

lu~t tileo Lu~t Ban hanh van ban quy ph~111 phap lu?t cua H<)i d6ng nhan dan 

va Uy ban nhan dfinnall1 2004. 

Ngoai ra, Chu tich UBND cling co thfim quyen ban hanh Quy€t dinh va 

.Chi thi ca bi~t thea th§m quy€n quy dinh t9i Dieu 127 ella Lu~t T6 chuc HQi 

d6ng I1hfin dan va Uy ban nhfin dal1 natll 2003. 

DAi v6'i quy~t dinh ea biet co hai lo~i: Quy~t dinh quy dinh trvc ti~p. 

(Khen thu6ng, xu ph~t vi ph~rn hanh chinh, nang luong, b6 nhi~m vv) va 

Quy~t dinh de ban harm cae van ban khae (NQi quy, Quy ch~, Di~u I~, Quy 

dinh vv). 

b. B6 C1}C ciia Quy~t djnh
 

- V€ hinh thllC: Trinh bay th€ thllc thea quy dinh hien hanh
 

- B6 C\lC nQi dung:
 

Quy€t dinh co b6 C\lC nQi dung g6rn hai phAn: phAn rna dAu va nQi dung
 

- Ky thu~t so~n thao:
 

- Phin rna diu: Neu cac can Cll phap Iy, can Cll th\Ic t€
 

PhAn rna dAu con gQi Ia phAn can Cll ban hanh quy~t dinh. PhAn nay 

neu cac can cir phap Ii va can Cll th\lc t~ de khfu1g djnh tinh hgp phap, hgp If 

va 'phu hgp v6i th\lc t~ ciia van ban. 

+ Can Cll phap Iy kh~ng dinh thArn quy~n ciia cO' quan ban hanh quy€t 

dinh (con gQi la can Cll giao quy~n). cAn dua vao can ell nay van ban quy 

dinh chuc nang, nhi~rn V\l ciia cO' quan ho~c phan cAp quan Ii. 
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+ can clI phap Ii lam cO' sa cho vi~c quy€t dinh, quy€t dinh cac vAn d€ 

rna nQi dung quy€t dinh d€ c~p. 

+ Can ClI nay g6m: cac thong tin phan fulh v€ thgc t€ ( nhu cAu, yeu cAu 

cong tac, nang Igc can bQ... ) ho~c cac van ban phan anh v€ thgc t€ (bien ban, 

k€ ho~ch ... ). 

+ Can Cll cu6i cung la d€ nghi cua don vi, ca nhan co thfim quy€n tham 

mUll, giup vi~c va ph\! trach v€ vAn d€ van ban d€ c~p. 

- Phin nQi dung eiia quy@t dinh: 

Thong thuang rnQt quy€t dWt eo til 2 d€n 5 di6u tuy theo nQi dung ella 

quy€t dinh. Tuy nhien nQi dung thuang thea tr~t tg sau: 

Di~u 1. Trinh bay chu d€ chinh cua van ban (dugc neu trong ph§n trich 

y€.u nQi dung cua quy€t dinh). Trong do cAn phan anh dugc quy€t dinh v€ vAn 

d6'gi? Quy€t dinh nhu th€ nao? 

Di~u 2. Di€u ti€p thea c§n trinh bay nhUng nQi dung nh~m C\l the hoa 

Di€u 1. Do la cac nQi dung v€ chuc nang, nhi~m V\l, quy€n h~n, quy€n Igi, 

nghia V\l, trach nhi~m cua co quan, ca nhan n6i d~n aDi€u 1. 

Di€u cu5i cung cua quy€t dinh quy dinh v€ trach nhi~m thi hanh. Trong 

do xac dinh ra nhUng d5i tugng nao c6 trach nhi~m thi hanh (co quan, t6 

chuc, ca nhan). 
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MAn: Quy~t c1lnb (ca bi~t) (quy dlnb tr'1c ti~p) 

iN BAN NIlAN DAN CQNG HoA xA HQI cHiJ NGHiA VI~T NAM 
XA . DQc I,p - TV do - H,nh phuc 

S5: /QD-UBND ... (4) ...., ngay 

QUYETDJNH 
, 

Ve vi~c ••••••••••••••••••••••••• (5) ••.••.•.••...• 

thang nam 20... 

THAM QUYEN BAN HANH (6) 

Can ell (7) ; 

........................................................................................................................,
 
Xet d~ nghi eua , 

QUYETBJNH: 

Di@u 1 (8) . 

. Di@u 2•............................................................................................................
 

.......................................................................................................................
 
\ Di@u •••........................................................................................................../.
 

Nui nhQ,n: QUYEN~, CHUe vv eVA NGUm ICY (9) 

..............., / (Chu k)i, dAu)
 

................,
 
- LUll: VT, ...don vi SO~ thao., ...(10). 

Nguy~nVanA 
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Vi d\l: 

uY BAN NHAN nAN 
THJ TRAN MiJ CANG CHAI 

CONG HoA xA HOI em) NGHiA VI$T NAM 
DQc lip- Til do - H,nh phuc 

86: IQD-UBND Mil Cang Chili, ngily thang niim 2012 

QUYETDJNH 
V~ vi~c thanh I~p HQi dang xac djnh gia trj titi li~u 

CHU TJCH UBND THJ TRAN MU CANG CRAI 

Can Clr Lu~t T6 chuc HQi d6ng nhful dan va Uy ban nhful dan ngay 
26/11/2003; 

Can Clr Lu~t lUll trii ngay 11/11/2011; 

Can Clr K€ ho~ch s6 123/KH-UBND ngay 16/4/2011 eua Uy ban nhful 
dan thi trdn Mil Cang Chai v€ vi~c chinh Ii ffii Ii~u; 

Xet de nghi eua cong chuc Van phong - Th6ng ke, 

QUYETDJNH: 
Di~u 1. Thanh I~p HQi d6ng xac dinh gia tri tai Ii~u cua UBND thi trdn 

Mil Cang Chili g6m cae thanh vien co ten sau: 

1. Dng Nguyen TuAn Nam - Ph6 Chu tich UBND xa:Chu tich hQi d6ng 
2. Dng Hoang van Long - can bQ Van hoa Thong tin: Uy vien. 
3. Dng Le Tudn Anh - can bQ V~hong Th6ng ke: Dy vien. 

4. Ba TrAn Thi Nam - can bQ Van thu: Uy vien 
f)i~u 2. HQi d6ng xac dinh gia tri tai Ii~u co trach nhi~m th\lc hi~n 

nhi~m V\l va quy~n h~n theo quy dinh t~i Di€u 11, chuang II cua Nghi dinh 
111/2004/ND-CP eua Chinh phu ngay 08/4/2004. 

Quy€t dinh nay co hi~u I\lc ke til ngay kY, sau khi hoan thanh nhi~m V\l 

HQi d6ng xac dinh gia tri tai Ii~u chdm dm ho~t dQng. 
f)i~u 3. Can bQ cong chuc Van phong - Th6ng ke; Ban Tai chinh - K€ 

toan va cac ca nl1an c6 ten t~i Dieu 1 can Cll Quy€t dinh thi hanh.l. 

Nl1i nhan: CHUTJCH
 
- Nhll DeiSu 3 (de: t/h);
 
- Pl:tong NQi V\l (de: b/e);
 
- Luu: VT, ...dan vi so~ thao.
 

Nguy~n Van A 
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2. So~n thao Chi thi 

a. Khai ni~m 

Chi thi Ia hinh thuc van ban dung ad truyJn agt cac chit truang chinh 

sach, bi¢n phap quan ly, chi ago vi¢c ki¢n toan t6 chuc, chan chinh cong tac, 

giao nhi~m v~ cua chinh quy~n nhiJ nuac. 

Chi thi co tiOO cUOng che, OOung khac v6i nghi quyet va quy.et dinh 6 

di€m cO' ban Ia chi thi khong d€ ra OOUng chu truong, chinh sach m6i rna ehu 

yeu sir d\lng d€ truy€n d~t nQi dung cac Nghi quy~t, Quyet diOO... va cae'van 

ban quy ph~m phap lu~t khac. Chi thi d~ don d6c, chan chinh vi~c th\lc hi~n 

cae chuc nang nhi~m V\l dtt giao. Trong chi thi co th€ quy diOO cac bi~n phap 

d~ 
\ 

dam bao cho vi~c th\lc hi~n cac chu truong chinh sach phap lu~t dugc khdn 

truong va nghiem tuc hone 

Khi so~ thao Chi thi phai chu ycac yeu cdu sau: 

- Phai neu ro cac can cu cling nhu nQi dung eua chi thi rnQt cach ngdn 

gQn, co dQng, c6 suc thuy~t ph\lc d€ chu th€ tl! giae chdp hanh nghiem ehinh. 

- NQi dung chi thi phai phil hgp v&i hoWl eaOO khach qUaIl va phan aOO 

dung y chi eua cO' quan ra chi thi. 

- NQi dung chi thi phcii co s~ hu6ng ddn OOAt diOO va d~ ra cac bi~n 
phap C\l th€ t6 chuc th\lc hi~n cac chu truong, chiOO sach ch~ dQ rna cac nghi 

quy~t, quy~t dinh cua cap tren dtt ban hanh. 

- C6 S\l bao dam v€ di€u kien v~t chat va thai gian cho vi~c th\lc hi~n 

cac chu truong, chinh sach, ch€ dQ do. 

- NQi dung chi thi phai phil hgp v6i yeu cdu th\lc t€, phil hgp v6i kha 

nang th\lc h~n cua chu the thi haOO, bao dam th\lc hi~n c6 k€t qua. 

- NhUng nQi dung va bi~n phap trong chi thi khong nen qua go bo, c(mg 

nh~c, phcii bi~u thi tinh cUOng ch€ ben c~ tinh thuy€t ph\lc d~ t~o di~u ki~n 

cho cac nganh, cac cAp phat huy tiOO nang dQng, sang t~o trong qUfi triOO th\lc 

hien. 
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- NQi dung chi thj cAn ng~n gQn, d~ hi~u, rn6i ban chi thj chi nen neu ' 

rnQt vai chu de chi d~o t~p trung de th\lC hi~n duQ'c chu dao, hom chinh. 

b. B6 C1}C cua Chi thi 

- V~ hioh thuc: Trinh bay the thuc theo quy dinh hi~n hanh 

- B6 C1}C DQi dung: NQi dung cua chi thi thuOng duQ'c b5 C\lC thanh 3 

phAn: Phftn rna dftu, phftn nQi dung chi d~o va phAn t6 chuc thgc hi~n. 

c. Ky thu~t s0tin thao 

- Phan miYl1au: 

Co the dung 3 cach de vi~t phdn rna dftu chi thi nhu sau: 

- Cach thu nhdt: neu m\lc dich cua vi~c ra chi thi, 

Thl d,!: "De thi hanh Nghi quy~t s5 ... ngay... cua ...HQi dAng nhan 

dan xii"; ho~c:"D€ dam bao gift gin an ninh, tr~t tl! trong nhUng ngay Ie 

Ian" ... 

- Cach thir hai: Neu can cu phap 19 lam co sa cho vi~c ra chi thi. Co 

the neu mQt vai van ban phap quy cua cAp tren c6 lien quan tI1Ic ti~p d~n nQi 

dung chi thi. Ching h~: "Can Cll Quyet dinh s5... ngay... cua UBND huy~n 

~ vi~c thanh I~p ... " ho{lc "Can cu Nghi quyet s6 ...ngay... cua HQi dbng 

nh" d" huy~n " ....an an " 

- Cach thir ba: Neu trvc tiep tinh hinh rna cac chu the cua chi thi de c~p 

d~n. Thi d\l:"Do tinh hiOO buon ban, l§n chi€rn long Ie duOng gay ach t~c giao 

thong va r5i lo~n tr~t tv trong thon xom... " 

PhAn rna dAu chi thj co the k~t hgp neu ca rn\lc dich, ca can ctc phap 19, 
ca 

\ 

tiOO hinh thgc tee 
, 

- Phan npi dung: 

Day la phftn chu y€u cua rnQt van ban chi thi, b6 C\lC cua phdn nay 

thuOng duQ'c chia thmh cac chuong, m\lc. Trong do c6 the neu mQt sA nh~n 

xet, uu diem, thu~ Igi, kho khan, OO~n dinh tri€n vQng phat tri€n cua tiOO 

hiOO rn9t cach khai quat, co dQng, sau do neu cac m~nh I~nh, cac chu tnrong 
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ho~c giao cac OOi~m V\l, m\lc tieu can d~t duQ'c, cling co the la S\l don d6c de 

tang OOaOO ti8n dQ th\lc hi~n cac chuc nang, OOi~m V\l ho~c chAn chinh cac 

chi~u huOng I~ch l~c trong vi~c th\lc hi~n cac chu truong, chinh sach phap 

lu~t dfi trien khai tru6'c day. Ngoai ra, n8u xet th§y can thi8t cling co the dua 

ra rnQt s6 quy dinh d€ cAp du6i thi haOO cac chu truong chiOO sach phap lu~t 

, do'dugc dung huOng va khAn truong hone 

Kern thea vi~c v~ch ra cac OOi~m V\l, m\lc tieu, trong chi thi phai co S\J 

huOng d~n cho cac cAp, cac nganh ve bi~n phap th\lc hi~n kern thea cac di~u 

ki~n bao dam ve v~t chAt, suc lao dQng de t~o kha nang cho cAp du6'i co the 

hoan thaOO duQ'c OOi~m V\l. 

Trong phan nay, khi SO~ thao cAn triOO bay va di€n d~t mQt cach triOO 

t\l hQ'P Iy, ro rang, khuc chi8t, vua the hi~n tiOO nghiem tuc v6i cac yeu cAu 

cao, vila co S\l d9ng vien thuy€t ph\lC de cAp du6i W giac th\lc hi~n, khong go 

b6 va co the phat huy duQ'c S\l sang t~o cua cAp du6'i. 

- Phlin tn ehue thlle hifn 

Sau khi giao OOi~m \'\1, chi tieu, neu cac bi~n phap aphAn tren, trong 

pl\An nay, chi thi cAn xac djnh roo trach OOi~m thi haOO cho cac chu de. Trong 

do co the co OOUng cO' quan, t6 chuc phai chiu trach OOi~m chiOO. D6ng thai co 

/	 co quan, t6 chuc, ho~c ca ooan co trach OOi~m ph6i hQ'P th\lc hi~n. Trong phAn 

nay co the quy diOO gi6i h~ thai gian phai hoan thanh cac OOi~m \'\1 m\lc tieu. 

PhAn k8t thuc nay con phai quy diOO ch8 dQ bao cao tinh hinh, cong tac sa k€t, 

t6ng k8t thea tirng giai do~n va co S\l dQng vien, khuy8n khich cAp du6i thi 

haoo. 
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MOuChithj 

uY BAN NHAN nAN CONG HoA xA HOI cHiJ NGHiA VI~T NAM 
xABANGIANG DQc lip- Tv do - H~nh phuc 

86: /CT-UBND Ban Giang, ngay thang niim 2011 

CHiTHI ,
A eA .

Ve Vl~C ••••••••••••••••••••••••••••••••• 

MODAu:
 
Ly do ban hanh chi thj
 

- Khai quat d~c di€rn tinh hinh v~ nhUng nhi~m V\l, yeu cAu da giao;
 

- Dat1h gia vi~c th\lc hi~n (Ull di€m, h~n chS, nguyen nhan)
 

NOIDUNG:
 

- Cac chti truong, m~nh l~nh, ffi\lC tieu, yeu cAu; n<)i dUl1g th\lc hi~n;
 

d5i tuQIlg thgc hi~n; thai gian; dia di€m;
 

- Cac bi~n phap th\lc hi~n
 

KETLU!N: 

- Trach nhi~m cac chi'! th€ thi hanh 
~ 

Ndi nhQ,n: TM. UY BAN NIlAN DAN 
- .. .... d~ thi hanh; CHUTJCH - de bao cao;
 

- Luu: VT, ...dan vi so~ thao.
 

Nguy~n Van A 
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3. So~n thao cong van hanb cbfnh 

a. Khai ni~m 

Cong van hanh chinh la van ban khong co ten gQi Ctl thi tJuf/c dung 

phfJ biin trong cac cO' quan tJi thong tin trong hot;lt d6ng giao djch, trao dfJi 

cong tac, phan anh tinh hinh, hu{rng dJn thl/c hi~n ho(ic tra fiJi, tlJ nghj 

, vv ... vai nhUng nhi?m Vtl co lien quan. 

Trong ho~t dQng th\Ic ti~n, cong van duqc sir d\lng v6i nhieu mvc dich 

khac nhau nen dugc sir dVng ph6 bi€n nhAt. Do d6 van ban nay cung chi€m 

mQt tY I~ kha IOn trong kh6i IUQ1lg van ban duqc ban hanh. 

b. B8 C1}C cua cong van 

- The thuc: trinh bay thea quy djnh hi~n hanh 

- B6 C\lC nQi dung: Cong van hOOh chinh c6 b6 C\lC g6m ba phAn (rna 

dAu, nQi dung, k€t lu~n). 
\ 

c. Phtrang pbap so~n tbao : 

Do cong van hOOh chinh dugc sir d\lng v6i nhi€u m\lC dich va duQ'c 

dung .d~ giri cho nhieu d6i tlrQ11g khac nhau nen phuong phap so~n thao cong 

van cling phai v~n d\lng m9t cach linh ho~t tu)' thea tUng m\lC dich, tUng d6i 

tUQ11g nh~ van ban. 

1) Phin rna cliu: cAn trinh bay m\lC dich, Iy do ho~c co sa d~ ban 

hanh cong van. Khi v~n d\lng vao th\lc tien thi phftn rna d§u cua m6i cong van 

thea tUng m\lC dich ban hanh I?i dugc trinh bay khac nhau. 

- Cong van trao d6i : Trinh bay m\lC dich, Iy do trao d6i (Trinh bay th\lc 

tr~ng ho~c tinh hinh th\lc hi~n cac nhi~m V\l, thu~ Igi, kh6 khan de lam cO' sa 
tr~o d6i).

\ 

- Cong van tra Iai: Trinh bay m\lc dich, Iy do tra lai (cAn oh~c l~i S\l 

vi~c ho~c van ban da nh~n dugc va nhUng can Clr ho~c cO' sa tra Iai). 

- Cong van don d6c, nh~c nha: Trinh bay m\lC dich, Iy do don d5c, nh~c 

nha (Neu t6m t~t nhi~m V\l da giao ho~c chi d~o cAp du6i; nhUng uu diem va 

nhugc diem; d~c bi~t nh§n m~nh nhUng nhugc di~rn c§n kh~c ph\lc). 

- Cong van rnai hQP, mai d\l hQi nghj : Trinh bay m\lc dich, Ii do t6 

chuc hQi nghi (Iy do mai). 
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2). Phio oQi dung: Phful n9i dung cua cong van la phAn quan trQng 

nhat d€ trinh bay m\lC dich ban hanh van ban. Tu)' thea fi\lC dich bal1 hanh rna 

n9i dung cong van co S\l khac nhau ve n9i dung, ngon ngfr dien d~t. 

Khi so~n thao phAn nay cAn can cu vao fiVC dich, tinh chat cua tUng 

lq~i cong van; can cu vao d6i tugng nh~n van ban va nhUng yeu cAu, muc d9 

C\l th€ d€ trinh bay : 

- N€u la cong van trao d6i, de nghi thi nQi dung phai h9]J Iy co tinh kha 

thi, xac dang, l~p lu~n ch~t che va logic. Lai Ie th€ hi~n tinh khiern t6n va cAu 

thi, khong dugc mang tinh ap d~t ho~c nhung yeu cAu kho th\lc hi~n. 

- Cong van tra Iai thi nQi dung phai ra rang, m~ch I~c, sir dvrtg cac Iu~n 

cu d€ n9i dung tra lai co suc thuy€t ph\lc; tnrOng h9]J til ch6i phai Iich s\l, nha 

nh~n. 

- Cong van don d6c nh~c nh& phai neu ro cac nhi~rn V\l giao cho cap 

du6i, cac bi~n phap th\lc hi~n, thai gian th\lc hi~n, trach nhi~m cua cac ca 

nhan, t6 chuc. 

\ - Cong van mai hQP, nQi dung phai neu duQ'c t6m t~t nQi dung chfnh 

(n~u cAn thi€t); thanh phAn tham d\l; thai gian; dja di€m; yeu cAu, de nghi ve 

tai Ii~u, phuong ti~n, kinh phi... (n€u co). 

- Cong van huang dfuI thi nQi dung phai C\l th~, d~ hi~u va m~ch l~c d~ 

d6i tuQng de th\lC hi~n. 

-Khi trinh bay n9i dung cong van, n€u nQi dung co nhieu y thi phan 

thanh cac ti€u m\lC d€ trinh bay. Nhung n9i dung don gian thi m6i y trinh bay 

b~ng mQt do~ van. 

3). Phin k~t thuc: cAn trinh bay ng~n gQn d€ xac dinh trach nhi~m 

thvc hi~n ho~c yeu cAu, d€ nghi (che dQ thong tin bao cao, yeu cAu qu'an tri~t 

vath\lc hi~n, de nghi giup do), cam on d6i v6i d6i tugng nh~n van ban... ). 
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M§u ehung eua eong van hanh ehinh 

uY BAN NIlAN nAN CQNG HoA xA HQI CHU NGHiA ~T NAM 
XA•••••••••••••••••.•••• DQc lip - Tv do - H,nh phiic 

86: /...(3)...-...(4)... ...... (5) ....., ngily thang nam 20... 

. V/v (6) . 

Kinh giri: 
..............................................,
 

................................................ (7) .
 

................................................................................................./. 
Nui nhQ,n: QUYEN~, cmJc VV CllA NGUm KY(8) 

- Nhu tren; (Chit kY, <fAu) 
................,
 

- LU1l: VT, ...don vi SO~ thao., ...(9). Nguy~n Van A 
A.XX(lO). 

sfi'xx dU(mg , huy~n , tinh Yen Bai 

DT: (029) XXXXXXX, Fax: (029) XXXXXXX 

E.iMail: Website: (11) 

Ghi chu: 
(1) Ten ca quan, t6 chuc cap tren (niu co). 
(2) Ten ClY lJu~n, t6 chuc ho~c .chltc danh nha nuac ban hanh cong van. 
(3) Chil viet tat ten ca quan, to chuc ho~c chuc danh nha nllac ban hanh cong van. 
(4) Chil viit t&t ten dan vj ho~c bQ phr)n sor;zn thao ho~c chu tri SOt;ln thao cong van. 
(5) Dja danh. 
(6) Trich yiu nQi dung cong van. 
(7) NQi dun~ cong van. . 
(8) Ghi quyen hr;zn, chuc vtI cua ngum 10/, truang h(1JJ IcY thay m~t ttJp thi lanh dr;zo thi ghi chu viit t&t 
"TM" truac ten ClY quan, t6 chuc ho~c ten ttjp thi lanh dt;lo, vi dtt: Uy ban nhan dan, Ban thuang vy, 
H(Ji d6ng ... ; niu ngum IcY cong van la cap phD cua ngum dUng dau ClY quan, t6 chuc thi ghi chu viit 
tiit HKT" vao truac chuc v~ cua ngum dUng ddu, ben dum ghi chuc vy cua ngum leY cong van; cac 
trulmg h(1p khac th1!c hi~n theo huang dan tr;zi khoan 7M~c II cua Thong tu nay. 
(9) Chii viit tiit ten dan vi sor;zn thao ho~c ch~ tri sor;zn thao va sci IU(111~ bar: luu (nlu cdn). 
(10) Kj hi~u ngum danh may, nhan ban va so IU(111g ban phat hanh (neu can). 
(11) Dja chi ca quan, t6 chuc; s6 di~n thor;zi, s6 Telex, sci Fax; dia chi E-Mail; Website (nlu can). 
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Mill cong van huOng din 

TEN CO QUAN (1) CQNG BoA xA HQI cHiT NGHiA VI~T NAM 
DQc lip- TV do- H,nh phuc 

S6: /UBND-(2) 
Y/v (4) . ... (3).., ngily thang niim . 

K 'oo .,.1 gUl: . 

h·" ... bOP ., (5) ~." t ' 00- kh'Th\IC l~n van an cua .".... . ve Vl~C , mac ung 0 

khan nay sinh trong vi~c thgc hi~n, huOng d~n C\l the mot s6 vi~c 
phiii lam trong qua trinh th\lc hi~n nhiing quy diOO t~i van ban d6 OOu sau: 

Trong qua triOO thgc hi~n n€u co gi chua ra ho~c con vuOng mic d~ 
nghi cac ca quan, d<m vi phan anh bfulg van ban v~ (1) ho~c trao d6i 
v6i don vi thuOng tIVc cua (l) theo dia chi sau: d~ giai 
quy8t.l. 

Nl1i nh~n: . (6) . 
- /._J ,• (kY ten, dong dau) .~ 

~3,2cm-............ .,
 
- Luu: VT, ...don vi soan thao. \ . . 

HQ va ten dAy dti 

Ghi chu.· 
1: Ten ca quan ban hanh cong van 
2: Viit tdt ten dan vi sot;ln thao 
3: Dia danh . 
4: TrichyJu nQi dung cua c6ng van. 
5~· Ten cac ca quan, t6 chuc, ca nhan 
6: Th&m quyJn leY 
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Mdu cong van giai thich 

TEN COQUAN (1) CQNG HoA xA HQI cHiT NGHIA VI~T NAM 
DQc lip- TV do- H~nh phuc 

86: / - (2)
 
V/v (4) . ... (3).. , ngay thting niim .
 

Kinh glii: (5) . 

h·" .,,, h'·· ,Th\IC l~n cua ve , trong t 0'1 glan vua qua 
cho thdy nhi6u quy dinh dugc' hi€u khac nhau va ap d\lng khong th6ng nhdt 
lam phat sinh nhUng h~u qua dang ti~c, do do (l ) giai thich C\l the mQt 
s6 quy dinh t1;li van. ban do nhu sau: 

Trong qua trinh th\Ic hi~n n~u co gi chua ro ho~c con vuOng m~c de 
nghi cae co quan, dan vi phan anh bfulg van. bAn v€ (1 ) ho~c trao d6i 
v&i don vi thuOng trvc Clla (l) theo dia chi sau: de giai 
quy~t. 

Van ban nay thay th€ van ban huOng ddn s6 ngay clia (1) . 

\NlIi nhQ,n: 6 . 
- Nhu tren; (kY ten, dong ddu) 

23,2cm 
- ~tru: VT, ...don vi SO~ thao. 

HQ va ten dAy dli 

Ghi chu: 
1: Ten ca qudn ban hanh eong van 
2: Viit tdt ten don vi sogn thao 
3: Diadanh 
4: Trieh yiu nQi dung eua eong van. 
5: Ten cae ea quan, t6 ehu-e, ea nhan gili 
6: Thdm quyJn kY 
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Mlu cong van chi d~o 

TEN co QUAN (1) CQNG HoA xA HQI cm) NGHiA VI~T NAM 
DQc lip- TV do- H~nh phuc 

~6: ..I -(2) 
Y/v (4) . ... (3)..,ngay thang niim . 

KiOO glii: (5) . 

f)~ ti~n haOO t6ng k~t cong tac nam va d~ ra phuong huOOg, k~ 
hOl:lch cong tac nam , (l) yeu cAu cac cO' quan chuAn hi nQi dung 
t6ng k~t nam nhu sau: 

1. Neu ra tiOO hiOO th\lc hi~n k~ hOl:lch ciia co quan trong nam , 
phan tich thu~ Igi, kho khan va cac vAn d~ 100 con t6n tl:li. 

2. Neu ra k~t qua cac m~t cong tac chi! y~u. 
3. Trinh bay cac ki~n nghi v€ chi! truong, bi~n phap d~ giai quy~t 

nhUng tAn t~i. 
4. Neu dl1 ki~n v~ phuong huOOg va k~ ho~ch nam ti~p theo, cach thuc, 

bi~n phap thl1c hien cac chi! truong d6. 
. Cae co quan phcii giri bao eao ve (6) tru6'e ngay (e6 th~ lam 

bao cao sa bQ neu cae net chinh cua tinh hiOO). 
Giao cho (7) cung (8) t6ng hQP va d\l thao bao cao cho 

....(l) ch~m nhAt Ia vao ngay . 

\ 
Nui nhQ,n: ........(9) .
 
- Nhu tren; (k)' ten, dong dAu)
 

~3,2cm 

- LUll: VT, ...don vi so~n thao. 

HQ va ten dAy du 

Ghi chu: 
1: Ten ca quan ban hanh cong van
 
2:·Viit t&t ten ca quan ban hanh, co kern theo viit tat ten dcm vi SO{ln thao
 
3: Dia danh 

. 4.; Trich yiu, tom tat n9i dung ilJ cgp cua c6ng van. 
5: Ten cac cu quan, t6 chuc, ca nhan co trach nhi~m giai quyit chinh. Kh6ng ghi 
nhimg ca quan, t6 chuc, ca nhan d~ biit quan h~, phl5i h(1JJ, bao cao, luu. Cac chu 
thi do dU(1c ghi am¥c Nai nhrJn".H 

6: Neu ro cu quan, dan vi, co nhan co troch nhi~m t6ng h(1JJ. 
7: Ca quan, dan vi, ca nhan co trach nhi~m t6ng h(1JJ c~inh. 
8: Ca quan, dan vi, ca nhan co trach nhi~m phoi h(1JJ tong h(1JJ. 
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Min cong van don d6c nhAc nho-

TEN CO QUAN (1) CQNG HoA xA HQI cHiJ NGHiA VI~T NAM 
Doc lap- Tu do- HaOO phuc 

S6: / -(2) 
V/v (4) . ... (3)..,ngQy thang niim . 

KiOO gfri: (5) . 

Thgc hien chii twang cua (6) va chi thi cua (7) ve 

vi~c , (1 ) da tri~n khai m9t s6 cong tac OOu sau: 
\ 

................................(8) .
 

Tuy nhien, k€t qua d~t duQ'C so v&i ti€n dQ va yeu cAu d~t ra con rat 

ch~m. D6 la do (9) . 

Truac tiOO hiOO do, d€ hoan thanh k~ ho~ch d€ ra, (1) oo~c nha 

cac (5) cful t~p trung lam mQt s6 cong viec nhu sau.: 

..............................................(1 0) ~ . 

Til nay tr& di, (5) dinh ky vao ngay hang thWlg bao cao tiOO 

hiOO th\lc hi~n kS ho~ch v€ (11) Cac (5) khfin twang trien khai 

th\lC hien cac OOi~m V\l da: duQ'c giao. 

Trong qua triOO thgc hi~n n~u c6 gi kh6 khan, d6 nghi phan anh kip 

thai, tf\lc ti€p cho ....(l).....de c6 huOng giai quy€t kip thai. 

Not nhQ,n: ........(12) .
 
-... - Nai nhan· (k)' ten, dong dau) . , . 

~3,2cm 

- Luu: VT, ...dan vi so~n thao. 

HQ va ten dAy dii 
\ Ghi chu: 

1: Ten co- quan ban hanh cong van 

2: Viit tdt ten co- quan ban hanh, co kern theo viit tiit ten dan vi SO{ln thao 
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3.~ Dia danh
\ . 

4: Trich yiu, tom tiit nQi dung nhi~m v~ cdn don a6c nhiic nhif thl/c hi~n. 

5: Ten cac ca quan, t6 chuc, ca nhan co trach nhi~m giai quyit chinh. Khong ghi 

nhiJ:ng ca quan, t6 chuc, ca nhan d~ bilt quan h~, ph6i hQP, bao cao, lzru. Cac chu 

t~d do dU(1c ghi if m~c It Nai nh~n". 

6: Co th~ la van ban cua cap tren lien quan din van aJ cdn nhiic nhiJ, don d6c. 

7: Ten ca quan ban hanh cong van nay hoijc ca quan, t6 chuc cap tren cua ca quan 

do. 

8: NQi dung nhiJ:ng cong vi~c da tri~n khai. 

9: 'NhiJ:ng nguyen nhan, Ii do lam hgn chi thl/c hi~n nhiJ:ng nhi~m v~ a(lt ra. 

10: NhiJ:ng nQi dung cong vi~c phai thllc hi~n sau khi co cong van nay. 
\ ? ? 

11: Ten cac ca quan, to chuc co trach nhi~m tong hQP. 

12: Thdm quyJn kY (thu truirng ca quan ban hanh kY hoijc cac can bp, cong chuc co 

tham quyJn cua ca quan tuy theo chuc nang, nhi~m v~, quyJn hgn kY thay (KT.) . 

.----
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Miu cong van c1@ ngbi, yeu cAu 

TEN CO QUAN (1) CQNG HoA XX HQI cHiJ NGHiA VIlJ:T NAM 
DQc I,p - T,! do- H~nh phiic 

\86: / - (2) 
V/v (4) . ... (3)..,ngay thang nam . 

Kinh glii: (5) . 

Nh~m t~o di€u kien thu~n 19i cho (6) . 

Hi~n nay, (7) Tlnh hlnh nay anh huOng tieu C\lC d~n 
ho~t dQng eua (1) . 

f)~ giai quyet vAn d€ neu tren (I) dg kien (8) va d€ nghj 
...........(5) : 

...................................................(9) .
 

................................................
 
\ (I) kinh d€ nghj (5) xem xet va quan tam giai quy~t giup 

dO' . N~u co gl kh6 khan d€ nghj Quy cO' quan eho chung toi bi€t kip thai. 
Xin chan thanh cam an. 

Nuinh~n: . (10) . 
(kY ten, dong dAu) 

:?3,2cm 

- Luu: VT, ...don vi so~n thao. 

HQ va ten dAy du 
Ghi chu: 
1: Ten ca quan ban hanh cong van 
2:'Viit tdt ten ca quan ban hanh, co kern theo viit ldt ten dan vi SO(ln thao 
3: Dia danh ·
 
4.; T~ich yiu, t6m ttit n(ji dung cua oJ nghj, yeu cJu nhu: xin cap kinh phi, xin rna
 
lOp .
 
5: Ten co- 'l..u61n oU(Jc oJ, nghj ho~c yeu cJu. 
6: Lf do de nghj, yeu cau. 
7: Neu th1/c trr;zng cua van dJ c6n dJ nghj, yeu c6u. C6n viit ro rang, co chUng Cll 
luq.n ~iai nhiim t{lO tinh thuyit ph1,lC caD. 
8: Ke hor;zch djnh thl!c hi~n. 

9: N(Ji dung cac oJ nghi, yeu cau. 
10: Th&m quyJn IcY 
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MAo cong van tra 100 

TEN COQUAN (1) CQNG HoA xA HQI cHiT NGHiA VI~T NAM 
Doe lap- Tu do- Hanh phuc 

86: / -(2) 
,(Iv (4) . ... (3)..,ngay thang niim . 

Kinh glii: (5) . 

...(1) dfi nh~n duge eong van s6 ngay eua (5) v€ (neu 

ehu d€), ean err vao (...) va (...), ...(I)...c6 y ki€n nhu sau: 

................................................(6) .
 

...(1 )...xin(tni Ibi d€ ...(co quan, t6 chuc, ca nhan) dw}c bi€t va ..... 
\ 

Nui nh'n: ........(7) .
 
(kY ten, d6ng ddu) 

;?3,2cm 
- Ltru: VT, ...don vi so~n thao. 

HQ va ten d~y du 

Ghi chu: 
1: Ten ca quan ban hanh cong van 
2: Viit tdt ten ca quan ban hanh, co kern theo viit tdt ten dan vi SOfln thao 
3: Diadanh 
4: Trich yiu, t6m tdt npi dung van dJ can aUl1c hoi y kiin. 
5: Ten ca quan, t6 chuc, Cel nhan aU(1c hoi y !din. 
6: Npi dung tra lUi.
 
7.\ Thdm quyJn leY (thu truirng ca quan ban hanh leY.
 

47
 



Miu cong van giao dich 

TEN co QUAN (1) CQNG HoA xA HQI CHU NGHiA VI~T NAl\t1 
Doc lap- Tu do- Hanh phuc 

86: / -(2)
 
V/v (4) . ... (3)..,ngay thang niim .
 

Kinh gui: (5) . 

D€ (6) . 

Hi~n nay (7) . 

NlIi nh~n: ........(8) . 
- Nhutren; (kY ten, dong dAu) 
............ ( ~3,2cm 

- Luu: VT, ...dan vi SO~ thao. 

HQ va ten dAy dii 

\ 

Ghi chii: 
1: Ten ca quan ban hanh cong van 
2: Viit tiit ten ca quan ban hanh, co kem theo viit tiit ten dan vi sogn thao 
3: Dia danh 
4: Trich yiu, tom t6t n(Ji dung van dJ cdn giao dic/z, thong bao (nhtr rnill6jJ h(JC, 
gim thi~u san phdm, giOi thi~u chit kj ). 
5: Ten co- quan, t6 chuc, ca nhan cdn giao djch, thong bao tl1!C tiip. . 
6: Lf; do dJ giao dich, thong bao. Co thd ma dau bdng nhiJu cym tit ngu khac nhau, 
khong nhat thiit bdng khuon mJu nao. 
7: N(Ji dung can giao dich, thong bao. Co thi ma dau bdng nhiJu Cl:lm tit ngil khac 
nhau, khong nhdt thiit bdng khuon mJu nao. 
8: Th&m quyJn kj (thit trttirng ca quan ban hanh kj ) 
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MAn cong van miti hQp 

TEN CO QUAN (1) CQNG HoA xA HQI cHiJ NGHiA VI~T NAM 
Doc lap- Tu do- Hanh phuc 

S5: / -(2) 
V/v (4) . ... (3).. ,ngQy thang nam . 

Kinh glii: (5) . 

f)~ tAng k~t, danh gia nhiing k~t qua d~t dugc v~ cac m~t cong tac tron~ 
(thai gian...) va de ra phuong huOng, nhi~m V\l trong (thai gian ...), ...(l)...to 
chuc (hQi nghi ). 

...(l) trful trQng kinh mai ong (ba) t6i dg (hQi nghi, cUQc hQp). 

Thai gian: (hQi nghi, cUQc hQP) khai m~c vao h6i 
., "th' .......glO'...ngay... ang...nam ... 

(Co chuang trinh hQi nghi kern thea n€u can thi€t). 

Dia diSm: . 

LUll Yd6i wi d~i hieu (nBu co) vS vi~c chudn hi hao cao, kinh phi, 
trang ph\lC, phuong ti~n ... 

Mong mu5n (ho~c yeu cAu, d€ nghi) v€ S\l co m~t.
 
Nu; nh~n: (8) .
 
............ (kY ten, dong dfiu)
 

23,2cm 
- LUll: VT, ...dan vi so~n thao. 

HQ va ten dAy dii 
Ghi chu: 
1:\ Ten ca quan ban hanh cong van 
2: Viit t&t ten ca quan ma; h9p. 
3: D;adanh 
4: Trichyiu, ghi i'V/V mai h9P", khong ghi nQi dung h9P vi aUf/c neu a(7). 
5: Ten ca quan, t6 chilc, ca nhan aUf/c mai hQP. 
6: Can cit mOi hQP. 
7: NQi dung cUQc hQP. 
8: nhiing aJ nghj nguOi tham dl! hQP chudn bi wac nhtt tai li~u, baD CaD, Y. /din... 

9: TJuim quy€n leY (thu truirng ca quan ban hanh leY ) 
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4. So~n thao tit trinh 

a. Khai ni~m: 

Til trinh IiI van ban dung d~ trinh bily vai cdp tren hoij,c ca quan co 

thqm quyJn vJ mQt chu truang, chi a(J, chinh sach, mQt dJ an c6ng tac, m(Jt 

dlf thao van ban, cac tieu chudn, ajnh mirc kj thutjt ... va dJ nghj phe duy¢t. 

b. Yen eiu khi so~n thao tit trlnh:
 

- Xac dinh dung ml)c dich va gi&i h~n cua to trinh:
 

Xac dinh ra to' trinh so~n thao va ban hanh nh~m trinh bay vAn d6, S\l
 

vi~c, vAn d6 gi? Gi&i h~n va muc d<) d€n dau? TrQng tam cdn trinh bay la,v§n 

d6 nao? Chinh vi v~y n<)i dung cua cac d~ nghi phai co m\lC dich ra rang, C\l 

the va hqp IY. Khong nen trinh nhi€u vAn d~ khac nhau ho~c van d€ qua 100 

(phl;lm vi r<)ng) hay vAn d6 khong nh§t thi~t phai lam to' trinh. 

- N<)i dung trinh bay phai co tinh thuy€t ph\lc: 

+ Co dAy du cac lu~n cu d~ cung cAp thong tin cho nguai dQc th§y duqc 

s\l.cftp thi€t cua vAn d~ trinh bay, d~ nghj gild quy€t. 

+ Co 811 phan tich, so sanh de chi ro nhUng Uti di~m, IQ'i ich, hi~u qua 

neu to' trinh du~c phe duy~t. 

- each hanh van va ngon ngu cua to' trinh: Phai khach quan, nghiem 

tuc, I~p lu~n ch~t che, logic. Lai Ie dung m\lc thea phong cach ngon ngu hanh 

chinh cong V\l. \ 

c. Phuang phap so~n thao: 

- V€ hinh thuc: Phai dam bao cac yeu cdu v~ th~ thuc cua van ban hanh 

chinh thea quy dinh t~i Thong tu s5 01/2011/TT-BNV ngay 19/01/2011 cua 

BQ NQi V\l huOOg dan v€ the thuc va ky thu~t trinh bay van ban hanh chinh. 

- V€ b5 C\lC n<)i dung: 

TO'trinh co b5 C\lC n<)i dung g6m 3 phfu1: 

1). PhAn rna diu: Trinh bay ml)c dich, Iy do dua ra vAn d~ trinh duy~t. 

Ttong do cAn trinh bay ngAn gQn v~ d~c di~m tinh hinh, phful tich th\lc tr~ng 

v~ vAn d~ do (kho khan, t6n t~i, anh huOng cua no v6i thgc ti€n) nh~m giup 

nguai duy~t th§y dugc tinh cAp thi~t. 

2). PhAn nQi dung ella tit trinh: 

- Trinh bay nQi dung van d€ trinh duy~t (d€ an, phuong an, k~ ho~ch 

cong tac, d\l thao van ban ... ). D5i v&i nhung nQi dung don gian co the trinh 
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bay tI1!c tiep trong to' trinh, d6i vai nhUng nQi dung phuc t~p chi cdn trinh bay 

m9t cach tom t~t nQi dung chinh con nhUng nQi dung C\l th€ va chi tiet co th€ 

dugc trinh bay t~i cac van ban kern theo (B€ an, ke ho~ch, sa d6, bi€u mau, 

dlJ tow ... ). 

- Phan tich nhUng y nghia, 19i ich va hi~u qua cua cac vdn d€ trinh 

duy~t de c6 suc thuyet ph\lc cho to' trinh duQ'c phe duy~t. 

, - C6 the d\l' kien truac nhUng van de c6 the g~p (kh6 khan, vuOng m~c) 

d€ d€ xufit luon cac giai phap kh~c ph\lc va tien de:) thgc hi~n. 

- B€ xUdt cac ki8n nghi vai cdp tren: Cdn dung ngon ngli va cach hanh 

van di€n d~t ra rang, C\l the, co tinh thuy8t ph\lc cao: B6ng thai nhUng d€ 

xufit, kien nghi do phai co tinh kha thi rnai co khfl nang dugc phe duy~t .. 

3). Phin k~t luin: Cdn bay t6 S\l mong mu6n to' trinh dugc phe duy~t. 

Mdu chung: 

uY BAN NIlAN DAN CQNG HoA xA HQI CHU NGHiA vq:T NAM 
XA••••••••••••••.•••..•• DQc lip - TV do - H,nh phiic 

s6: mr-UBND Dja danh, ngay thang niim 200... 
~ 

TO TRiNH
 
V€ vi~c .
 

h ",K In ' gul: .
 
M\lc dich, Ii do trinh .
 

Trinh bay nQi dung vfin d€ trinh duy~t . 

Sg rnong rnu6n to trinh dugc phe duy~t . 
................................................................................................./. 
Noi nhDn: TM. iJy BAN NIlAN nAN 

..............., . CHU TICD
 

................,
 
- Luu: VT, ...dan vi so~n thao. (Chfr Icy, ddu) 

Nguy~n VinA 
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uY BAN NIlAN DAN CQNG HoA xA HQI CHU NGHiA VIJ],T NAM 

XA•.••••••...•.......... Dve lip - Tv do - H,nh phiie 

86: /TTr-UBND Dja danh, ngay thang nam 200... 

TO TRiNH 
.1' AV " . an. .•.•.••.••..••..•.•..... c vice eong nhI'


Kinh glii:
 

........................................................,
 

........................................................,
 

Th\lc hi~n s6 I -UBND ngay 1 1 . 
, 

eua , ve vi~c . 

Ngay 1 1 da hQP , , 

.................~ hQp phat d(>ng , xay d\lIlg .- . 

Dy b·an nhan dan . 

kinh trinh xem xet Quy€t dinh cong 

nh~11 cho 1. 

Nui nhQ,n: TM. iJY BAN NIlAN nAN 
..............., CHiJTJCH 
................,
 

- LUll: VT, ...dan vi SO~ thao. (Chit k)', dAu) 

NguySn VinA 
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iN BAN NHAN nAN CQNG HOA xA HQI cHiJ NGHiA VI~T NAM 

DQc lip - Tll do - H~nh phuc 

S5: ITTr-UBND ............... , ngay thang nam 20... 

TO TRiNH 

V@ vi~c chuy~n x@p ng~ch luang ••••••••••••••• 

Kinh gui: 

........................................................,
 

........................................................,
 
Th\lc hi~n sd 1 1 - ngay 1 1 . 

" Clla , ve 
va s6 1 1 -..... ngay 1 1.... cua 

" ......................, ve .
 
., " A

Uy ban nhdn dan de nghi chuyen ng~ch luang cho 

Ong , hi~n gill chuc V\l Uy ban 

nhful dan , dang huOng rna ng~ch b~c h~ 

sdluong . 

Thang nam , ong da 

t6t nghi~p chuyen nganh . 

Uy ban nhan dan kinh trinh Uy ban nhan dan 

................................................... , xem xet chuy~n rna ng~ph cho 

ong thea quy dinh hien hanh.l. 

Nfli nh~n: TM. iJy BAN NIlAN nAN 
..............., CHU TJCH 
................,
 

- LUll: VT, ...dan vi SO~ thao. (Chii' k)', dAu) . 

Nguy~n VinA 
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iN ·BAN NIlAN DAN CQNG HOA xA HQI cHiJ NGHiA VIlj:T NA~I 

DOc lap - Ttr do - Rauh phiic 

sfi: fITr-UBND ............... , ngGy thang nam 20... 

TO TRiNH 

V " e h ~ teAe Vl~C XID C U rU01lg •••••••••••••••••• 

Kinh giri: 

•••••••••••••••••• 1" ••••••••••••••••••••••••••••••••••••••••• , 

Th\Ic hi~n ve nam 2011, de dam 
b" .".ao "'/l~C . 

Hien nay, tren dia ban cAn dugc , 

trong d6 quan trQng va cAn thi€t duQ'c : 

1................................., ttill· quy rno "
 

.................. .
~ 

·"2.................................., ttill quy rno
 

•. 1•••••••••••••••••••••••••.•.•••••.•.•••••••.•••••••••.•••••.•••••••••••..••.••••••••.••.••••• 

Chu dAu tu: . 

h·" .Th'··01 glan t h\IC l~n: 

Uy ban nhan dan kinh trinh . 

xem xet cho chu truang de c6 co sa th\lC hien cac bu&c ti€p t4eo./. 

NlIi nhQn: TM. iJy BAN NIlAN nAN 
..............., CHU TJCH 
................., 

- LUll: VT, ...dan vi SO~ thao. (Chic leY, dAu) 

Nguy@nVanA 
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\ iJy BAN NIlAN nAN CQNG HOA xA HQI CHU NGHiA VI~T NAM
 

DQc lip - TV do - H,nh phuc
 

s6: ffTr-UBND ............... , ngay thang nam 20...
 

TO TRiNH 
eA e h .;f'lVA e Vl~C XIO Vp uoog . 

Th\lc hi~n s6 1 1 - ngay 1 1 . 
, 

Clla , ve . 

Trong do Uy ban nhan dan dugc tang them . 
, ., , 

bien che , tong so co 

·A J.. hA ·A hJ.. A A' b·AW· bIen che, nay tang t em bIen c e, tong cQng la len 

ch6, bien ch6. Hi~n nay, co bien ch6, v~y con 

thi6u bien ch6. 
'----

Uy ban nhan dan xii da tuy~n chQn dugc nguOi co trinh 

d9 18. ong , sinh nam 

· , a ..................., ......................, .......................,
 
· d~ hQ"P d6ng chue danh . 

Uy ban nhan dan kinh trinh . 

.. \............................................... cho phep . 

duqc hqp dang chuc danh , rAt mong S\l quan tam 

., dA d" J.. I • ,eua e U so UQ'Ilg lam 

vi~e theo quy dinh Clla nha nuae.l. 

=Nui nhQn: TM. iN BAN NIlAN nAN 
..............., CHUTICH 
................, (Chir k)', ·dAu) 

- LUll: VT, ...dan vi so~ thao. 

Nguy~n Van A 
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5. SO~" thao Bao cao 

a. Khai ni~m: 

BaD CaD IiI hinh thuc van ban dung ad phan anh tinh hinh c6ng vi?c 

c~a mQt t(ip thi hoi;ic ell nhiin dii va dang tiJn hanh trong mQt thili gian nhdt 

ainh. Can ctc vao mtrc d9 hoan thaOO cong vi~c va thai gian cong tac co th€ 

chia bao cao thaOO hai 10~i: Bao cao sa k€t va bao cao t6ng k€t. 

Ngoai ra Bao cao co th~ duQ'c chia thanh OOi~u lo~i tuy theo nQi dung 

va tiOO chAt (Bao cao diOO ky, bao cao d9t xuAt, bao cao chuyen de, baa cao 

nhanh ... ). 

- Bao cao t6ng kit: Phan aOO tiOO hinh, k€t qua ho~t d9ng sau khi ket 

thuc rn9t vAn de, S\l vi~c, nhi~m v\l cong tac d€ til do daOO .gia toan bQ k€t 

qua Uti di~m; t6n t~i; nguyen OOan; bai hQC kiOO nghi~m; d~ ra phuong huang 

nhi~m V\l cho thai gian t6i. 

- Bao cao sa kit: Phan aOO tiOO hlnh, k€t qua dang th\lc hi~n van de, S\l 

vt!C, ~i~m V\l d~ til do danh gia v~ nQi ?ung th\lc hi~, ti~n dQ th\lc hi~n; Uti 

diem; ton ~i; phuong huang nhi~rn V\l de hoan thaoo. 

- Bao cao tlinh 10/: Phan aOO tiOO hinh, ket qua ho~t dQng v€ cac OOi~m 

V\l cong mc thea timg thai gian quy diOO (bao cao thang, quy, 6 thang dAu 

nam, bao cao nam ... ). 

- Bao cao tl(Jt xudt: Bao cao phfm aOO ve tiOO hinh cac vAn de, S\l vi~c 

xay ra dQt xuAt va de nghi h6 trg, cho y ki6n chi d~o ... 

- Bao cao chuyen tlJ: Bao cao phan aOO v€ rnQt vAn de, S\l vi~c, OOi~m 

V\l cong tac dang th\lc hi~n d€ cO' quan cdp tren n~rn b~t thong tin OOaOO 

ch(>ng. 

b. Yen cAn khi SO," thao bao cao: 

- M(Jt la, tlam bao tinh khach quan, trung th1!c: 

Cac s6 li~u, S\l vi~c, S\l ki~n phai dugc phan anh rnQt cach chinh xac 

dung v6i th~c ti€n khach quan; khong dugc xuyen t~c S\l th~t ho~c hu cdu S\l 

vi~c; khi danh gia va nh~n xet phai dAy du, toan di~n va khach quan, khong 

duQ'c ap d~t nhiing suy nghT chu quan ho~c phi~n di~n. Thong tin dua vao bao 

cao phai co ngu6n g6c, xuAt xu ra rang va duQ'c t6ng hQ'P, chQn lQc va xli ly 
rnQt cach khoa hQc, chinh xac va khach quan. Khi cAn co th~ dung cac bi~u 

mdu, bang bi€u, So' d6 kern thea d€ chimg minh. 
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- Hai la, nQi dung phai co tr9ng tam, tr9ng diim: 

Tu)' theo m\lC dich, yeu c·du eua tUng lo~i bao cao de xae dinh nQi dung 

vAn de S\l vi~c trQng tam, trQng diem cdn dua vao bao cao, cdn dua vao nQi 

dung bao cao nhUng thong tin v~ cac m~t ho~t dQng chinh, cac vAn d~, S\l vi~c 

chu yeu da: hoij,c dang th\lc hi~n; tranh dua vao bao cao nQi dung dai dong, 

dan trai, V\l11 v~t ma khong lien quan d€n chu de; cac nh~n xet phai co trQng 

tam va xac dang. 

- Ba la, ngiin g9n, logic: 

NQi dung ph8n anh, phan tich phai trinh bay ng~n gQn, khong trinh b~y 

dai dong phai phan anh ddy du cac thong tin. NQi dung giita cac y, cac phdn, 

m\lC, tleu m\lC phai co S\l logic vai nhau de the hi~n dugc chu de chinh. Cac 

nQi dung phai co S\l lien k€t vai nhau ch~t che, khong dugc trung I~p, mau 

thudn. 

c. Phuang phap 80,n thao bao cao: ------

- V~ hinh th(rc: Bao cao phai dugc trinh bay th6ng nhAt thea rnfiu va th€ 

thuc quy dinh. 

- v~ b6 C\lC nQi dung: Do dij,c di€rn eua bao cao rnang tinh ph8n anh 

tinh hinh nen tuy theo m\lc dich, nQi dung cua tUng lo~i bao cao de l\la chQn 

k€t cAu b6 C\lC nQi dung phil hQ'P: 

* D8i vOi cac lo~i bao cao SO' kSt, bao cao dinh ky trong thM gian 

ngAn (thang, quy) thi nQi dung thuang b8 C\lC gAm cac phAn chii ySu sao: 

- Phdn nQi dung k€t qua th\lc hi~n cac nhi~m V\l, cong tac, cac linh V\lC 

ho~t dQng: 

+ Trinh bay nhung ket qua, nhUng nhiern V\l, linh V\lC ho~t dQng, nhiing 

rnij,t ho~t dQng da: hoij,c dang thgc hi~n; ki€rn di€rn nhUng Uti di€rn, h~ che 

trong qua trinh th\lc hi~n. M6i nQi dung phan anh dugc chia thanh tUng ~\lC, 

diem, khoan. 

+ Khi vi€t ve m6i nQi dung cdn co S\l t6ng hgp, phan tich, so sanh vai 

cQi tieu k€ ho~ch dugc giao de danh gia ti€n dQ th\lc hi~n, k€t qua th\lc hi~n. 

D6ng thai so sanh vai cilng ky thang tnrac, quy tnrac. 

+ Khi dua ra cac s6 li~u phai co S\l t6ng hQ'P xu Iy chinh xac. 

- Phdn phuong hUOng, nhi~rn V\l: cdn trinh bay nhiing nhi~rn V\l trQng 

tam, chli y€u cdn ti€p t\lC th\lc hi~n trong thai gian tai de tic§p Wc phat huy Uti 
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di€m, kh~c ph\lc h~n ch~ nh~m hoful thilnh nhi~m V\l, chi tieu k~ ho~ch d~· rae 

Trong d6 c6 th€ neu ra cac phuong huang, nhi~m V\l chung va phuong huang, 

nhi~rn V\l chi tieu C\l th€. 

* DAi VOl cac bao cao tang k~t tbi b8 c1}c phai co cac phAn: 

- Phdn d~c diem tinh hinh: Trinh bay khai quat nhUng nhi~m V\l duQ'c 

,	 giao, nhi~m V\l dang th\lc hi~n (ho~c danh gia khai quat nhung d~c di€m 

chung, d~c di€rn rieng v€ cae vAn de, S\l vi~c philn anh); Trinh bay nhUng 

thu~n IQ'i va kh6 khan cO' ban. 

- Phdn t6ng k~t: Danh gia nQi dung k~t qua th\le hi~n cac nhi~m V\l 

cong tac, cae linh V\le ho~t dQng. Phuong phap trinh bay nhu phdn nQi·dung 
\	 , 

cua bao cao sa ket, bao eao dinh kY " tren nhung cae thong tin phai mang tiOO 

khai quat, t6ng hQ11 toan bQ vAn de, S\l vi~e. D6ng thai trinh bay danh gia 

ehul1g v€ Uti nhuQ'c di€m, nguyen nhan, bai hQc kinh nghi~m. 

- Phdn phuong huang nhi~m V\l eua bao cao t6ng k€t phai dga tren 

OOUng chi tieu, k€ ho~ch duqc giao va oopng chit truong, chinh sach cita 

Dang, Nha nu6'c. D6ng thai d\la tren nhUng k~t qua th\lC hi~n va nhUng daOO 

gia chung trinh bay & phful tru6e de dua ra cae phuong huang, nhi~m V\l 

trong thai .gian taL 

Phdn nay eAn dua ra cac phuO'l1g huang, nhi~m V\l chung, phuong 

huang, nhi~m V\l va chi tieu C\l th~ thea tUng m~t ho~t dQng, nhi~m V\l cong 

tac. Ngoai ra phai dua ra cae bi~n phap th\lc hi~n. 
\ " ,	 , , ,

- Phan ket lu~n can danh gia khai quat nQi dung bao cao; de xuat kien 

nghj v6'i cAp tren ho~c cO' quan c6 thdm quy€n; dua ra nhUng OO~n djnh v€ 

tri€n vQng tiOO hinh. 

Vi d\l b5 C\lC d€ cuong Bao cao 
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uY BAN NIlAN nAN CONG HoA xA HOI cHU NGHiA VIBT NAM 

'THJTRANpH6LU DQc L~p - Tl;l do - H~nh phuc 
86: /BC-UBND Ph6 Lu, ngily thang niim 2010 

BAocAo 
K@t qua th\fC hi~n Dhi~m VI} k~ ho,ch Nhit DUo-C Dam 2010
 

Phuong huOng nhi~m vI} nam 2011
 

pHANI 

D~C DIEM TiNH HINH 

- f)~c diem tiOO hinh chung (b6i canh chung, OOi~m V\l dugc giao) 

- Thu~ lqi; 

. - Kh6 khan;
 

pHANII
 
\ 

KET QuA THVc Hq:N N~M VV KE HO~CH NHA NlfOc NAM 2010 

I. VE pHAT TRIEN KINH TE: 

1. V€ san xuAt nong nghi~p:
 

a) Tr6ng trQt
 

b) Chan nuoi
 

2. V€ ngaOO ngh~ san xudt tieu thli cong nghi~p va djch V\l 

3. Cong tac tr6ng cay mila xuan 

4. Hgp mc xii nong nghi~p 

5. Cong tac dia chinh xay d\ll1g - giao thong v~n tAi 

6. Cong tac tai chiOO ngan sach 

II. CONG TAc vAN HOA xX HOI 

1. Cong tac giao d1)c dao t~o 

2. Cong tac Van h6a - Thong tin - The thao - Truy~n thaOO 

3. Cong tac k€ ho~ch h6a gia dinh va tre em 

4. Cong tac chinh sach xii hQi 

III. CONG TAc NOI CHINH 

1. Cong tac quan S\l dja phuong 
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2. Cang tac an ninh 

3. Cang tac tu phap 

IV. CONG TAc LANH D~O, CHi D~O CllA UBND xA 
V. DANH GIA CHUNG: 

1. Uu di~m 

2. H~n ch~ 

3. Nguyen nhan 

4. Bili hQc kinh nghi~m 

pHAN III 

PHUONG HUONG, NHltM VV CONG TAc NAM 2011 

- Phuong huOng, nhi~m V\l chung: 

- Cac nhi~m V\l C\l ~: 

I. PHAT TRIEN KINH TE: 

1. V~ san xudt nang nghi~p 

2. V€ chan nuoi 

3. Ti~u thli cong nghi~p dich V\l va thu nh~p khac 
* v}.e cO' cau"k·Inh te:"N"ong n ghe"I~P: ..... 

Cong nghi~p dich V\l: . 

* Tang tnrOng kinh t~ uO'c d~t: . 

4. V~ giao thong xay d\lI1g 

5. V~ thu chi ngan sach 

II. VE VAN HOA xA HQI 

1. Giao d\lc 

2. Yt~ 

3. Thong tin -Van hoa - Th€ thao - Truy~n thanh 

II. vE AN NINH - QUOC PHONG: 

1. V€cong tac An ninh 

2. Cong tac Qu6c phong 

IV. CONG TAc CHiNH QUYEN 
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v. BIEN PHAp THUc HIEN. .. 
De phan dau hoan thanh chi tieu kinh t€ - xii hoi, van h6a, giao d\lc, y 

t€, an ninh - qu6c phong nam 2011, cac nganh, cac than x6m cAn t~p trung 

lam t6t mot s6 cang vi~c trQng tam sau: 

1. v~ san xuit Dong Dghi~p: 

T~p trung liinh d~o san xuat thea huOng chuy€n djch co cau mila V\l cay 

trang, con nuai thea huang hang h6a, dua cac gi6ng lila, cay tr6ng, con nuai 

co ,gia trj kinh t€ cao vao dia ban. 

2 V• " flen c h ' t t ·A h v A •epa an DUOI: 

- Ti€p wc dAy rn~nh nuai gia suc, gia cAm, thliy hfli san, t~p trung phat 

tri€n dan 1911, trau bo, phong ch6ng djch b~nh. 

- M6 rQng va phat tri~n cae nganh ngh~ ti~u thli cong nghi~p va dich V\l. 

3. V@ xay d1}1lg co- ban:
 

- T~p trung thu hut ck d\l an dAu tu cO' So' h~ tAng...
 

4. Diy ID1}nh eong tile thong tin tuyen truy@n. 

5. Cong tac chinh quy@n: 

- ChuAn bi rnQi di~u ki~n d~ hoan thanh th~g 19i cac rn\lc tieu, nhiern 

v\l'cang tac nam 2011 d~ rae 

PHANIV 

KET LuAN - KIEN NGHI. .
 
Tren day la bao cao tinh hinh thgc hi~n nhi~m V\l kinh t€ xii hoi, van 

h6a, y t€, an ninh - qu6c phong nam 2010, xac djnh phuong huOng ml)c tieu, 

nhi~m V\l va cac giai phap nam 2011. can bo va nhan dan trong xii doan k€t, 

d6ng thu~n phful ~dau hoan thanh t6t nhi~m V\1 rna f)~i hQi Dang bo xii ldn thir ~ 

XIII dii d~ rae 

f)~ hOM thanh t6t nhfrng nhi~m V\l d~ ra, UBND thi tr~n Ph6 Lu d~ xu~t 

mot 86 ki€n nghi sau: 

- MQt la, . 

- Hai la, . 

61 



~ ... 

Quy€t tam xay d\lng que huang giau v€ kinh t€, d~p ve n€p s6ng van 

ho~, rn~nh ve Qu6c phong an niOO, nhan dan co cUQc s6ng fun no, h~ 

phuc./. 

Not nhQ,n: TM. iN BAN NIlAN DAN 
- 1THU-HDND, UBND Huy~n Cm.)TJCH 
(B/e);
 

- TTDU-HDND xa;
 

- Cae PCT UBND xii;
 

- Cae ngclnh, doan the;
 

- LUll: VT, ...don vi so~ thao.
 

6. Soan thao K~ hoach. . 
a. Khai ni~m: 

Ki hor;zch la van barzdimg ild XQC ilinh phuung hUOng, nhi?m v~, chi 

tieu, bi?n phtip tiin hanh mQt nhi~m Vtl cong tac cua NhiJ nutYc noi chung 

hoijc cua timg ca quan, ilan vi va ilia phuang noi rieng. Ki hor;zch thuang 

tJu(1c xay dtplg cho timg thai gian nhdt tJjnh thea nien hr;zn. 

Vi d\l: 

- K€ ho~ch t5 chuc cUQc thi tim hi~u Lu~t b~u cll' d~i bi€u Qu6c hQi va 

d~i bi~u HQi d6ng nhan dan cac cftp. 

- K€ ho~ch t5 chuc tAng k€t cong tac nam 2011 

b. B6 C\lC clla KS ho~ch 

- V€ hlnh thuc: trinh bay thea quy djnh hi~n hanh; 

- V€ nQi dung: K€ ho~ch thuOng co b6 C\lC g6m ba phAn (Ma d~u; nQi 

dung; k€t lu~n). 

c. Ky1hu~t so~n thao 

K€ ho~ch la van ban mang tinh ho~ch djnh cac cong vi~c d\l ki€n se' 
th\lc hi~n. K€ ho~ch phai co tiOO khci thi; C\l the; khoa hQc. Trong truOng hQP 

cAn thi€t co th~ kern theo cac van ban nhu: Ban phan cong nhi~ V\l; Lich 

trinh lam vi~c; D\l tm kinh phi vv. 

- Phin rna diu ciia KS ho~ch: 
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Phdn rna dau ella K8 ho~ch neu m\lc dich va yeu cdu Clla K8 ho~ch. 

M\le dich can cit vao nhung yeu cAu Clla th\lc ti~n; k8 ho~ch cong tae dii 

ho~ch dinh (k8 ho~ch nam) ho~c chu truong eua Bang, Nha nuO'e. Cac yeu 

cau d~t ra d€ dam bao th\lc hi~n t6t k8 ho~ch d€ rae 

- Phftn nQi dung K~ ho,ch: 

Ph§n nQi dung neu len cac nQi dung ho~t dQng va co the chia thanh cac 

d€ rn\lC rieng 

+ Thanh phAn tham gia; 

+ NQi dung (ho~c chu d€) t6 chuc; 

+ Thai gian, dia di€m t6 chitc;
 

- Phin t6 chuc thl}'c hi~n (k@t lu~n):
 

+ Giao nhi~m V\l va phan cong t6 chuc, dg tm kinh phi 

+ Sg ph6i hgp eua cae don vi; 
" '-----" 

+ Yeu cau che dQ bao cao, phan hoi neu co 

~ 
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8. Min hoa mQt sa lo,i giAy tit thong d1}ng 

M5u Giiy moo 

iN BAN NIlAN nAN 
CONG HOA xA HOI cHiT NGHiA V~T NAM 

DQc l~p - Tv do - H\lnh phuc ••••••.••••• (1)•••••••••••• 

1JI. ••••S5: IGM-UBND GIAY MOl(2) .... , n0 
aa.., •...• th'ang ..... nam 20... 

.••••••••••... (3)••.••••••••.••••.• 

............................................... (1) tran trQng kinh mai:
 

Ong (ba) (4) .
 

T&i dg (5) .
 

Th"· · ~l glan: ~ . 

!a· d·.%.D lern . 

..~ 1. 

NoinhQn: QUYEN ~, eIItre vv eUA 
............,
 NGUOIKY 
...............,
 (Chit 10/, dau)

- LUll: VT, ...dem vi SO~ thao. 

HQ va ten 

Ghi chu: 

(1) Ten co quan, t5 chilc ban hanh gi!y moo. 
(2). Dia danh 

(3) Ten (nQi dung) cua cUQc hQP, hQi thao, hQi nghi v.v... 

(4) Ten co quan, t6 chilc ho~c hQ va ten, chilc V\l, dcm vi cong tic cua nguM due;tc 
maL 

(5) Trich y€u nQi dung cUQc hQp. 
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Min Giiy giOi thi~u 

iJy BAN NIlAN nAN 
CONG HOA xA HOI CHiT NGHiA VI¥T NAM 

DQc lip - TV do - H,nh phuc••••••.••••• (1)•••••••••••• 

83:	 /GT-UBND .... (2) .... , ngay ..... tluing ..... nam 20... 

GIAy GIm THIEU. 
\	 ".,. h·" ............................................... (1) . tran tr9ng glOl t l~U: 

Ong (ba) (3) . 

Chuc v\l: . 

Dugc clI d~n: (4) . 

V€ viec: . .	 / 

D€ nghi quy co quan t~o dieu ki~n d~ ong (ba) co ten atren hoan thanh nhi~m V\l. 

GiAy nay co gia tri d~n h~t ngay 1. 

Ndi nhQn:	 QUYEN ~, CmJC vv eiTA 
- Nhutren; NGUmKY 
- LUll: VT, ...don vi SO~ thao. 

\ 

(Chit kf, ddu) 

HQ va ten 

Ghi chu: 

(1) Ten co quan, t6 chuc ban hanh van ban (cAp giAy giOi thi~u). 

(2) Dia danh 

(3) Chit vi~t t&t ten co quan, t6 chuc ban hanh van ban. 

(5) HQ va ten, chuc V\l va dan vi cong tae eua nguai duge giOi thieu. 

(6) Ten co quan, t6 chue duge gi6i thieu t61 lam viee. 
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M§u Bien ban 

TEN Cd QUAN, TC COO QUAN CONG HOA xA HOI eHiT NGHiA VI~T NAM 
(1) DQc lip - Tv do - H,nh phuc 

TEN eo QUAN, TO emJe (2) 

S<3: /BB- ... (3) ....
 

BIEN BAN
 

....•..••.•. (4) ..•••.•..•..••
 

· b~ dA .Th01 '· glan at au . 
. , 

Dja diem .
 

Thanh phdn tham d\l .
 

Chu trl (chu t9a): } .
 

Thu ky (ngum ghi bien ban): .
 

NQi dung (theo di~n bi8n cUQc h9p/hQi nghi/hQi thao):
 

..................................................................................................................................
 

CUQC h9P (hQi nghj, hQi thao) k~t thuc vao ..... gia ....., ngay .... thang ..... nam ... 

THUKY CHiTTQA 
(Chit 10/) (Chii 10/, ddu (niu co)) 

(5) 
Hq va ten Hq va ten
 

Ndi nhp,n:
 
..........,
 

- Luu: VT, ...dan vi SO~ thao. 

Ghi chu: 

(1) Ten co quan, t6 chuc chu quan tf\lc ti~p (n~u c6). 

(2) Ten co quan, t6 chuc ban hanh van ban. 

(3) Chfr vi~t t~t ten co quan, t6 chuc ban hanh van ban. 

(4) Ten CU9C hQp ho~c h9i nghj, hQi thao. 

(5) Ghi chuc V\l chinh quy~n (n~u cAn).
 

M~u Giiy bien nhin
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TEN Cd QUAN, TC Cm) QUAN CONG HOA xA HOI cHiJ NGHiA VI¥T NAM 
(1) BQc l~p - Tl! do - H~nh phuc 

TEN co QUAN, TO CWC (2) 

S6: /GBN- ... (3) .... .... (4) .... , ngay ..... thang ..... nam 20...
 

GIAY BIEN NH!N
 

H8 sa .
 

H9 va ten: (5) !I ••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••• 

Chuc V'\l, dOll vi cong mc: 0 

Da ti~p nh~ h6 so cua:
 

Dng (ba): (6) .
 

.................................................................. bao g6m:
 

1 . 
)

2 (7) . 
\ 

3 . 

.................................................................../.
 
NGUm TIEP NH!N
 

Nui nh9n:
 
- .... (8) ....; (Kj ten, dong ddu (niu co))
 
- Ltru: H6 so.
 

HQ va ten
 

Ghi chu: 

(1) Ten co quan, t6 chuc chu QU8n tf\lc ti~p (n~u co). 

(2) Ten co quan, ta chuc cdp giAy bien nh~n h6 so.
 

(3), Chfr vi6t t~t ten co quan, t6 chuc cAp giAy bien nh~ h6 so.
 

C4) Dia danh
 

(5) HQ va ten, chirc V\l va dan vi cong tac cua nguai ti6p nh~n h5 so. 

(6) H9 va ten, nai cong tac ho~c giAy to tuy than Clla nguai n9P h6 so. ~ 

(7) Li~t ke dAy du, C\l th€ cac van ban, gidy to, tai li~u co trong h6 so. 

(8) Ten nguoi ho~c co quan giri h6 so. 
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Mlu GiAy chUng nh~n 

TEN Cd QUAN, TC COO QUAN 
(1) 

TEN CO QUAN, T6 cHUc (2) 

86: /GCN- ... (3).... 

CONG HOA XA HOI cHiT NGHiA VI~T NAM
 
DQc I~p - TV do - H~nh phiic
 

.... (4) .... , ngay ..... thang ..... niim 20... 

GIAYcmJNG~
 

............................................................... (2) chl1n.g nh~:
 

.................................................................. (5) .
 

/ 

.......................................•......................................................................................
 
\ 

.................................................................../.
 

QUYEN H~N, cHUc vv eVA 
Nui nhlin: NGuffiKY. 

............,
 

............... , (Chit leY, dtlu)
 
- Luu: VT, ...dan vi so~n thao. (6) 

HQ va ten 

Ghi chu: 

(1) Ten co quan, t6 chuc chu quan tIvc ti8p (n~u co). 

(2) Ten co quan, t6 chuc cftp giAy chl1n.g nh~n. 

-:> (3)' Chii' viet Mt ten co quan, t6 chilc cAp giAy chl1n.g nh~. 

(4) Dia danh 

(5) NQi dung chUng nh~: xac dinh C\l th~ nguai, S\l vi~c, vfu1 d~ dugc chl1n.g nh~n. 

(6) Chfr vi~t tit ten don vi SO~ thao va s5 IU<}Ilg ban luu (n~u cAn). 
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Mio: Gi§y di duOng 

:;

iJy BAN NIlAN nAN CQNG BOA xA HQI cHiT NGHiA VI~T NAM
 
BQc lip - T'1 do - H~nh phuc
XA •.•...•..•••...••...••••..•..............•.. (2)
 

sa: /GDD- ... (3).... .... (4) .... , ngily ..... thang ..... nam 20...
 

GIAY BI DuONG
 

cAp cho ong (ba): (5) . 

chuc V\l: . 

Nm UQ'C cu en cong LaC: •••••••••••••••••••••.•••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••· d 'dl.." +~ 
, , 

G ,,, , " , · h" ,lay nay co gla trl et ngay: .
 

QUYEN ~, eHire vv eVA
 
NGUmKY 

\ 
(Chic leY, dtiu) 

HQ va ten 

NOi di va d~n 

\ 

Ngity 
thang 

Phuong 
ti~n 

DQ diti 
ch,ng 
duOng 
(Km) 

ThOi gian 
{y nOO d~n 

Xac ohio 
ella co- quaD 
(t6 chue) ooi 

di, d~o 

Di ............. 

D€n ........... 

Di ............. 

D€n ........... 

Di ............. 

D€n ........... .. 

Di ............. 

D€n ........... 

Di ............. 

D€n ........... 

Dl ............. 

D€n ........... 

:
 

69
 

http:�.�...�..���...��...����..�..............�


---

V', ,.- e nguOl: ,ve x d = d . 

-Ve eucrc: ve x d = d 

- Ph\! phi l~y ve b~ng di~n tho~i: ve x d = d 

- Phong nghi: ve x 

1. Ph\! e§.p di duCYng: 

,	 2. Ph\! e~p lUll tru: 

T6ng c<)ng: 

NGUm DI CONG TAc 
(Chir IcY) 

HQ va ten 

Ghi chu: \ 

d = d 

PHVTRAcHBO 
PHAN 

(Chid,}, d&u) 

HQ va ten 

d 

d 

d 

KEToANTRUONG 
(Chir IcY) 

HQ va ten 

(2) Ten cO' quan, t6 chuc cAp giAy di duCYng. 

(3) Chit vi~t tAt ten co quan, t6 chuc cAp giAy di duOng. 

(4) ·Dia danh 

(5) HQ va ten, chuc V\l va dan vi cong tac cua nguoi duQ'c cAp giAy. 
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Mio Gi§y nghi phep 

UY BAN NIlAN DAN CONG HOA xA HOI cHiJ NGHiA VI~T NAM 
.::. 

DQc I~p - TV do - H~nh phucXA •.••••••••••••••••••••••••.••••••••••••••••• (2) 

, sa: /GNP- ... (3).... .... (4) .... , ngay ..... thang ..... nam 20... 

GIAy NGHi PHEP 

X , D · h'J h' , 'J" (b')et all xm ng 1 p ep ngay cua ong a . 

............................................... (2) c~p cho:
 

Ong (ba): (5) . 

Chuc V\l: . 
\ ,

Nghi phep oom trong thai gian: , ke 
." 

til ngay den het
 
ngay .
 
t~i (6) .
 

QUYEN ~, eHUe vv eUA
 
Nl1; nh9n: NGUmKY
 
- .... (7)....;
 
- Luu: VT, ...don vi so~ thao., .... (8).... (Chit leY, ddu)
 

HQ va ten 

Xae nhgn eua elY quan (16 ehue) ho(le
 
ehinh quyJn aia phuong nai nghi phep
 

(Chii leY, d&u) 

HQ va ten 
Ghi chu: 
(1\) Ten co quan, tB chuc chu quan ttvc ti€p (n€u co). 

~ 

(2) Ten co quan, tb chuc c~p giAy nghi phep. 
(3) Chit vi€t t~t ten co quan, t6 chuc c~p giAy nghi phep. 
(4) Dia danh 
(5) HQ va ten, chuc V\l va dan vi cong tic cua nguoi dugc cAp giAy phep. 
(6) Noi nghi phep. 
(7) NguOi dugc cAp gi~y nghi phep. 
(8) Chit vi€t t~t ten don vi so~ thao va s6 luqng ban lUll (n€u cAn). 
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M§u ... - PhiSu chuy~n 

UY BAN NIlAN DAN eQNG HOA xA HOI cHiJ NGHiA VI~T NAM 

XA (2) DQc lip - T'1 do - H~nh phuc 

86:	 /PC- ... (3) .... .... (4) .... , ngay ..... thang ..... niim 20... 

PHIEU CHUYEN 

................................................................ (2) co nh~ dugc
 0•••••••• 

.............................................................. (5) .
 

.......... ~ (6) .
 

Kinh Chu~en (7) xern xet, gild quy~t.I.
 

QUYEN H~, emJe vv eUA 
Noinhpn:	 NGUmKY 
- (8) ; 

(Chii' leY, dt1u) 

HQ va ten
 

Ohi chu:
 
(1) Ten cO' qlJan, t3 chuc chit quan tIVc ti€p (n€u co). 

(2) Ten co quan, t3 chuc ban hanh phi€u chuy~n. 

(3) Chit vi€t tit ten CCJ quan, t3 ch(rc ban hanh phi€u chuy€n. 

(4) Dia danh. 

(5) Neu C\l th~: don, thu cua ca nhan, ~p th€ ho~c van ban, tai li~u cua co quan, t5 chuc 
nao, v~ vAn d~ hay nQi dung gl. 

(6) Ly do chuy€n. 

(7) Ten co quan, t3 chuc nh~n phi€u chuy~n van ban, tAi li~u. 

(8) Thong thuOng, phi~u chuy€n khong cAn hru nhung phai duQ'c vao sA dang ky t~i van
 
thu co quan, t6 chuc d~ thea doi, ki€m tra.
 

72
 

.... 



, 
MAu PhiSu giii 

iJY BAN NIlAN DAN 

xA (2) 

S5: /PG- ... (3) .... 

CONG HOA xA HOI cHiJ NGHiA VI~T NAM 

DQc lip - TV do - Hv.nh phuc 

.... (4) .... , ngily ..... thang ..... nam 20 ... 

pmEUGm 

~ 

HQ va ten 

............................................... ( 2) gUl kern thea phleu nay cae 
. ., • , .1.." 

van ban, tai li~u sau: 

1. : (5) 

2., . 
I ' ,

Sau khi nh~n qugc, de nghi (6) giri l~i phieu nay cho . 

......................,.~ (2) 

..................................................................../. 
QUYEN HAN, CHir~ VV CUA 

Noi nhpn: NGUm KY 
- (6) ; , 
- (7) ; (Chit leY, dau) 

Hq va ten 

.... (8)... , ngay ..... thang ..... nWn 

Nguiri nhin 

(Chit leY) 

~ 

Ghi chu: 

(1) Ten cO' quan, t6 chuc chti quan tIVc ti~p (n~u co). 

(2) Ten co quan, t6 chuc ban hanh phieu girL 

(3) Chit viet tat ten cO' quan, t6 chuc ban hanh phieu girL 

(4) Dia danh 

(5) Li~t ke C\l th~ cac van ban, tai li~u dugc gui kern thea phi~u girL 

(6) Ten cO' quan t6 chuc nh~n phi~u giri va van ban, !Ai li~u. 

(7) Phi~u giri khong cAn lUll nhung phai duqc gui vao s6 dang ky t~i VT cO' quan, t6 chuc 
de! thea doi. : 

(8) Dja danh nO'i co quan, t6 chuc nh~n phi~u giri va van ban, !Ai lieu dong tr\l sa. 

..:. 

..'
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YEucAu
 
1. HQc xong rn6i Io?i van ban, hQc vien phai hi~u duQ'c k€t c~u b6 C\lC 

nQi dung va th~ thuc cua van ban; 

2. HQc vien phai sua dugc cac van ban sai; 

\	 3. HQc vien biet v~n d\ll1g Ii Iu~n d~ so~n thao dugc OOfmg van ban theo 

nhung tiOO hU6ng do giang vien giao; so~n thao duQ'c nhtmg Vall ban quan Ii 

cua cO' quan./. 

KT. BO TRUONG 
~TRUONG~ 

", 
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