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‘ THE THUC, KY THUAT ]
TRINH BAY VAN BAN HANH CHINH VA
(Kem theo Ngh; dinh so 30/2020/ND-CP ngay 05 thang 3 nam 2020 cua Chinh phui)

I. QUY DINH CHUNG
1. Khé gidy: Khd A4 (210 mm x 297 mm).

2. Kiéu trinh bay: Theo chi¢u dai cua kho A4. Truong hop ndi dung van ban c6 cac bang,
biéu nhung khong dugc lam thanh cac phu luc riéng thi van ban cé thé dugc trinh bay theo
chiéu rong.

3. Pinh 1& trang: Cach mép trén va mép dudi 20 - 25 mm, cach mép trai 30 - 35 mm,
cach mép phai 15-20 mm.

4. Phong chir: Phdng chix tiéng Viét Times New Roman, bo ma ky tu Unicode theo Tiéu
chuan Viét Nam TCVN 6909:2001, mau den.

5. C& chit va kiéu chit: Theo quy dinh cu thé cho tirng yéu té thé thic.

6. Vi tri trinh bay céc thanh phan thé thite: Puoc thyc hién theo Muc 1l Phan | Phu luc
nay.

7.S6 trang van ban: Puogc danh tir sH 1, bﬁng chit s6 A Rap, c& chir 13 dén 14, kiéu chit

dimg, duoc dat canh giira theo chiéu ngang trong phan I¢ trén cia van ban, khdng hién thj s
trang thir nhat.

1. SO PO BO TRi CAC THANH PHAN THE THUC VAN BAN HANH CHINH
1. Vi tri trinh bay céc thanh phan thé thirc

O s6 : Thanh phan thé thiec viin ban
1 Qudc hiéu va Tiéu ngir
2 Tén co quan, to chirc ban hanh vin ban
3 . S, ky hiéu caa vin ban
4 Dia danh va thoi gian ban hanh van ban
5a : Tén loai va trich yéu noi dung van ban
5b : Trich yéu noi dung cong vin
6 :  Noi dung van ban
7a, 7h, 7c . Chirc vy, ho tén va chit ky caa ngudi ¢ tham quyén
8 : DAu, Chir ky sb ctia co quan, to chuc
9a, 9b . Noi nhan
10a . D4u chi do mat
10b : Dau chi mac do khan
11 : Chi din vé pham vi lvu hanh

12 . Ky hiéu nguoi soan thao vin ban va sé lugng ban



13

14

phat hanh

Dia chi co quan, t6 chirc; thu dién tir; trang thong tin
dién tur; so dién thoai; so Fax.

Chir ky s6 cua co quan, t6 chic cho ban sao vin ban
sang dinh dang dién ti
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1. MAU CHU VA CHI TIET TRINH BAY THE THUC VAN BAN HANH CHINH

Thanh phan thé thic va

Vi du minh hoa

s thir tu cua phan. chuong

STT chi tiét trinh bay Loai chir| g | Kiéu chir Phéng chir Times New Roman Ccf:’l(i):l’
1 _|Quoc hiéu va Tiéu ngit - ] ]
- Quédc hieu Inhoa | 12-13 | Pimg, dam |CONG HOA XA HOI CHU NGHIA VIET NAM| 12
- Tiéu ngir In thuong | 13-14 | Bung, dam Pgc lap - Tw do - Hanh phuc 13
- Dong ké bén dudi
Tén co quan, t6 chic ban
2 X - 1
hanh van ban
i "I:en co quan, to chirc chu Inhoa | 12-13 bung BO NOI VU 12
quan truc tiep
;‘Tin co quan, to chic ban | hoa | 12-13 | Pung, dim | CUC VAN THU VA LUU TRU NHA NUOC | 12
ANN van a
- Dong ke bén dudi , ) ]
3 SO, ky hiéu cua van ban In thuong | 13 birng So0: 15/Qb-BNV; S6: 05/BNV-VP; S6: 12/UBND- | 13
Dia danh va thoi gian ban . A Ha Noi, ngay 05 thang 01 nam 2020
4 hanh van ban Inthuong | 13-14 | NGNIENG |13k ohé He Chi Minh, ngay 29 thang 6 nam 2019] 12
5 |Tén loai va trich yéu noi
duno vin han
a__ [Poi véi van ban c0 tén loai
- Tén loai van ban Inhoa |13 - 14| Ptng, dam CHI THI 14
- Trich yéu noi dung In thuong | 13-14 | Dung, dam Vé cong tac phong, chong lut bao 14
- Dong ké bén dudi
b Po6i voi cone van
Trich véu noi dung In thuong | 12-13 bung  |V/v nang bac lvong ndm 2019 12
6 |NOi dung van ban In thuong | 13-14 bung [Trong cong tac chi dao ... 14
3 G§>m phﬁn,‘ chuong, muc,
tiéu muc, diéu, khoan, diém
- Tu “Phan”, “Chuong” valy, 4, ong| 13-14 | Dimg, dam Phin 1 Chuong I 14




- Tiéu dé cua phan, chuong | Inhoa |13-14 | bing, dam | QUY PINH CHUNG | QUY PINH CHUNG | 14

- T “Muc” va so thir tu In thuong | 13-14 | Bing, ddm [Muc 1 14

- Tiéu dé ctia muc Inhoa |13-14 | Bing, dam QUAN LY VAN BAN 14

- T “Tiéu muc” va sd thi tu] In thuong | 13-14 | Pung, dam Tiéu muc 1 14

- Tiéu dé cua tiéu muc Inhoa |13-14 | Pimg, ddm |QUAN LY VAN BAN DI 14

- Piéu In thuong |13 - 14| Pung, dam Piéu 1. Ban sao vin ban 14

- Khoan In thuong | 13-14 bang  |1. Céc hinh thuc ... 14

- Piém Inthuong | 13-14 |  Duang  |a) Ddi véi.... 14

Gom phan, muc, khoan, diém

- Tu “Phan” vasd thtty | In thuong | 13-14 | Pung, dam Phan 1 14

- Tiéu dé cua phan Inhoa |13-14 | Ping, dam TINH HINH THUC HIEN NHIEM VU ... 14

- S6 tht ty va tiéu dé cua Inhoa |13-14 | Pung, dam |I. NHUNG KET QUA.... 14

- Khoan:

Truong hop co tidu dé In thuong | 13-14 | Pung, dam [1. Pham vi va doi twong ap dung 14

Truong hop khong c6 tiéu|Inthuong | 13-14 |  Dung 1. Quyét dinh nay c6 hiéu luc thi hanh ké tir ngay... | 14

- biém Inthuong | 13-14 |  Dang ) Ddi Vdi.... 14

Chac vy, ho tén cua nguoi

c6 tham quyén

- Quyén han cua nguoi ky Inhoa |13 - 14| Pimg, dam |[TM. UY BAN NHAN DAN| KT.BQ TRUONG | 14

- Chirc vy cua ngudi ky Inhoa | 13-14 | Pimg, dam CHU TICH THU TRUONG | 14

- Ho tén cua nguoi ky In thuong |13 - 14| Ptng, dam Nguyén Viin A Tran Vin B 14

Noi nhan

Tuo “Kinh gti” va tén co

quan, to chirc, ca nhan nhan| In thuong | 13-14|  Bung 14

van ban

- Giri mot noi Kinh gtii: Bo Noi vu 14
Kinh gui:

- Giri nhidu noi - BONovu; 14

- Bo Ké hoach va Pau tu;
- Bo Tai chinh.




Tu “Ngi nhan” va tén co
b |quan, t6 chic, ca nhan nhan
van ban
- T “Noi nhan” In thuong | 12 Nggl'e”g’ Noi nhan: Noi nhdn: (dol véi cong | 4,
am van)
- Tén co quan, td churc, ca . , ;)E)ac. 00, co quan ngang - Nhu trén;
nhan nhan van ban Inthuong| 11 bBung —00,... - Luu: VT, NVDP 1
- - Luu: VT, TCCB. S ‘
9 |Phu luc van ban
- T “Phu luc” va s tha tu . , ~
ciia phu Iuc In thwong| 14 | Pung, dam Phu luc | 14
- Tiéu dé cua phu luc Inhoa |13-14 | bung, ddm [BANG CHU VIET TAT 14
10 |DAu chi mic d¢ khan Inhoa |13 - 14| Ding, dam HOA THUQNG KHAN 13
TOC KHAN
11 [KY hiéu ngudi soan thao van 1, qpong| 11 | Pang PL.(300) 11
han va sa hrona han nhati
Dia chi co quan, to chirc; thu S0 ettt ettt ettt
12 dién tu; trang thong tin dién| In thuong |11 - 12 bung DPT: .., FaX: e 11
tir; sO dién thoai; so Fax E-Mail: ..ccvvvvveveeeen WEDSIE: ...,
13 |Chi dan vé pham vi luu hanh| Inhoa |13-14 | Bung, d&am | XEM XONG TRA LAl | LUU HANH NOQI BQ | 13
14 |S trang In thuong | 13-14 |  Pung 2,7,13 14

C& chit trong cling mot vin ban tang, giam phai thong nhat, vi du: Quoc hiéu ¢& chir 13, Tiéu ngit ¢ chix 14, dia danh va
ngay, thang, nam van ban cd chir 14 hoac Quoc hiéu c& chit 12, Tiéu ngir cd chir 13, dia danh va ngay, thang, nam van ban

co chir 13.
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