
Phg lgc I
THE THUc, KY rHUAr rRiNH nAv vAN nAN uANu cHiNH

vA BAN sAo vAN nAu
(Kdm theo Quydt dinh sd 14SS /}D-DHDCT ngdy 3t thang 7 ndm 2020

cila Trudng Dqi hpc Y Daqc Cdn Tho)

Phin I
THE THTIC VA KY THUAT TNiNU BAY VAN NAN rIANg CUINU

I" QUY EINH CHUNG
1. Kh6 gi6y: Kh6 A4 Q10 mm x297 mm).

2. Ki6u trinh bdy: Theo chi0u ddi cta t<nO e+. Truong hqp nQi dung vdn bin c6

cicbhng, bi6u nhung kh6ng dugc ldm thdnh c6c phy lpc ri6ng thi van bdn c6 thti dugc

trinh bdy theo chiOu rQng.

3. Dinh l€ trang: C6ch m6p tr€n vd rn6p dudi 20 - 25 mm, c6ch mep tr6i 30 - 35

mm, c6ch m6p ph6i 15-20 mm.

4. Phdng chir: Phdng cht titing ViQt Times New Roman, bO m6 ky tU Unicode

theo Ti6u chuAn Vigt Narn TC\rN 6909:2001, mdu den.

5" C0 chfr vi ki0u cht: Theo quy ilinh cU th6 cho tirng y6u t6 thd thric.

6. V! tri trinh bdy c6c thenh phAn th0 thric: Dugc thuc hign theo Mpc IV PhAn I
PhU lUc niy"

7. 56 trang v6n b6n: Dugc d6nh tt sO 1, bing chff sd A RAp, cd chf 13 d6n 14,

kitiu ch0 dring, dugc dat canh giira theo chi6u ngang trong phAn 16 tr€n cria vdn b6n,

kh6ng hi6n thi s5 trang thu nh6t.

tt. CAC THANH PHAN THE THUC CUiNU
1. Quiic hiQu vi ti0u ngii
a) Qu6c hiqu "CQNG HOA xA HQt CHU NGHiA VIET NAM": Dugc trinh bdy

bang chir in hoa, cd chir tt 12 d6n 13, ki6u chfr dring, dflm vd o phia trOn ctng, bOn phii
trang dAu ti6n cira vdn bdn.

b) Ti6u ngt "DQc 10p - TU do - Hanh phric": Duoc trinh bdy bing chfr in thudng,

c0 chfr tt 13 d6n 14, ki6u chir dring, dflrn va dugc canh gifra du6i Qudc hiQu; chir c6i dAu

cria c6c cpm til dugc vi6t hoa, gifta c6c cgm tir c6 g4ch nOi 1-;, c6 c6ch chtr; phia du6i c6

dudng kO ngang, n6t lidn, c6 dQ ddi bing d9 dei cria ddng cht.

c) Qu6c hiQu vi ti6u ngir dugc trinh bdy tai 6 s6 t MUc IV Ph6n I PhU lpc ndy. Hai

ddng chir Qu6c hiQu vd ti6u ngii dugc trinh biy cich nhau ddng don.

2. TOn ccr quan ban hinh vin bin
a) TCn co quan ban hdnh v[n b6n la tOn chinh thfc, dAy dfr cria Truong ld "Truong

Dai hgc Y Dugc CAn Tho" vd t6n cira co quan chi quAn tryc tiOp ld "BO Y te".

b) TOn Trudng dugc trinh bdy bing chir in hoa, cO chir ti 12 - 13, ki0u chir dung,

ddm, dugc dit canh giira du6i dong chir "BQ Y t0"; phia dudi c6 dudng k6 ngang, n6t

li6n, c6 dO dei bing tir 1/3 d6n ll2 dO dii cria ddng chir vd dit cdn d5i so vdi ddng ch0.
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T€n co quan chri quin tryc ti6p (B0 Y t6) dugc trinh bdy bing chfi in hoa, cO chfi
ti 12 d6n 13, ki6u chtr dung.

TCn co quan ban hdnh van bin vd t€n co quan cht qu6n tryc tii5p duqc trinh bdy

c6ch nhau ddng don. T€n Trudng c6 th€ trinh bay trOn 01 hoflc 02 ddng.

TCn co quan ban hdnh vdn b6n dugc trinh bdy tai 6 sO 2 MUc IV PhAn I Phu luc

ndy.

3. 56, kf hiQu cria vIn bin
a) S5 ctra vdn bAn li sd thu tU vdn bin do Trudng ban hdnh trong mQt ndm dugc

ddng ky tqi v[n thu theo quy dinh, s6 cria vdn b6n dugc ghi bing chir sO a n6p.

Truirng hgp c6c hQi d6ng, ban, t6 cua cua Trudng (sau ddy goi chung le "hQi d6ng

tu vdn") dugc ghi ld "co quan ban hinh v5n bdn" vir dugc su dpng con d6u Truong d6

ban hdnh vdn bin thi phii I6y h0 thdng s6 riOng.

b) Ki hiQu cria vdn b6n

Kj, hiQu cfra vdn bin bao g6m chir vitlt tat tOn loai vdn b6n vd chfi vitit tat t6n

Trudng. OOi vOi c6ng vdn, k!'hiQu bao g6m chir vi6t tit t€n Trudng vd chf vi6t tat ten

dcrn vi so4n th6o hoac linh vyc dugc gi6i quytit. Chir vi6tthtt6n Truong dugc quy dinh ld
..DHYDCT".

c) S5, kjz hiQu cria vdn bin dugc dat canh giira dudi t6n Trudng. Tt "56" dugc

trinh bdy bdng chir in thudng, cO cht 13, ki6u chir dring; sau tir "56" c6 d6u hai ch6m (:);

vdi nhirng sO nho hcrn 10 ph6i ghi th6m sO 0 phia trudc. Kj'hiQu cta vdn b6n dugc trinh

biy bAng chir in hoa, c6 chir 13, ki6u chir dring" Gifra s6 vd ky hiQu vdn b6n c6 dAu gpch

ch6o (/), giira cdc nh6m cht vi6t tit trong kjz hiQu vdn bin c6 d6u gpch n6i (-), kh6ng

c6ch chir.

d) 56, kjz hiQu cria v6n bin dugc trinh bdy tai 6 s6 3 MUc IV PhAn I Php lpc niy.

4" Dia danh vi thcri gian ban hdrnh vin bin
a) Dia danh ghi tr€n vf,n bin do Trudng ban hdnh lir "CAn Tho".

b) Thdi gian ban hdnh vdn bAn

Thoi gian ban hdnh vdn bin lh nghy, th6ng, ndm vdn bdn dugc ban hdnh. Thoi

gian ban hdnh vdn bAn ph6i dugc vi6t dAy dt; c6c sO ttrO hiQn ngdy, th6ng, n[m dtng chir

sO a nAp; OOi vOl nhfrng sO tne hiQn ngdy nh6 hon 10 vi th6ng 1,2 phhi ghi th6m sd 0

phia trudc.

c) Dia danh vd thoi gian ban hdnh vdn bin dugc trinh bdy tren ctng rnQt ddng v6i

s6, ky hiQu vdn bin, tqi 6 sO + MUc IV PhAn I Phu lpc nhy, bing chtr in thudng, c0 chir tir

13 d6n 14, kiOu chir nghi6ng; cbc cht c6i dAu cria dia danh ph6i vi6t hoa; sau dia danh c6

d6u phAy (,); dia danh vd ngay, th6ng, ndm dugc d4t dudi, canh gita so vdi Qu6c hiQu vd

Ti0u ngir.

5. TOn lo4i vir trich y6u nQi dung v5n bin
a) T€n lo4i v5n b6n ld t6n cira tirng lo4i vdn bin do Trudng ban hdnh. Trich yilu

nQi dung vdn bdn ld mQt cdu ngin ggn hopc mQt cpm tu phin 6nh kh6i qu6t nQi dung chir
i.

yeu cua van Dan.

b) T€n loai vd trich y6u nQi dung vdn bin dugc trinh biy tai 6 sO 5a Mpc IV PhAn I
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Phu lpc ndy, dflt canh giira theo chi6u ngang vdn bin. TCn lo4i vdn bin dugc trinh bdy
bing chft in hoa, c0 chir tt 13 rl6n 14, kiOu cht dring, dpm. Trich y6u nQi dung vdn b6n

dugc d6t ngay dudi t6n lo4i vdn b6n, trinh bdy bang chir in thudng, c0 chir tt 13 d6n 14,

ki6u chir dring, dpm. B0n dudi trich y6u nQi dung vdn bdn c6 dudng kd ngang, n6t liOn, c6

d9 dei bing tu l/3 d6n ll2 dO ddi cira dong chir vd dat cdn d6i so vdi ddng chir"

pOi vOi c6ng vln, trich y6u nQi dung vdn bdn clugc trinh bdy tai O sO SU Mpc IV
PhAn I PhU luc nlry, sau chfr "Ylv" bang chir in thucrng, cO chir tir 12 dtin 13, ki6u chfr

dfng; dpt canh giira dudi s6 vd kj'hiQu vdn bin, c6ch ddng 6pt vdi s6 vd kj'hiQu v[n bin.

6. NQi dung v5n bin
a) Cdn cri ban hdnh vdn b6n

Cdn cri ban hdnh vdn bAn bao gdm vdn bin quy dfnh thArn quyAn, chfc ndng,

nhiQm vp cria Trudng vir c5c vdn bAn quy dlnh n6i dung, co s0 d6 ban hdnh vdn bin. Cdn

cri ban hanh vdn bin dugc ghi day dri t6n lopi vdn bin, s5, ky hiQu, co quan ban hdnh,

ngdy th6ng ndm ban hdnh vdn b6n vd trich y5u nQi dung vdn bdn (ri€ng Ludt, Ph6p lQnh

kh6ng ghi s6, ky hiOu, co quan ban hdnh).

Cdn cri ban hdnh v5n bin dugc trinh bdy b6ng chir in thucrng, ki6u chir nghi6ng, c0
chir tu 13 d6n 14, trinh bdy du6i phAn tdn lo4i vd trich y6u nQi dung vdn bdn; sau m6i can

i,
cir phAi xu6ng ddng, cudi dong c6 ddu chdm phdy (;), dong cu6i cung kOt thric bang dau

ch6m (.)"

b) Khi viQn d6n lAn dAu v6n b6n co li6n quan, phii ghi dAy du t6n loai, s6, ky higu

cria vdn b6n, thdi gian ban hdnh v6n b6n, t6n co quan, t6 chric ban hanh vdn bin vA trich
i ^, ,

yOu nQi dung vdn bdn (rl6i vdi Luflt vd Phdp lQnh chi ghi t6n lo4i vd t6n cria Lupt, Ph6p

lEnh); trong c6c lAn vi€n d6n ti€p theo, chi ghi t6n loqi vir s5, ky hiQu cfra vdn ban d6"

c) BO cpc cria nQi dung v5n bAn: Tuj,theo t€n 1o4i vi nQi dung, vdn bin c6 thti c6
,).

ph6n can cu ph6p ly 116 ban henh, phdn mo ddu vd c6 th6 dugc bd cgc theo phdn, chuong,

muc, ti6u mpc, didu, kho6n, tliOm hofc dugc ph6n chia thdnh c6c phAn, mpc tu l6n d6n

nh6 theo mOt trinh tU nh6t dinh.

d) D6i voi cbc hinh thric vdn bdn duqc b6 cpc theo phAn, chuong, muc, ti6u muc,

di6u thi phAn, chuong, muc, ti6u muc, didu phii c6 ti€u d6. Ti6u dC ld cum tir chi nQi

dung chinh cta phAn, chucrng, muc, ti6u mqc, did:u.

e) C6ch trinh bdy phAn, chuong, muc, ti6u mqc, diOu, khoin, di6m

Ttr "PhAn", "Chuong" vi sO tfrtr tg cria phAn, chuong dugc trinh bdy trOn rnQt

dong riOng, canh giira, bing chir in thuong, c0 chir tt 13 d6n 14, ki6u chir dring, ilflm. So

thri tp cta phAn, chuong dung ch0 sd La Mi. Ti6u d0 cira phAn, chuong duoc trinh bay

ngay du6i, canh gitra,bdng cht in hoa, cO chir tu 13 d6n 14, kiOu chtr dring, dflm.

Tu "Mpc", "Ti0u mUC" vd s6 thri tg cta mgc, ti6u mpc dugc trinh bdy trdn mQt

ddng ri6ng, canh gita, bing chir in thudng, c0 chir tt 13 d6n 14, ki6u chir dring, dflm. So

thri tU cira mpc, ti6u mpc dtng cht sO a nAp. Ti6u d6 cta mqc, ti6u myc dugc trinh bdy

ngay dudi, canh gifra, bing chir in hoa, co chir tir 13 ddn 14, kiOu chir dring, dpm.

Tir "Didu", sd tht tg vd ti6u <10 cria tli0u dugc trinh bdy bing chir in thudng, lti
dAu ddng I cm hoflc 1,27 cm. SO ttrri tU cria di0u dung chfi s6 A Rap, sau s6 thri tU c6 d6u

ch6m (.); c0 chir bing c0 ch0 cta phAn ldi vdn, kiOu chir dring, d4m.
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So tna tg c6c kho6n trong m6i mpc dung cht s5 A R6p, sau s5 thri tg c6 d6u ch6m

(.), cd chir s6 bing cd cht cria phAn loi vdn, ki6u chir dring. N6u khoin c6 ti6u d€, sd thti'

tq vd ti6u d0 cira khoAn dugc trinh bay tr0n mQt ddng ri6ng, bing chir in thucrng, cO chir

bdng c0 chir cira phAn loi vdn, ki6u chir dung, dqm.

Thu tU c6c di6m trong m6i khoan dtng c6c cht c6i titing ViQt theo thri tu b6ng chir
';c6i ti6ng Vi€t, sau c6 d6u d6ng ngoflc don, bdng chir in thucrng, cd chir bdng c0 chir cria

phAn loi vdn, kir5u chir dfng.
g) Ngi dung vdn bin dugc trinh bdy bing chfr in thudng, dugc canh dOu cd hai 10,

ki0u chir dring; cO chir tt 13 d6n 14; khi xudng ddng, chir d6u dong lui vao 1 cm hoqc

1,27 cm; khoing c6ch giira c6c dopn van t5i thi6u la 6pt; khoing c6ch giira c6c ddng t6i

thi6u ld dong dcrn, tdi da ld 1,5 ddng.

h) Ngi dung vdn b6n dugc trinh bdy tai 6 s6 6 Mpc IV PhAn I Phu lpc niry.

7. Chrfrc vU, hg tdn vdr chil kf cria ngucri c6 th6m quyi,n

a) Chir ky cfia ngudi c6 thAm quy6n ld cht ky cria ngudi c6 thAm qry6, tr6n vdn

b6n gi6y hoic chfr kj, s6 ctra ngudi c6 thAm quy0n tr6n vdn bin diQn tri.

b) ViQc ghi quy6n h4n cta ngudi k, duqc thUc hiEn nhu sau:

Trudng hcr,p ky thay mflt t4p th0 thi phii ghi chir vitit tatooTM." vdo trudc tOn tpp

thO lanh dao.

Truong hqp dugc giao quy6n c6p trucrng thi phii ghi chir vltlt t6t "Q"" vdo tru6c
.A

cnuc vu cua cap truong.

Trudng hqp ky thay cAp trudng thi phii ghi cht vitit titnoKT." vdo tru6c chir chr?c
"ivp cia cdp tru0ng. Trudng hqp cdp ph6 dugc giao phq tr6ch ho{c diOu hdnh thi thUc hiEn

ky nhu c6p ph6 ky thay cAp trucrng.

Truong hqp ky thira lQnh HiQu truong thi phdi ghi chir vi6t tat "TL." vho trudc chir

"HiQu tru&ng".

Trucrng hcr-p ky thua uy qrry0n cria HiQu tru0ng thi phdi ghi chir vi6t tat "TUQ."
viro tru6c chir "HiQu trudng".

c) Chtic vg, chfc danh vd hg tOn cira nguoi ky

Chric vp ghi tr6n vdn bdn ld chric vp ldnh dao chinh thric cria ngudi ky van bin;
khdng ghi nhtng chric vg md Nhd nu6c kh6ng quy ilinh.

Chric danh ghi tr6n vdn b6n do c6c t6 chric tu v6n ban henh ld chric danh lSnh dao

ctia ngudi ky v[n bin trong td chric tu v6n.

OOi vOi nhirng hQi ddng tu v6n dugc ph6p str dqng con d6u cua Truirng thi ghi

chuc danh cria nguoi ky vdn bAn trong hoi ddng tu v6n va chric vu trong Trucrng. O6i vOi

nhirng hQi d6ng tu v6n kh6ng dugc ph6p sri dpng con d6u cria Truong thi chi ghi chric

danh cira ngudi ky vdn b6n trong hQi d6ng tu v6n.

H9 vi t6n ngudi ky vdn b6n bao gdm hg, t0n tlqm (n6u c6) vd t0n cria nguoi ky

vdn b6n. Tru6c hg t6n cria ngudi ky, kh6ng ghi hgc him, hgc vi vd c6c danh hiQu danh dU

kh6c. ViQc ghi th6m hoc hdm, hgc vi tru6c ho t6n ngudi ki d6i vdi vdn bing, chring chi

hoflc c6c vdn b6n thuQc linh vgc khoa hgc, chuy0n m6n kh6c.

d) Quy0n h4n, chuc vp cira ngubi ky duqc trinh bdy tai 6 sd 7a Mpc IV PhAn I Php
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lpc ndy; chuc vu kh6c cua ngtroi ky duqc trinh bay tai 6 sd 7b MUc IV PhAn I Phu lUc

ndy, phia tr6n ho t6n cira nguoi ky vdn ban; c6c chfr vi6t tit quyOn han nhu: "TM.",ooQ.",
"KT.", "TL.", .'TUQ." vd quy6n hpn chric vu cia nguoi ky duqc trinh bay bing chir in
hoa, co cht tu l3 d6n 14, ki6u cho dring, dQm.

Chfr ki ctra ngudi c6 thAm quy€n dugc trinh biy tai 6 sd 7c Mqc IV PhAn I Phu

lpc ndy.

Ho vd tOn cria ngudi ky vdn b6n dugc trinh bdy tpi 6 sd 7b Mpc IV PhAn I PhU lUc

ndy, bing chir in thudng, c0 cht tU 13 d6n 14, ki6u chir dung, d6m, duoc dflt canh giira

quy6n han, chtic 4r cira ngucri ky.

8. D6u cfia co quan, td chf'c

D6u cria co quan, t6 chuc dugc trinh bdy tqi 6 sO 8 Myc IV PhAn I Php lpc ndy"

9. Noi nh$n

a) Noi nhpn vdn b6n g6m: Noi nh4n dO thUc hiQn; noi nhQn dC ki0rn tra, gi6m s6t,

b6o c6o, trao d6i c6ng vi6c, OC Uiet; noi nhfln aO tuu vdn b6n.

b) DOi v6i to trinh, b6o c6o (gtri co quan, t6 chric c6p tr6n) vd c6ng vdn, noi nhQn
,).
bao goln:

PhAn thri nh6t bao gdm tt "Kinh gfri", sau d6 ld t6n c6c co quan, t6 chuc hoic don

vi, c6 nhdn tryc ti6p gi6i quy6t c6ng viQc.

PhAn thu hai bao g6m ttr "Ncyi nhfln", phia dudi llr tir "Nhu tr6n", tii5p theo ld t6n

c6c co quan, t6 chric, don vi vh c6 nhdn c6 liOn quan kh6c nh4n vdn b6n.

c) OOi vdi nhCrng vdn bin kh6c, noi nh4n bao gdm tir "Noi nhfln" vd phAn liQt kC

cAc co quan. t6 chirc, don vi vd c6 nh6n nhfln vdn b6n.

d) Noi nhfln dugc trinh bdy tai 6 s6 9a vd 9b MUc IV PhAn I PhU lpc ndy bao gtim:

PhAn noi nhan tpi 6 s5 9a (6p dpng C6i vOi td trinh, b6o c6o giri co quan, t6 chric

cAp tr6n vd cdng vdn): Ttr "Kinh grii" vlr t6n c6c co quan, t6 chric hoac c6 nhAn nh0n v6n

bfin dugc trinh biy bdng cht in thudng, c0 cht tt l3 d6n 14, ki6u chir dring; sau ttr "Kinh
grii" c6 d6u hai ch6m (:). N6u vdn bin grii cho rnQt co quan, td chuc hoic mQt c6 nhdn thi

tt "Kinh gui" vd t0n co quan, td chric hoflc c6 nh0n dugc trinh biy tr6n cung mQt dong;

trucrng hqp vdn bin grii cho hai co quan, t6 chilc hoac c6 nh6n tr0 16n thi xu6ng ddng, t6n

m6i co quan, t6 chric, c6 nh6n ho6c m6i nh6m co quan, t6 chric, c6 nhdn dugc trinh bdy

tr6n mQt ddng riOng, dAu dong c6 gqch dAu dong (-), cu6i dong c6 dAu chAm phAy (;),
i. A.

cuor oong cuor cung c6 d6u ch6m (.); c6c g4ch dAu ddng dugc trinh bdy thang hang vdi

nhau du6i d6u hai chAm (:).

PhAn ncyi nhfln tai O sO gU (6p dpng chung OOi vOi c6c loqi vdn bdn): Ttr "Noi
nh6n" dugc trinh bdy tr6n mQt ddng ri0ng (ngang hdng v6i ddng chir "quy6n han, chric vp

cria ngudi ky" vd s6t tC tr6i), sau c6 d6u hai ch6m (:), bdng cht in thudng, c0 chir 12, ki0u

chir nghi6ng, d4m; phAn liQt k€ c6c co quan, t6 chric, don vi vd c6 nh0n nh0n v[n b6n

Ouqc trinh Uay Ui"g cht in thudng, c0 chir 1 1, kiOu chir dung; t6n mdi co quan, t6 chuc,

don vi vir c6 nhdn hoflc m5i nh6m co quan, t6 chric, don vi nhQn vdn b6n dugc trinh bdy

tr6n mQt ddng rieng, dAu dong co gpch dAu ddng (-) s6t 16 tr6i, cu6i ddng co d6u ch6m

phAy (;), dong cu6i cung bao g6m chir "Luu" sau c6 d6u hai ch6m (:), ti6p theo ld chtr
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vi6t t6t o'VT", d6u phAy (,), chir vi6t tft tOn dcrn v! (ho[c bQ phan) sopn th6o vdn b6n vi s6

lugng bin luu, cu6i cung In d6u chAm (.).

III" CAC THANH PHAN THE THUC TUAC
1. Phg lgc

a) Trucrng hqp vdn b6n c6 php lqc kdm theo thi trong vdn b6n phii c6 chi ddn vC

phq hrc d6. Vdn b6n c6 tu hai phu luc trd l6n thi c6c phu luc phii dugc tl6nh sd thri ty
bdng chir sO La trla.

b) Tri "Phu luc" vd s6 thf tp cria php lgc dugc trinh bdy thanh mQt ddng ri6ng,

canh giira, bing cht in thulng, cO cht 14, kiOu chir dring, dam; ten php lpc (n{iu c6) dugc

trinh bdy canh gita, bdng chfi in hoa, cd chir tt 13 dtin 14, ki6u chir dring, dgm.

c) Th6ng tin chi ddn kdrn theo vdn bin tr6n m6i ptrp lgc dugc ban hanh bao gdm:

s6, ky hiQu v[n bin, thdi gian ban hdnh vdn b6n vd t€n co quan, t6 chirc ban hdnh vdn

bfln" Th6ng tin chi d6n kdm theo vdn b6n dugc canh giira phia du6i t6n cria phq lgc, cht
in thudng, cd chir tir 13 d6n 14, ki6u chtr nghiOng, cing ph6ng chir vdi nQi dung vdn bAn,

miu den.

Th6ng tin chi d6n kdm theo vin bin tr6n m6i ptrq lpc (Kdm theo vdn bin sd ...1...-

... ngey .... th6ng ..".nam ..".) dugc ghi dAy dfi d5i vdi v5n bdn gi6y; O6i vOi vdn bdn diQn

tir, kh6ng phii tli6n th6ng tin tai c6c vf tri ndy.

d) 56 trang cria phu lpc dugc d6nh s6 ri6ng theo tirng php hrc.

e) MAu trinh bdy phu lpc vdn bdn thuc hiEn theo quy dlnh tpi Phg lgc V"

2" D6u chi iIQ mflt, mt?c cIQ kh6n, c6c chi din vii ph?m vi luu hinh
a) D6u chi tlQ mflt

ViQc x6c dinh vd d6ng d6u chi dq mat (tuyet mat, t6i mdt ho?c mAt), d6u tdi ligu

thu hdi AOi vOi vdn b6n c6 nQi dung bi mOt nhi nu6c dugc thUc hiOn theo quy dinh hiqn

henh. Con d6u c6c d0 mflt (TUYET MAT, TOI MAT hoflc MAT) vd d6u tAi liQu thu hdi

dugc khic sin theo quy <tinh cria ph6p lugt v€ b6o vQ bi mflt nhd nudc. D6u chi d0 m0t

dugc d6ng vdo 6 s6 10a Muc IV PhAn I Php lsc ndy; d6u tii liQu thu h6i dugc d6ng vdo 6

sO 1l trrtuc IV PhAn I Phu lpc ndy.

b) D6u chi mric d0 k1rAn

Khi sopn th6o v5n b6n c6 tinh ch6t khAn, don vi hoic c6 nh6n sopn th6o vdn bin
d0 xu6t mric d0 khAn trinh ngudi ky van b6n quytit dlnh. Tuy theo rnuc d0 cAn dugc

chuy0n ph6t nhanh, vdn bin dugc x6c dinh d0 khAn theo c6c muc sau: ho6 t6c, thuqng

khAn, khAn.

Con d6u c6c mric d0 knAn dugc khic sin hinh chir nhflt c6 kich thudc 30 mm x 8
mm, 40 mm x 8 mm vd 20 mm x 8 mm, tr$n d6 c6c ttr "HOA T6C", "THUQNG

KHAN" vir "KHAN", trinh bdy bing chir in hoa, phdng chfr Times New Roman, cO ch0

tu 13 d6n 14, ki6u cht dring, dpm vd tl6t cdn d6i trong khung hinh chf, nhpt viOn ilon.

D6u chi muc d0 khAn dugc d6ng vdo O sO tOU Muc IV PhAn I Php lsc ndy. Mgc dO d6ng

d6u chi mric dQ khAn dtng mdu do tuoi.

c) C6c chi ddn vC phpm vi luu hinh
p5i vOl nhirng vdn b6n c6 ph4m vi, d6i tuong, sri dpng hqn ch6, sir dgng c6c chi
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d6n vO pham vi luu hdnh nhu "XEM XONG TRA LAI", "LUIJ HANH NQI BQ". C6c

chi d6n v0 phpm vi luu hdnh trinh bdy tai 6 s6 t I Muc IV PhAn I Php luc ndy, trinh bdy

cAn d6i trong mQt khung hinh chir nhat vi0n dcm, bing chir in hoa, ph6ng chir Times New

Roman, c0 chfr tir l3 d€n l4,ki6u chir dring, d4m"

3. Ky hiQu ngu'cri so4n thio vin bfrn vi sii luqng bin ph6t hinh
Eugc trinh bdy tai 6 s6 12 Muc IV PhAn I Phu luc ndy, kj'hiQu bdng chr in hoa, s6

lugng bdn bing chir s6 A Rap, cd chir 1 1, ki6u chir dimg.

4. Dia chi ccr quan, t6 chric; thu' cliQn tii'; trang th6ng tin tliQn tir; sii tliQn

tho4i; sii fa"
C6c thdnh phAn ndy dugc trinh bdy tai 6 sd 13 Mpc IV PhAn I Phg lqc niy 0 trang

thf nh6t cria vdn b6n, bdng cht in thudng, cd chfr tu 11 d6n 12, ki6u cht dring, dudi mQt

duong kd n6t li6n k6o ddi h6t chi6u ngang cta ving trinh bdy vdn bin.

IV. SO DO BO TNi CAC THANH PHAN THE THTIC VAN NAN UANU
cuiNH

1 tri trinh biy c6c thinh phin thO thfc
Os6 Thinh@nbin

I Qr5. trieu ra ti6, ngi,

2 TCn co quan, t0 chric ban hanh van b6n

J 56, ki hiQu cta vdn bin
Dia danh vd thoi gian ban hinh vdn bin4

Tdn loai vd trich y6u nQi dung vdn bin5a

5b Trich

-

y6u nQi dung cdng vdn

6 NQi dung vdn b6n

7a,7b,7c Chfc vu, hQ t6n vd chfr kjz cfia ngudi c6 th6m quyOn

Ddu, chir ky sd cta co quan8

9a,9b Noi nhfln

10a Ddu chi tlO mOt

10b DAU chi mfc dQ khdn

Chi d6n vC ph4m vi luu hdnh11

t2 Kj'hiQu nguoi sopn th6o vdn b6n vd sO lugng b6n ph6t hdnh

l3 Oia chi co quan, t6 chric; thu diQn tu; trang th6ng tin dign tri;

s5 aiQn thoai; sO fax.

l4 Chir ki s6 cfia co quan, td chric cho b6n sao vdn b6n sang

dinh dang diqn tt
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2. So AA fO tri cic thinh phAn ttrO th*c vIn bin

I,}

3

I0s

I{}h

5b 5fl

9a

4

20 - ?5 mrn

30-35mm

6

9b

l2

IA

?b

I3

l1 t4

F

+-**6-+
{"'t

{

*-rt fiIIII

i
L

i
I
I

I

I
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v. MAU cHtI vA cru rIET rniNn nAv rHE rutlc vAN sAN nANn cniNn

STT
Thinh phin th6 tn*c vir

chi ti6t trinh biry
Lo4i chtt

c6'
chfrl

Ki6u chir
Vi dU minh ho4

Ph6ng chfr Times New Roman
C6
chfr

1 QuOc hi€u vi ti6u ngfr

- Qu6c hiQu In hoa t2-t3 Ering, d4m cgNG HOA xA ugr CH0 NGHIA vrEr NAM T2

- Ti6u ngfr In thulng 13-14 Dftng, dflm DQc lap - Tr; do - H4nh phfic 13

- Ddng kd b6n du6i

2
T€n co quan, t6 chric ban

hinh vin bin
- Co quan cht qu6n tryc In hoa t2-13 Dfng BOYTE I2
- T€n Trudng In hoa 12-13 Dirng, ddm TRTIONG DAI HQC Y DUqC CAN THO T2

- Ddng k6 b6n dudi

J SO, ti, hi€u cria vdn bin In thudng r3 Eftng
56: 15 /QD-DHYDCT

56: 125 / EHYDCT-TCCB
l3

4
Dia danh vi thoi gian ban

hinh van b6n
In thudng r3-14 Nghi6ng Cdn Thct, ngdy 05 thdng 0l ndm 2020 13

5
TCn loqi vi trich ytiu nQi

dung v5n bin

a OOi vOi vdn bin c6 t6n loai

- T€n lo4i v6n bdn In hoa t3-t4 Ering, dqm QUYET DINH T4

- Trich ytiu nQi dung In thudng T3-14 Dring, ddm VG viQc ning b$c luong cho vi6n chrfrc t4

- Ddng k6 b6n du6i
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b OOi ,Oi c6ng v6n

Trich ytiu nQi dung ln thudng 12-13 Dring V/v ndng b6c lucrng cho vi6n chric t2

6 NQi dung v5n b6n In thuong t3-t4 Ering D6 chuAn bi t6 chric hOi nghi .. 13

a
phdn, chucrng, flUC,

ti6u mqc, diiiu, khoin, di6m

- Tir "Phan", "Chu{rng" v}t

s6 thu ty cria phdn, chucrng
In thubng 13-14 Dring, dQm Phin I Chuong I 13

- Ti6u d6 cira phin, chucrng In hoa t3-14 Ering, dflm QUY DINH CHUNG QUY DINH CHUNG 13

- Tir "Mqc" vh sd thri tU In thucrng t3-14 Dimg, d4m Mgc I 13

- Ti6u dA cria myc In hoa t3-14 Dring, dQm QUAN r..[ VAN nAN t3

- Tir mpc" vd s thir In thulng t3-t4 Dimg, d4m Ti6u mgc I 13

- Ti6u d6 cta ti6u muc In hoa 13-14 Dring, ddm euAN r.i vAN eAN Bt l3

- Di0u In thulng t3-t4 Ering, d4m Di6u l. Bin sao vln bin 13

- KhoAn In thucrng t3-r4 Dfng l. Chc hinh thftc .. 13

- Di6m In thucrng t3-t4 Efng a) Edi v6i "
13

b
phAn, ffiUC, khoin,

tli6m

- Tir "PhAn" vi s6 thf tu In thudng 13-14 Dring, d{m Phin I 13

- Ti6u d6 cria phAn In hoa 13-14 Dring, d4m rixu rrixg THI.IC HIEN NHIEM VU... l3

- SO ttli tu vi ti6u dii cria

muc
In hoa 13-14 Dring, d4m r. NHT.NG KET QUA".. l3

- Kho6n:

Trucrng hqp c6 ti6u de In thudng t3-t4 Dimg, d4m 1. Phgm vi vdr Oiii tu-ong 6p dgng l3
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Truong hqp kh6ng c6 ti6u
,t
de

In thulng t3-t4 Dung l. Quytit tlinh niy c6 hieu lgc thi henh kC tu ngiy.. 13

- Di6m In thulng 13-14 Dung a) D6i vdi... t3

7
Chuc vU, hg t6n cria ngudi

co tnam quyen

- QuyAn han c[ra nguoi ky In hoa t3-14 Dfng, dQm TM. HOI DONG KT. HIEU TRIICfNG r3

- Chfc vq cria nguoi ky In hoa T3-14 Dftng, dflm CHU TICH PHO HrpU TRTIdNG r3

In thudng 1,3-r4 Dting, d4m N VIn A TrAn VIn B t4

8 Noi nh4n

a

Tt "Kinh grii" vi t6n c<v

quan, tO chric, c5 nhdn nh{n
v6n b6n

In thu&ng t3-14 Dung t4

- Grii mQt noi Kinh gui: BQ Y tC. t4

- Giri nhidu noi

Kinh grii:
- Vu Ki5 ho4ch - Tei chinh;
- Vu T6 chirc - C6n b0"

T4

b

Tri "Noi nhQn" vi t6n co

quan, t6 chftc, c6 nh6n nh4n

v5n bAn

- Ttr "Noi nh{n" In thubng t2
Nghi€ng,

d0m

Noi nlrQn:
T2

- TCn co quan, t6 chric, c5

nh6n nhQn van bin
In thudng ll Dfng

- Ban Gi6m Hi€u;
- C5c khoa;

- Lrru: VT, TCCB

- Nhu trdn;

- Luu: VT, TCCB
11

9 Phu lgc v5n bin

- Hg t6n c[ra nguoi ky
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l4Ering, d4m Phg lgc Iln thucrng t4- Ttr "Phq luc" vit
cira phg lqc

tht tU

l3nANC CHTI VIET TATIn hoa t3-14 Dimg, d4m- Ti6u d€ cta phq lpc

r3HOA
TOC

THTIqNG
KHAN

KHANln hoa 1,3 - t4 Dfng, dflm10 D6u chi muc dQ khAn

1lEung PL.(300)In thucrng l1ll Ki hiQu nguli soan th6o

v5n bin vi sO luong bin

lttl-12 Df'ng
S6

FaxDT
Website:E-Mail:

In thudng

Dia chi c0 quan, tO chric;

thu diQn tu; trang th6ng tin
dien tri; sO algn tho4i; sO

Fax

t2

LUU HANH NQI BQ 13XEM XONG TRA LAI13-14 Dring, dflmln hoa13
Chi d5n u0 pham vi ltru

hanh
r3Dtng 1In thudng t3-1456 trangt4

Ghi chri:
Cd chir trong cung rnQt v6n b6n t6ng, gi6rn phii th6ng nh6t.

Vi dU: Qufic hiqu cO chir 13, Ti€u ngir cd chir 14, dla danh vir ngey, th6ng, ndm vin ban cd chir l4 hoqc

Quoc hi6u cd chfr 12, Ti6u ngft cO ch0' 13, dia danh vd nghy, th6ng, nim v6n b6n cO chir 13
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PhAn II
THE THUC VA KV THUAT TRiNTI BAY
BAN SAO VAN gAN (DINH DANG GIAY)

1. ThO thfc bin sao sang ilinh d4ng gi6y

a) Hinh thuc sao: "SAO Y" ho{c "SAO LUC" hoflc "TRfCH SAO".

b) TCn c0 quan, td chric sao vdn bin.

c) 56, kj,hiOu bin sao bao g6m s6 tfui tg ddng kjz (tluqc d6nh chung cho c5c lopi

bin sao do co quan, t6 chric thUc hiQn) vA chfi vi6t tit t0n lo4i b6n sao theo Bdng chir vi6t

tit vd m6u trinh bdy vdn b6n, bin sao vdn bin tai Muc I Php lr,rc III Nghi dinh ndy. 56

dugc ghi bing cho s5 A Rpp, Uat OAu [6n ti6p tir s6 0t vdo ng]ry 01 th6ng 01 vd t<6t thirc

vdo ngdy 3l th6ng 12 hAng ndm.

d) Dia danh vd thoi gian sao vdn bAn.

e) Chfc vu, hq t€n vd chff ky cira ngudi c6 thAm quyOn sao v6n b6n.

g) D6u ctia co quan, t6 chric sao vdn bdrn.

h) Noi nh0n.

2.Ky thuflt trinh biy bin sao sang clinh dpng gi6y

a) C6c thenh phAn thO thirc bin sao dugc trinh bdy tr6n ctng mdt tcv gi6y (kh6 A4),
' I A. v r ' ll -{ -l---- r-? --rr I '

ngay sau phdn cu6i cirng ctra vdn bin cdn sao dudi mQt dudng k6 n6t li0n, k6o dei hOt

chi0u ngang cira virng trinh bdy v6n b6n.

b) c6c cpm tir "sAo Y",'osAo LUC", "TRiCH SAO" dugc trinh bdy bang cht in
hoa, c0 chir tu 13 d6n 14, ki6u chir dring, dpm.

c) Cd cht, ki6u chir ctra t6n co quan, t6 chric sao vdn bin; s6, kj'hiQu b6n sao; dia

danh vd thoi gian sao v5n bin; chric vu, he t0n vd chtr kj'cira ngudi c6 thAm quyOn; dAu

cria co quan, t6 chric sao vdn b6n vd noi nhQn dugc trinh bdy theo hudng d6n c6c thenh

phAn th6 thric vdn bin tai khodn 2,3,4,7,8,9 Muc II PhAn I Php luc ndy.

d) MAu trinh bdy bin sao dinh dang gi6y duqc minh hoa tai Phu luc III Nghi dinh

ndy.

3. Scr OO UO tri c{c thinh phAn th6 ttrftc bin sao sang tlinh d4ng gi6y

a) V! tri trinh biy c6c thdnh phAn th€ thuc

OsO Thhnh phffn thO thti'c bin sao

1 Hinh thric sao: "SAO Y", "SAO LUC" ho{c' CH SAO"

2 TOn co quan, i6 ctuc tio vdn birn

J 56, ki hiQu b6n sao

4 Dia danh vlr ngiry, th6ng, ndm sao

5a, 5b, 5c chir ky cira ngudi c6 thdm quy0nChric vU, hq t6n vd

6 cira co quan, chric

7 Noi nhfln
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b) So OO UO tri chc thdnh phAn th0 thric

rHAN cuOI ctlNc cuA vAN BAx DrIqc sAo

20-25mm

30-35mm

1 I

43

7
5a

5c
6

5b

I5-20 mm

20 - 25 rnm


