Phu luc I
THE THUC, KY THUAT TRINH BAY VAN BAN HANH CHINH
VA BAN SAO VAN BAN
(Kém theo Quyét dinh sé 1488 /OD-PHDCT ngay 31 thang 7 nam 2020
cua Truong Pai hoc Y Duoc Can T ho)

Phan I
THE THUC VA KY THUAT TRINH BAY VAN BAN HANH CHINH

I. QUY PINH CHUNG

1. Kho gidy: Kho A4 (210 mm x 297 mm).

2. Kiéu trinh bay: Theo chiéu dai cua khd A4. Truong hop ndi dung vin ban co
cac bang, biéu nhung khéng dugc lam thanh cac phu luc riéng thi van ban cé thé dugc
trinh bay theo chiéu rong.

3. Dinh 18 trang: Cach mép trén va mép dudi 20 - 25 mm, cach mép trai 30 - 35
mm, cach mép phai 15-20 mm.

4. Phong chit: Phong chit tiéng Viét Times New Roman, bd ma ky tu Unicode
theo Tiéu chuan Viét Nam TCVN 6909:2001, mau den.

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

6. Vi tri trinh bay céc thanh phan thé thirc: Pugc thuc hién theo Muc IV Phén I
Phu luc nay.

7. Sb trang van ban: Pugc danh tu s6 1, béng chit sb A Rép, ¢& chir 13 dén 14,
kiéu chir dung, dugc dat canh giira theo chiéu ngang trong phé“m [é trén cua van ban,
khong hién thi sb trang thir nhat.

II. CAC THANH PHAN THE THUC CHINH

1. Quéc hiéu va tiéu ngir

a) Qudc hiéu “CONG HOA XA HOI CHU NGHIA VIET NAM”: Puoc trinh bay
bang chit in hoa, ¢& chir tir 12 dén 13, kiéu chit dirmg, ddm va & phia trén cing, bén phai
trang dau tién cta van ban.

b) Tiéu ngit “Ddc 1ap - Ty do - Hanh phic”: Duoc trinh bay bang chit in thuong,
cd chir tir 13 dén 14, kiéu chir ding, dam va dugc canh gitra dudi Quéc hiéu; chir cai dau
clia cac cum tir duoc viét hoa, gitra cac cum tur c6 gach ndi (-), c6 cach chir; phia dudi co
duong ké ngang, nét lién, ¢ do dai bang do dai ctia dong chit.

¢) Qudc hiéu va tiéu ngit duge trinh bay tai 6 sé 1 Muc IV Phan I Phy luc nay. Hai
dong chir Qudc hiéu va tiéu ngit dugc trinh bay cach nhau dong don.

2. Tén co quan ban hanh vin ban

a) Tén co quan ban hanh van ban 1a tén chinh thtrc, day du cua Truong 1a “Truong
bai hoc Y Duoc Can Tho” va tén cua co quan chu quan truc tiép 12 “Bo Y té”.

b) Tén Trudng duge trinh bay bing chit in hoa, ¢ chir tir 12 - 13, kiéu chit dung,
dam, duoc dat canh gitra dudi dong chit “Bo Y té”; phia dudi c6 dudong ké ngang, nét
lién, c6 do dai bang tir 1/3 dén 1/2 d6 dai ctia dong chit va dit can ddi so véi dong chit.



Tén co quan chil quan truc tiép (Bo Y té) dugc trinh bay bang chit in hoa, ¢& chir
tir 12 dén 13, kiéu chir ding.

Tén co quan ban hanh van ban va tén co quan chii quan truc tiép dugc trinh bay
cach nhau dong don. Tén Trudng co thé trinh bay trén 01 hoac 02 dong.

Tén co quan ban hanh vin ban dugc trinh bay tai 6 s6 2 Muc IV Phan I Phu luc
nay.

3. S6, ky hiéu ciia vin ban

a) S4 cua van ban 1a sd thu ty van ban do Truong ban hanh trong mot nam dugc
dang ky tai van thu theo quy dinh, sd ctia van ban duoc ghi bang chir sb A Rap.

Trudng hop cac hoi dong, ban, t6 cua cia Truong (sau day goi chung 14 ~hoi dong
tu van™) duoc ghi 1a “co quan ban hanh van ban™ va dugc st dung con ddu Truong dé
ban hanh vin ban thi phai lay hé thong so riéng.

b) Ky hi¢u cuia van ban

Ky hi¢u ctua védn ban bao gbm chir viét tat tén loai van ban va chit viét tit tén
Trudong. Di véi cong van, ky hidu bao gdm chir viét tit tén Trudng va chit viét tat tén
don vi soan thao hodc linh vuc dugc giai quyét. Chir viét tit tén Truong dugc quy dinh la
“PHYDCT™.

¢) Sb, ky hiéu cta van ban duoc dat canh gitta dudi tén Truong. Tu “SH” duoc
trinh bay bang chir in thuong, ¢ chit 13, kiéu chir dimg; sau tir “S6” c6 dau hai cham (:);
v6i nhitng sé nhé hon 10 phai ghi thém s6 0 phia truée. Ky hiéu cia van ban duge trinh
bay bang chir in hoa, ¢& chir 13, kiéu chit dimg. Giita s6 va ky hiéu vin ban cé dau gach
chéo (/), gitta cac nhom chit viét tit trong ky hiéu van ban cé dau gach nbi (-), khong
cach chit.

d) S8, ky hiéu ctia viin ban dugc trinh bay tai 6 s 3 Muc IV Phan I Phy luc nay.

4. Dia danh va thoi gian ban hanh vin ban

a) Dia danh ghi trén vin ban do Trudng ban hanh 1a “Cén Tho™.

b) Thoi gian ban hanh vin ban

Thoi gian ban hanh van ban la ngay, thang, nam vin ban dugc ban hanh. Thoi
gian ban hanh van ban phai dugc viét day du; cac sd thé hién ngdy, thing, nim dung chix
s6 A Rap; déi voi nhirng sé thé hién ngay nho hon 10 va thang 1, 2 phai ghi thém s6 0
phia trudec.

¢) Dia danh va thoi gian ban hanh vin ban dugc trinh bay trén cing mdt dong voi
56, ky hiéu viin ban, tai 6 sb 4 Muc IV Phan I Phu luc nay, bang chit in thudng, c& chi tir
13 dén 14, kiéu chir nghiéng; cac chit cai dau cua dia danh phai viét hoa; sau dia danh c6
déu phay (,); dia danh va ngay, thang, nam duoc dat dudi, canh giita so véi Quédc hiéu va
Ti€u ngfr.

5. Tén loai va trich yéu ndi dung viin bin

a) Tén loai vin ban la tén cua tirng loai van ban do Truong ban hanh. Trich yéu
ndi dung van ban la mot cau ngin gon hozic mdt cum tir phan anh khai quat ndi dung chu
yéu clia vin ban.

b) Tén loai va trich yéu noi dung van ban dugc trinh bay tai 6 s6 5a Muc IV Phan 1



Phu luc nay, dit canh giira theo chiéu ngang van ban. Tén loai vin ban dugc trinh bay
béng chit in hoa, ¢& chit tir 13 dén 14, kiéu chix dung, ddm. Trich yéu ndi dung van ban
duoc dat ngay dudi tén loai van ban, trinh bay bang chit in thuong, c& chir tir 13 dén 14,
kiéu chir ding, dam. Bén dudi trich yéu ndi dung vin ban cé dudng ké ngang, nét lién, c6
do dai bang tir 1/3 dén 1/2 d6 dai cua dong chir va dat can dbi so véi dong chir.

D6i voi cong van, trich yéu ndi dung vin ban duoc trinh bay tai 6 sé 5b Muc IV
Phin I Phu luc nay, sau chir “V/v” béng cht in thuong, c& chir tir 12 dén 13, kiéu chir
dirng; dat canh gitra dudi s6 va ky hiéu vin ban, cach dong 6pt vai sé va ky hiéu van ban.

6. Noi dung van ban

a) Can clr ban hanh vén ban

Cian ctr ban hanh vin ban bao gdm van ban quy dinh thdm quyén, chirc ning,
nhiém vu cia Truong va cac van ban quy dinh ndi dung, co s¢ dé ban hanh vian ban. Cin
ctr ban hanh van ban dugc ghi day du tén loai van ban, s6, ky hiéu, co quan ban hanh,
ngay thang ndm ban hanh van ban va trich yéu ndi dung vén ban (riéng Luat, Phap 1¢nh
khong ghi s, ky hiéu, co quan ban hanh).

Can cr ban hanh van ban dugc trinh bay bang chir in thuong, kiéu chit nghiéng, co
chit tir 13 dén 14, trinh bay dudi phan tén loai va trich yéu noi dung van ban; sau mdi cin
ctr phai xudng dong, cudi dong cé ddu chdm phay (;), dong cudi cuing két thiic bang dau
cham ().

b) Khi vién din ldn dau van ban c6 lién quan, phai ghi day du tén loai, s6, ky hiéu
cua véan ban, thoi gian ban hanh van ban, tén co quan, td chire ban hanh van ban va trich
yéu ndi dung van ban (ddi v6i Luat va Phap lénh chi ghi tén loai va tén cua Luat, Phap
1€nh); trong cac lan vién dan tiép theo, chi ghi tén loai va s, ky hiéu cua vin ban do.

c) B6 cuc cua ndi dung van ban: Tuy theo tén loai va ndi dung, vin ban c6 thé co
phin can cr phap 1y dé ban hanh, phan mé dau va co thé duge bd cuc theo phan, chuong,
muc, tiéu muc, diéu, khoan, diém hoic duoc phén chia thanh cac phén, muc tur 16n dén
nho theo mdt trinh tu nhét dinh.

d) Ddi véi cac hinh thirc van ban duoc bd cuc theo phfin, chuong, muc, tiéu muc,
diéu thi phén, chuong, muc, tiéu muc, diéu phai cé tiéu dé. Tiéu dé 1a cum tir chi noi
dung chinh cua phr?m, chuong, muc, tiéu muc, diéu.

e) Cach trinh bay phén, chuong, muc, tiéu muc, diéu, khoan, diém

T “Phin”, “Chuong” va sd tht tu ctia phan, chuong dugc trinh bay trén mot
dong riéng, canh gitra, bing chir in thuong, c& chir tir 13 dén 14, kiéu chir dung, dam. SO
thtr tw cua phan, chuong dung chit s La Ma. Tiéu dé cua phan, chuong duoc trinh bay
ngay dudi, canh gifra, béng chit in hoa, c& chir tir 13 dén 14, kiéu chir ding, dam.

Tu “Muc”, “Tiéu muc” va b thtr tu cua muc, tiéu muc duoc trinh bay trén mot
dong riéng, canh gitra, bing chit in thuong, ¢ chit tir 13 dén 14, kiéu chit ding, dam. SO
th tu cuia muc, tiéu muc dung chit sb A Rap. Tiéu dé cua muc, tiéu muc dugce trinh bay
ngay dudi, canh gifra, bing chir in hoa, ¢& chit tir 13 dén 14, kiéu chir ding, dam.

T “Pidu”, s thir tu va tiéu dé cta didu dugc trinh bay bang chit in thuong, lui
dau dong 1 cm hodc 1,27 cm. S& thtr tu cua didu dung chit sb A Rap, sau s6 thtr tu c6 dau
chdm (.); co chi béng cO chir cua phén 161 van, kiéu chir ding, dam.



S thir tu cac khoan trong mdi muc dung chir s6 A Rép, sau s6 thir tu c6 ddu chdm
(.), c& chit s6 bing ¢& chir cua phin 11 van, kiéu chir ding. Néu khoan c6 tiéu dé, s6 tha
tu va tiéu dé cua khoan dugc trinh bay trén mot dong riéng, bang chir in thuong, ¢ chir
bang ¢& chir ciia phan 10i van, kiéu chir dung, dam.

Thir tu cac diém trong mdi khoan dung cac chir céi tiéng Viét theo tht ty bang chir
cai tiéng Viét, sau c6 ddu déng ngodc don, bang chir in thuong, c& chir bang ¢ chit cua
phan 15 van, kiéu chit dung.

g) Noi dung vian ban dugc trinh bay bang chit in thuong, dugc canh déu ca hai 18,
kiéu chir ding; ¢ chit tir 13 dén 14; khi xudng dong, chir dau dong lui vao 1 cm hodc
1,27 cm; khoang cach gilra cac doan vdn t6i thiéu 1a 6pt; khoang cach giita cac dong tdi
thiéu 1a dong don, ti da 1a 1,5 dong.

h) Noi dung van ban dugc trinh bay tai 6 s6 6 Muc IV Phan [ Phu luc nay.

7. Chire vu, ho tén va chir ky ciia nguoi c6 thim quyén

a) Chir ky cua ngudi cé thim quyén 1a chir ky ciia ngudi c6 thAm quyén trén van
ban gidy hodc chit ky s6 ciia ngudi co thAm quyén trén vin ban dién tir.

b) Viéc ghi quyén han cta ngudi ky duge thuc hién nhu sau:

Truong hop ky thay mat tap thé thi phai ghi chit viét tat “TM.” vao trude tén tap
thé lanh dao.

Trudong hop duge giao quyén cép truong thi phai ghi chit viét tat “Q.” vao trudce
chirc vu ciia cdp truong.

Trudng hop ky thay cép truong thi phai ghi chir viét tat “KT.” vao trude chit chirc
vu cta cip trudong. Trudng hop cip phd duge giao phu trach hodc diéu hanh thi thyuc hién
ky nhu cép pho ky thay cap truong.

Truong hop ky thira 1énh Hi¢u trudng thi phai ghi chir viét tat “TL.” vao trudc chix
“Hiéu trudng™.

Truong hop ky thira uy quyén cta Hiéu truong thi phai ghi chir viét tat “TUQ.”
vao trude chir “Hiéu trudng™.

¢) Chtrc vu, chirc danh va ho tén ctia nguoi ky

Churc vu ghi trén van ban la chtrc vu lanh dao chinh thirc cua nguoi ky vén ban;
khong ghi nhitng chirc vu ma Nha nu¢c khong quy dinh.

Chure danh ghi trén van ban do cac to chirc tur van ban hanh 1a chirc danh lanh dao
cta ngudi ky van ban trong t6 chirc tu van.

Ddi voi nhitng hoi dong tu van duge phép st dung con déu cua Truong thi ghi
chirc danh cua nguoi ky van ban trong hoi dong tu van va chirc vu trong Truong. Déi vai
nhitng hoi dong tu vAn khong duoc phép s dung con dau cua Truong thi chi ghi chirc
danh cia nguoi ky van ban trong hoi dong tu van.

Ho va tén nguoi ky van ban bao gdm ho, tén dém (néu cé) va tén cua ngudi ky
van ban. Trudc ho tén cua ngudi ky, khong ghi hoc ham, hoc vi va cac danh hi¢u danh du
khac. Viéc ghi thém hoc ham, hoc vi trudc ho tén nguoi ky dbi véi van béng, ching chi
hodc cac vin ban thudc linh vuc khoa hoc, chuyén mén khac.

d) Quyén han, chirc vu ctia ngudi ky dugc trinh bay tai 6 s6 7a Muc IV Phéan I Phu



luc nay; chuc vu khac cua ngudi ky dugce trinh bay tai 6 sé 7b Muc IV Phan I Phu luc
ndy, phia trén ho tén ctia nguoi ky van ban; cac chir viét tit quyén han nhu: “TM.”, “Q.”,
“KT.”, “TL.”, “TUQ.” va quyén han chirc vu cua nguoi ky dugc trinh bay bang chir in
hoa, c& chit tir 13 dén 14, kiéu chir dung, dam.

Chir ky clia ngudi cé thim quyén duoc trinh bay tai 6 sd 7¢ Muc IV Phén I Phu
luc nay.

Ho va tén cua nguoi ky van ban dugc trinh bay tai 6 s6 7b Muc IV Phan I Phy luc
nay, béng chit in thuong, c& chir tir 13 dén 14, kiéu chix dung, dam, dugc dat canh gitta
quyén han, chirc vu ctia ngudi ky.

8. Déu ciia co’ quan, t6 chire

DAu ctia co quan, tb chire duoc trinh bay tai 6 s6 8 Muc IV Phan I Phu luc nay.

9. Noi nhan

a) Noi nhén vin ban gdm: Noi nhén dé thuc hién; noi nhan dé kiém tra, gidm sat,
b4o céo, trao dbi cong viéc, dé biét: noi nhan dé luu van ban.

b) Déi vai to trinh, bao cao (giri co quan, t6 chirc cap trén) va cong vin, noi nhan
bao gom:

Phén thir nhét bao gom tir “Kinh gui”, sau d6 la tén cac co quan, td chuc hodc don
vi, ¢4 nhan truc tiép giai quyét cong viée.

Phén thir hai bao gdm tir “Noi nhan”, phia dudi 1a tir “Nhu trén”, tiép theo l1a tén
cac co quan, td churc, don vi va ca nhan ¢4 lién quan khac nhén vian ban,

¢) Béi v6i nhitng van ban khac, noi nhan bao gdm tir “Noi nhan” va phan liét ké
cac co quan, to chirc, don vi va c4 nhan nhan van ban.

d) Noi nhan duogc trinh bay tai 6 s6 9a va 9b Muc IV Phan I Phu luc nay bao gom:

Phin noi nhan tai 6 s6 9a (4p dung ddi véi to trinh, béo cdo gui co quan, t6 chire
cép trén va cong van): Tur “Kinh gii” va tén cac co quan, td chirc hodc ca nhan nhan vin
ban duoc trinh bay bang chir in thuong, ¢& chir tir 13 dén 14, kiéu chir ding; sau tir “Kinh
giri” ¢6 déu hai chdm (;). Néu van ban gtri cho mot co quan, t6 chirc hodc mot c4 nhan thi
tir “Kinh guri” va tén co quan, td chuc hodc ca nhan duoc trinh bay trén cung mot dong;
tru’ong hgp van ban gtri cho hai co quan, t6 chirc hodc ca nhan tré 1én thi xudng dong, tén
mdi co quan, to chire, ca nhan hodc mdi nhém co quan, to chirc, ca nhan dugc trinh bay
tren mot dong riéng, dau dong c¢6 gach dau dong (-), cudi dong co dau cham phay (;),
cubi dong cudi cung ¢ dAu chdm (.); cac gach dau dong duoc trinh bay thang hang voi
nhau duéi dau hai chdm (2).

Phéan noi nhén tai 6 s6 9b (4p dung chung dbi véi cac loai van ban): Tu “Noi
nhan” dugc trinh bay trén mot dong rleng (ngang hang v4i dong chir ¢ ‘quyén han, chirc vu
ctua nguoi ky” va sat 1€ trai), sau c6 ddu hai chim (2), bang chit in thuong, ¢ chit 12, kiéu
chir nghiéng, dam; phan liét ké cac co quan, td chuc, don vi va c4 nhan nhén vidn ban
duoc trinh bay bang chit in thuong, ¢d chir 11, kiéu chir dirmg; tén mdi co quan, to chirc,
don vi va ca nhan hozc mdi nhém co quan, td chure, don vi nhan van ban dugc trinh bay
trén mot dong rleng, dau dong co gach dau dong (-) sat 1é trai, cubi dong c6 dau cham
phay (;), dong cudi cing bao gébm chit “Luu” sau cd ddu hai chdm (:), tiép theo la chit



viét tit “VT”, ddu phéy (,), chit viét tat tén don vi (hodc bd phdn) soan thdo vdn ban va )
luong ban luu, cudi cung 1a ddu cham (.).

I1I. CAC THANH PHAN THE THU'C KHAC

1. Phu luc

a) Trudng hop van ban ¢6 phu luc kem theo thi trong vdn ban phai co chi dan vé
phu luc dé. Vin ban c6 tir hai phu luc tré 1én thi cac phu luc phai dugc danh so thur tu
bang chir s6 La M.

b) Tu “Phu luc” va sb thu tu cua phu luc duoc trinh bay thanh mot dong riéng,
canh gitra, béng chit in thuong, cd chir 14, kiéu chit ding, dam; tén phu luc (néu c6) duoc
trinh bay canh giita, bang chit in hoa, c& chit tir 13 dén 14, kiéu chir dung, dam.

¢) Thong tin chi ddn kém theo vin ban trén mdi phu luc duoc ban hanh bao gom:
s6, ky hiéu vin bén, thoi gian ban hanh vdn ban va tén co quan, t6 chirc ban hanh vin
ban. Thong tin chi dan kém theo vin ban dugc canh gitta phia dudi tén cta phu luc, chir
in thuong, ¢ chir tir 13 dén 14, kiéu chir nghiéng, cung phong chit v6i ndi dung van ban,
mau den.

Thong tin chi ddn kém theo van ban trén mdi phu luc (Kém theo vén ban $O .../... -
... ngay .... thang ....nam ....) duoc ghi day du di voi van ban gidy; dbi v6i van ban dién
tir, khong phai dién thong tin tai cac vi tri nay.

d) S6 trang ctia phu luc dugce danh s6 riéng theo timg phu luc.

e) Mau trinh bay phu luc vin ban thuc hién theo quy dinh tai Phu luc V.

2. DAu chi 46 mat, mire do khin, cdc chi din vé pham vi lru hanh

a) Dau chi do6 mat

Viéc xéac dinh va déng diu chi do mat (tuyét mat, t6i mat hogc mat), dau tai lidu
thu hdi d6i véi van ban c6 ndi dung bi mat nha nude dugce thue hién theo quy dinh hién
hanh. Con déu cac do mat (TUYET MAT, TOI MAT hodc MAT) va déu tai liéu thu hoi
duoc khic sin theo quy dinh cia phap luat vé bao vé bi mét nha nudc. Déu chi do mat
duoc déng vao 6 s6 10a Muc IV Phén I Phu luc nay; dAu tai liéu thu hoi duge déng vao 6
s6 11 Muc IV Phan I Phy luc nay.

b) Dau chi murc do khan

Khi soan thao van ban c¢o tinh chat khan, don vi hodc c4 nhan soan thdo vin ban
dé xuAt muc do khin trinh nguoi ky vin ban quyét dinh. Tuy theo mac do can duoc
chuyén phat nhanh, van ban dugc xac dinh do khan theo cac muc sau: hoa tdc, thuong
khén, khan.

Con diu cac mirc do khin dugc khic sin hinh chit nhat c6 kich thudc 30 mm x 8
mm, 40 mm x 8 mm va 20 mm x 8 mm, trén d6 cic tr “HOA TOC”, “THUGNG
KHAN” va “KHAN”, trinh bay bang chir in hoa, phong chir Times New Roman, c& chi
tr 13 dén 14, kidu chir dtmg, dam va dat can dbi trong khung hinh chit nhét vién don.
Déu chi mirc d6 khan duoc déng vao 6 s& 10b Muc IV Phén I Phy luc nay. Muc dé déng
dAu chi murc do khan dung mau do tuoi.

¢) Cac chi din vé pham vi luu hanh

Péi véi nhitng vin ban c¢é pham vi, dbi tuong, str dung han ché, sir dung cac chi



dan v& pham vi luu hanh nhu “XEM XONG TRA LAI”, “LUU HANH NOI BO”. Cac
chi dan vé pham vi luu hanh trinh bay tai 6 s6 11 Muc IV Phéan I Phu luc nay, trinh bay
can dbi trong mdt khung hinh chir nhat vién don, bing chit in hoa, phong chit Times New
Roman, c& chit tir 13 dén 14, kiéu chit dung, dam.

3. Ky hiéu ngudi soan thido van ban va s6 lrong ban phat hanh

Pugc trinh bay tai 6 s& 12 Muc IV Phan I Phu luc ndy, ky hi¢u bing chit in hoa, s
luong ban bing chit s6 A Rép, ¢ chir 11, kiéu chir ding.

4. Pia chi co quan, to chirc; thu dién tir; trang thong tin dién ti; s0 dién
thoai; sé fax

Céc thanh phan nay dugc trinh bay tai 6 s6 13 Muyc IV Phan I Phu luc nay & trang
thtr nhét ca vin ban, béng chit in thuong, ¢& chir tur 11 dén 12, kiéu chir dung, dudi mot
duong ké nét lién kéo dai hét chiéu ngang cua ving trinh bay vén ban,

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

O sé | Thanh phan thé thirc viin ban

1 Qudc hiéu va tiéu ngir

2 Tén co quan, t6 chirc ban hanh vin ban
3 S, ky hiéu ctia van ban

4 Dia danh va thoi gian ban hanh vén ban
Sa Tén loai va trich yéu ndi dung vin ban
5b Trich yéu ndi dung cong van

6 Noi dung van ban

7a, 7b, 7¢ | Churc vu, ho tén va chir ky ctiia nguoi co thim quyén
8 Dau, chir k¥ s6 ctia co quan
9a, 9b Noi nhan
10a | Déu chi d mét

10b | Dau chi mic do khan
11 Chi dan vé pham vi luu hanh

12 Ky hiéu ngudi soan thao van ban va s6 luong ban phat hanh

13 Dia chi co quan, td churc; thu dién tr; trang thong tin dién tu;
s6 dién thoai; sb fax.

14 Chit ky sb clia co quan, t6 chuc cho ban sao vin ban sang

dinh dang di¢n tu
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V. MAU CHU VA CHI TIET TRINH BAY THE THUC VAN BAN HANH CHINH

Vi du minh hoa

Thanh phan thé thire va . .| Co "
. L h Kieu chii 0
STT chi tiét trinh bay AT hi! cu et Phong chir Times New Roman g:}
1 | Qudc hiéu va tiéu ngir
- Qudc hiéu Inhoa | 12-13 | bung, ddm CONG HOA XA HOI CHU NGHIA VIET NAM 12
- Tiéu ngt In thuong | 13-14 | Dung, dam Doc lap - Tw do - Hanh phic 13
- Dong ké bén dudi
) Tén co quan, to chirc ban
hanh van ban
- Co quan chu quan truc | Inhoa |12-13| Ding BO Y TE 12
- Tén Truong Inhoa | 12-13 | Dung, ddm TRUONG PAI HOC Y DUQC CAN THO 12
- Dong ké bén dudi
: . Sé: 15 /QD-DHYDCT
£ 9 Pysa B = i . 1 DI ’ -
3 So, ky hi€u cia van ban In thuong 3 ung 6 125 / PHYDCT-TCCB 13
Dia danh va thoi gian ban . . p . ; .
4 hanh vin ban In thuong | 13-14 | Nghiéng Can Tho, ngay 05 thang 01 nam 2020 13
Tén loai va trich yéu noi
5 .
dung véan ban
a | Dbi véi vian ban c6 tén loai
- Tén loai van ban Inhoa | 13-14 | Ding, ddm QUYET DINH 14
- Trich yéu ngi dung In thuong | 13-14 | Dung, dam Veé viée ning béc lwong cho vién chirc 14

- Dong ké bén dudi
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Doi voi cong van

Trich yéu noi dung In thuong | 12-13 bung V/v nang bac luong cho vién chirc 12
Noi dung vin ban Inthuong | 13-14 |  Ding | Dé chuén bi t6 chirc hoi nghi ... 13
Gf‘)m ph?in,‘ chuong, muc,

tiéu muc, diéu, khoan, di€ém

Soiﬁuihfﬂaphgfucﬁgmga In thuong | 13-14 | Ding, ddm Phén I Chuong I 13
- Tiéu dé cua phén, chuong Inhoa | 13-14 | bing, dam QUY PINH CHUNG QUY PINH CHUNG 13
- Tir “Muc” va sb thir tu In thuong | 13-14 | Pung, dam Muc 1 13
- Tiéu d& ctia muc Inhoa | 13-14 | Pting, dam QUAN LY VAN BAN 13
- Tur “Tiéu muc” va s thir |In thuong | 13-14 | Dung, ddm Tiéu muc 1 13
- Tiéu dé cua tiéu muc Inhoa | 13-14 | Plng, dim QUAN LY VAN BAN PI 13
- Piéu In thuong | 13-14 | Dung, dam | Piéu 1. Bin sao vin ban 13
- Khoan In thuong | 13-14 bang  |1. Cac hinh thtc ... 13
- Diém Inthuong | 13-14 | Dimg  |a) Déi véi ... 13
Gﬁ}m phén, muc, khoan,

diem

- T “Phén” va sd thir tu In thuong | 13-14 | Dang, dam Phian I 13
- Tiéu d& cta phan Inhoa | 13-14 | Ping, ddm TINH HINH THU'C HIEN NHIEM VU... 13
mig thr o va tiéu dé cta | b o | 13.14 | Dimg, dim . NHONG KET QUA... 13
- Khoan:

Trudng hop c6 tiéu dé In thuong | 13-14 | Ding, dam [1. Pham vi va ddi twong 4p dung 13
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Truong hop khong co tiéu

& In thuong | 13-14 bung 1. Quyét dinh nay c6 hiéu luc thi hanh ké tir ngay... 13
- Piém In thuong | 13-14 Pung  |a) Ddi véi.... 13
Chirc vu, ho tén cia nguoi
¢ thim quyén
- Quyén han ctia ngudi ky Inhoa | 13-14 | Ping, dam TM. HQI PONG KT. HIEU TRU’f)’NG 13
- Chire vu ctia ngudi ky Inhoa | 13-14 | Ding, ddm CHU TICH PHO HIEU TRUONG| 13
- Ho tén ctia nguoi ky In thuong | 13-14 | Ding, dam Nguyén Vin A Tran Vin B 14
Noi nhan
Tu “Kinh gi” va tén co
quan, t0 chirc, ca nhan nhan | In thuong | 13-14 Dung 14
van ban
- Guri mot noi Kinh giri: Bo Y té. 14
Kinh guri:
- Gui nhiéu noi - Vu K& hoach - Tai chinh; 14
- Vu T6 chtrc - Can bd.
Tu “Noi nhan” va tén co
quan, td chirc, ca nhan nhan
van ban
- Tir “Noi nhan” Inthuomg| 12 | Teweng, \Noiuhgn: 12
dam
- Tén co quan, to chuc, ca . , 'Ba,m Goaain Hig; - Nhu trén;
nhan nhanqvan ban Inthuong) 11| Dimg-rekuos - Luu: VT, TCCB. 1

Phu luc van ban
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- Tir “Phu luc” va sb thu tu

\ 14 | B 2
O In thuong ung, dam Phu luc I 14
- Tiéu dé cua phu luc Inhoa | 13-14 | Dung, dam BANG CHU VIET TAT 13
10 | Déu chi mirc do khin Inhoa |13 - 14| Pang, dim HOA THUQNG KHAN 13
TOC KHAN
ii Ky hiéu nguoi soan thao [ thu i by PL.(300
van ban va s6 luong ban n thuong URe {500) i
bia chi co quan, td chuc; 36
12 g:g df{“ t”; gj‘?g gio:lg “g Inthuong |11- 12|  Dng | DT oo T 3
e 1L S0 Gien thoat, S E-Mail: eooooovooooo WEDSIE: oo
Fax
Chi ddn vé pham vi luu . R : . o
13 hanh Inhoa | 13-14 | DPing,ddm | XEM XONG TRA LAI LUU HANH NOI BQ | 13
14 | S6 trang In thuong | 13-14 |  Dung 1 13
Ghi chua:

Cd chit trong cing mdt van ban tang, gidam phai thdng nhat.
Vi du: Quoc hiéu ¢ chir 13, Tiéu nglr c& chit 14, dia danh va ngay, thang, nam van ban c& chir 14 hodc
Qudc hiéu ¢& chir 12, Tiéu ngit ¢& chir 13, dia danh va ngay, thdng, nam vén ban ¢& chir 13.
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_, Phan II
THE THUC VA KY THUAT TRINH BAY
BAN SAO VAN BAN (PINH DANG GIAY)

1. Thé thire ban sao sang dinh dang gidy

a) Hinh thtrc sao: “SAO Y™ hodc “SAO LUC” hodc “TRICH SAO”.

b) Tén co quan, to chirc sao vin ban.

¢) S6, ky hiéu ban sao bao gdm sd thtr ty ding ky (duge danh chung cho cac loai
ban sao do co quan, td chirc thuc hién) va chir viét tat tén loai ban sao theo Bang chir viét
tit va mAu trinh bay van béan, ban sao vin ban tai Muc I Phu luc III Nghi dinh nay. S6
duoc ghi bing chit sb A Rap, bt du lién tiép tir s6 01 vao ngay 01 thang 01 va két thic
vao ngay 31 thang 12 hang nam.

d) bia danh va thoi gian sao vin ban.

e) Chirc vy, ho tén va chir ky cuia nguoi ¢ thim quyén sao vin ban.

g) Déu ctia co quan, t6 chirc sao vin ban.

h) Noi nhén.

2. K¥ thuit trinh bay ban sao sang dinh dang gidy

a) Céc thanh phén thé thic ban sao dugc trinh bay trén cing mot to gidy (kho A4),
ngay sau phan cudi cung cia vin ban can sao dudi mot duong ké nét lién, kéo dai hét
chiéu ngang cua vung trinh bay van ban.

b) Cac cum tir “SAO Y”, “SAO LUC”, “TRICH SAO” duogc trinh bay béng chir in
hoa, c& chir tir 13 dén 14, ki€u chir dimg, dam.

¢) Co chir, kiéu chit cua tén co quan, t chirc sao van ban; sd, ky hi¢u ban sao; dia
danh va thoi gian sao van béan; chirc vy, ho tén va chit ky cua ngudi co thdm quyén; ddu
clia co quan, to chirc sao vin ban va noi nhdn dugc trinh bay theo hudng dan cé4c thanh
phan thé thire vin ban tai khoan 2, 3, 4, 7, 8, 9 Muc II Phan I Phu luc nay.

d) Mau trinh bay ban sao dinh dang giéy duoc minh hoa tai Phu luc III Nghi dinh
nay.
3. So' d6 b tri cac thanh phﬁn thé thirc ban sao sang dinh dang gidy
a) Vi tr1 trinh bay cac thanh phan thé thirc

O sb Thanh phan thé thirc ban sao
1 Hinh thtrc sao: “SAO Y”, “SAO LUC” hodc “TRICH SAO”
2 Tén co quan, to chirc sao vin ban
3 S8, ky hiéu ban sao
4 Dia danh va ngay, thang, nim sao
5a, 5b, 5¢ | Chuc vy, ho tén va chit ky ciia nguoi ¢ tham quyén
6 Déu clia co quan, to chirc

7 Noi nhan
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b) So dd bd tri cac thanh phéan thé thirc

30-35mm

A
20 -25 mm r

PHAN CUOI CUNG CUA VAN BAN PUQC SAO

2 1
3 4
7 5a
6
Sc
5b

20 -25mm
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