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BO TRUONG BO CONG THUONG

Céan ctr Nghi dinh s6 189/2007/NB-CP ngay 27 thang 12 nam 2007 cua
Chinh phii quy dinh chirc ning, nhiém vy, quyén han va co céu tb chirc ctia B3

Coéng Thuong;

Cén cir Thong tu lién tich s6 55/2005/TTLT-BNV-VPCP ngay 06 thang 5
nam 2005 cta Bo Noi vu va Van phong Chinh pht huéng dan vé thé thuc va ky
thuét trinh bay van ban;

Theo dé nghi cia Chanh Vian phong BJ,
QUYET PINH:

Pitu 1. Ban hanh kém theo Quyét dinh nay Quy dinh vé thé thirc, k¥ thuat
trinh bay va mau cac loai vin ban ctia B6 Cong Thuong.

Piéu 2. Quyét dinh nay c6é hiéu luc thi hanh ké tir ngay ky va thay thé
Quyét dinh s0 3015/Qb-BTM ngay 06 thang 12 nam 2005 cua B trudng B9
Thuong mai vé ban hanh cdc miu van ban ctia B4 Thuong mai va Quyét dinh so
4162/QD-BCN ngay 21 thang 12 ndm 2005 cta B truéng Bo Cong nghiép vé
thé thirc va ky thuét trinh bay van ban ctia Bb Cong nghiép.

Diéu 3. Chanh Vin phong B6, Thu trudng céc don vi thude Bo chiu trdch
nhiém thi hanh Quyét dinh nay./.

KT. BO TRU’OVG

Noi nhin:

- Nhu Diéu 3:

- Lanh dao Bo;

- Mang LAN (Cuc TMDBT va CNTT thyuc hién),
- Luu: VT, CCHC.,;_?/

Bui Xuan Khu



BO CONG THUONG CONG HOA XA HOQI CHU NGHIA VIET NAM
Doc 1ap - Tu do - Hanh phic

~_ QUYPINH
Vé thé thirc va ky thuat trimh bay
va miu cac loai viin ban cia B Cong Thuong

(Ban hanh kém theo Quyet dinh s6: 1422 /0P-BCT
ngayQF thang 3 nam 2008 cua Bé truong Bé Cong Thuong)

_ Chwong I
NHUNG QUY PINH CHUNG

Pi¢u 1. Pham vi va doi twong ap dung

1. Quy dinh nay quy dinh v& thé thirc va k thuét trinh bay van béan ciia B
Cong Thuong do6i v4i van ban quy pham phép luat, van ban hanh chinh va ban
sao van ban. Cac van ban chuyén nganh, gidy phép dugc thuc hién theo quy
dinh riéng.

2. Quy dinh nay ap dung d6i v6i cac co quan, don vi thuéc B Cong
Thuong.

Dieu 2. Phan loai van ban

Céc van ban hinh thanh trong qua trinh hoat ddng ctia B6 Cong Thuong va
cac co quan, don vi bao gom:

. Van ban quy pham phap luat do Bo truong B Cong Thuong ban hanh
hodc hen tich véi cac co quan cé thim quyen ban hanh gom: Quyet dinh (quy
dinh truc tiép), Quyét dinh (ban hanh Quy ché, Quy dinh hoac Diéu 1&), Chi thi,
Thoéng tu, Thong tu lién tich.

2. Van ban hanh chinh gém Quyét dinh (ca biét), chi thi (ca biét), thong
cao, thdng bao, chuong trinh, ké hoach, phuong an, de an, bao cao, bién ban, to
trinh, cong dién, gidy chung nhan, gidy ty nhiém, glay moi, glay gidi thiéu, gidy
nghi phép, gidy di dudng, gidy bién nhan hd so, phiéu giri, phiéu chuyén va cong
van hanh chinh.

3. Ban sao van ban gém: ban sao y ban chinh, ban trich sao va ban sao luc.
4. Vin ban chuyén nganh, gidy phép: Cac vin ban chuyén nganh, gidy phép

do B9 trudng By Coéng Thuong quy dinh va cé hudng din vé thé thirc, ky thuat
trinh bay riéng phu hop céac quy dinh ctua phép ludt chuyén nganh.



Piéu 3. Thé thirc vian ban

Thé thic van ban 1a tdp hop cac thanh phan cdu thanh vin ban, bao gom
nhitng thanh phan chung 4p dung déi véi cac loai van bén va cac thanh phan bd
sung trong nhiing truong hop cu thé hodc ddi véi mot sb loai van ban nhét dinh
theo quy dinh tai Nghi dinh sé 110/2004/ND-CP ngay 08 thang 4 nam 2004 cua
Chinh phu vé& cbng tic van thu, Théng tu lién tich sé 55/2005/TTLT-BNV-
VPCP ngay 06 thang 5 ndam 2005 cia Bo No6i vu va Van phong Chinh pht
hudéng dan vé thé thire va ki thuét trinh bay van ban va Quy dinh nay.

Piéu 4. K§ thuit trinh bay viin ban

K§ thuét trinh bay vin ban quy dinh tai Quy dinh nay bao gbm khd gidy,
kiéu trinh bay, dinh 18 trang van ban, vi tri trinh bay cdc thanh phé“ln thé thiec,
phéng chit, ¢ chit, kidu chir va céc chi tiét trinh bay khac, duge ap dung dbi véi
vén ban dugc soan thao trén may vi tinh s dung chuong trinh soan thao van ban
(nhu Microsoft Word for Windows) va in ra gidy; c6 thé ap dung ddi v&i van
ban duoc soan thao bing céc phuong phép hay phuong tién ky thuat khac hodc
d6i véi van ban duge lam trén gidy mau in sin; khéng ap dung d6i v6i van ban
dugc in thanh séch, in trén bao, tap chi va céc loai an pham khac.

Piéu 5. Phéng chir trong viin bin

Phéng chit sir dung d& trinh bay van ban phai 1a cac phéng chir tiéng Viét
v&i kiéu chit chan phuong, bdo dam tinh trang trong, nghi€m tdc cua vén ban.

D4i véi nhitng vin ban ding trong trao ddi théng tin dién tir giita céc co
quan, don vi thuéc Bé Céng Thuong va véi cac co quan, tb chirc nha nudc, phai
sit dung cac phéng chit ctia bd mi ky tu chit Viét (phéng chit tiéng Viét
Unicode) theo Tiéu chuin Viét Nam TCVN 6909:2001.

_ ChuwongIl
THE THUC VAN BAN

Dieu 6. Quoc hién

Quéc hiéu ghi trén vin ban bao gém 2 dong chir: “Cong hoa xa héi chu
nghia Viét Nam” va “Déc lap - Tu do - Hanh phtc”.

Diéu 7. Tén co quan, don vi ban hanh van ban

Tén co quan, don vi ban hanh van ban bao gém tén cla co quan, don vi ban
hanh vin ban va tén cta co quan, don vi chii quan cp trén truc tiép (néu cd) can
ctr quy dinh cta phap luét hodc cdn cir vdn ban thanh 13p, quy dinh t6 chirc bo
may cla co quan, cé thim quyén.

Tén clia co quan, don vi ban hanh vin ban phai dugc ghi ddy du theo tén goi
chinh thirc cin c van ban thanh 1ap, quy dinh t6 chirc bd may, phé chudn, cp
gidy phép hoat dong hodc cdng nhan tu cach phap nhén cua co quan, don vi ¢6
thdm quyén.



Tén ca co quan, don vi chi quan cép trén truc tiép c6 thé viét tit nhiing
cum tir théng dung nhu Uy ban nhan dén (UBND), Hdi déng nhan dan (HDND),
Téng Céng ty (TCT), Viét Nam (VN), Cb phan (CP), Trach nhiém hiru han
(TNHH).v.v...

Vi du:

- Tén co quan, don vi ban hanh van ban:

BO CONG THUONG TAP POAN PIEN LUC VIET NAM

- Tén co quan, don vi ban hanh van bén (trudéng hop ¢6 co quan, don vi chu
quan cp trén truc tiép):

BO CONG THUONG TAP DPOAN DET MAY VIET NAM
CUC CONG NGHIEP PIA PHUONG  TONG CONG TY CO PHAN MAY VIET TIEN

BO CONG THUONG -
TONG CONG TY BO CONG THUONG

XAY DUNG CONG NGHIEP VIET NAM VIEN NGHIEN CUU THUONG MAI

Piéu 8. S6, ky hiéu cita vin ban
1. S8, ky hiéu ctia vin ban quy pham phap luét

S8, ky hiéu ctia vin ban quy pham phép luét do Bd Céng Thuong ban hanh
dugc thuc hién theo quy dinh tai Piéu 3 cua Nghi dinh s6 101/CP ngay 23 thang
9 ndm 1997 cua Chinh phu quy dinh chi tiét thi hanh mot sb diéu cua Luit Ban
hanh vin ban quy pham phép luat, Théng tu lién tich s§ 55/2005/TTLT-BNV-
VPCP ngay 06 thing 5 ndm 2005 cia B6 NOi vu va Vin phong Chinh phu
huéng dan vé thé thirc va ky thuét trinh bay vin ban tai Quy dinh nay, cu thé
nhu sau:

- 86 ctia vin ban quy pham phap luat bao gom sb thir tu ding ky dugc danh
theo tung loai van ban quy pham phdp luét ban hanh trong mét ndm va nam ban
hanh van ban d6. S5 dugc ghi bang chir sb A-rap, bat du tir s§ 01 vao ngdy dau
nam va két thic vao ngay 31 thang 12 hang nam; nam ban hanh phai ghi diy da
cac sb, vi du: 2004, 2005;

- Ky hi€u cta van ban quy pham phap luét bao gdm chir viét tit tén loai van
ban theo Bang chir viét tit tén loai van ban va ban sao kém theo Quy dinh nay
(Phu luc 1) va tén co quan c6 thim quyén ban hanh vian ban.

2. 86, ky hiéu ctia vin ban hanh chinh



S6 cuia van ban hanh chinh 14 s thi ty ding ky vin ban do co quan, don vi
ban hanh trong mét nam. Tuy theo téng s6 vin ban va sb lugng mbi loai vin ban
hanh chinh duoc ban hanh, cac co quan, don vi quy dinh cu thé viéc dang ky va
d4nh sb van ban. S5 cta vin ban dugc ghi biang chit s& A-rdp, bat dau tir s6 01
vao ngay ddu nam va két thic vao ngay 31 thang 12 hang nam.

Ky hiéu ctia vdn ban hanh chinh:

- Ky hiéu cua quyét dinh (cé bi€t), chi thi (ca biét) va cia cac hinh thirc van
ban c6 tén loai khac bao gbm chir viét tit tén loai vin ban theo Bang chir v1et tat
tén loai vin ban va ban sao kém theo Quy dinh nay (Phu luc 1) va chir viét tit
tén co quan, don vi hodc chirc danh nha nudc ban hanh van ban.

- Ky hiéu ctia cng vin bao gdm chir viét tit tén co quan, don vi hodc chirc
danh nha nudc ban hanh cong van va chit viét tat tén don vi soan thao hodc chu
tri soan thao cong van do (néu cd). Chit viét tat tén don vi soan thdo hodc chu tri
soan thao cong van cua B§ Céng Thuong theo Bang chit viét tat tén cia cac don
vi thude co quan B6 (Phu luc 2).

Vi du:

+ Céng vian cua B6 Cong Thuong do Vu K& hoach soan thao:
S6: ... /BCT-KH;

+ Cong vin ctia B Cong Thuong do Van phong Bo soan thao:
Sé: ... /BCT-VP;

+ Cong van cua S& Cong Thuong tinh Y do Vian phong S& soan théo:
S4: .../SCT-VP;

Chir viét tit tén co quan, don vi ban hanh van ban va chir viét tit tén cac
don vi trong moi co quan, don vi phai dugc quy dinh cu thé, bao dam ngan gon,
deé hiéu.

Piéu 9. Pia danh va ngay, thang, nam ban hanh vin ban

1. Pia danh ghi trén vén ban la tén goi chinh thirc ctia don vi hanh chinh
(tén riéng cua tinh, thanh phd truc thuéc Trung wong; huyén, quan, thi x&, thanh
phé thudc tinh; x&, phuong, thi tran) noi co quan, don vi dong tru so; doi voi
nhitng don vi hanh chinh duoc dit tén theo tén nguoi hodc bang chit so thi phai
ghi tén goi day dd cda don vi hanh chinh d6, cu thé nhu sau:

a) Dia danh ghi trén van ban cua cac co quan, don vi Trung vong la tén cua
tinh, thanh pho truc thudc Trung wong hodc tén ctia thanh pho thudc tinh (néu
cd) noi co quan, don vi déng tru s, vi du:

Vin ban ctia Bo Cong Thuong, clia Tong cong ty Héa chit Viét Nam, cla
Vién May va Dung cu cong nghiép, cua Coéng ty Dién luc 1 thuéc Tép doan
Dbién luc Viét Nam (c6é tru so tai thanh ph6é Ha Noi): Ha Néi.



Vian ban cua Cong ty Thuy dién Hoa Binh (co tru so tai thanh phd Hoa
Binh, tinh Hoa Binh): Hoa Binh, cua Truong Cao ding Cong nghé va Kinh té
(c6 tru sd tai huyén Pho Yén, tinh Thai Nguyén): Thdi Nguyén.

b) Dia danh ghi trén vin ban cla cac co quan, don vi cap tinh, thanh phd
truc thudc Trung vong:

- Péi voi cac thanh phd truc thudc Trung wong: 1a tén ciia thanh phé truc
thugc Trung wong, vi du:

Vin ban ciia S& Cong Thuong thudc thanh phé Ha N§i, thanh phé HS Chi
Minh, Ba Nang...: Ha Ngi; Thanh pho H6 Chi Minh; Pa Nang.

- Pbi vdi céc tinh: 13 tén cla thi x&, thanh phé thude tinh hodc ciia huyén
noi co quan, don vi déng tru s@, vi du:

Véan ban ctia S& Cong Thuong tinh Ha Nam (cé tru s& tai thi x3 Pha Ly,
tinh Ha Nam): Phaz Ly, cia S¢ Cong Thuong tinh Hai Duong (c6 tru s¢ tai thanh
ph6 Hai Duong, tinh Hai Duong): Hai Duong; cia S¢ Cong Thuong tinh Ldm
Dong (co tru s& tai thanh phd Da Lat, tinh LAm Dong): Da Lat,

2. Ngay, thang, nam ban hanh vén ban:

Ngay, thang, ndm ban hanh vin ban quy pham phép luat va ban hanh van
ban hanh chinh 14 ngay, thang, ndm van ban dugc ky ban hanh.

Ngay, thang, ndm ban hanh van ban phai dugc viét ddy di ngay .. . thang ...
ndm ...; cac s6 chi ngay, thang, nam dung chit s6 A-rap; ddi véi nhiing s6 chi
ngay nho hon 10 va thang 1, 2 phai ghi thém s6 0 & trudc.

'A A . b [ 4 A’ A i d - hd
Dieu 10. Ten loai va trich yéu ngi dung ciia vian ban

1. Tén loai van ban la tén cla ting loai vdn ban do co quan, don vi bgn
hanh. Khi ban hanh van ban quy pham phap ludt va van ban hanh chinh, déu
phai ghi tén loai, trir cong van hanh chinh.

2. Trich y€u ndi dung cta van bén la mét cau ngédn gon hodc mdt cum tu,
phén 4nh khai quét néi dung chu yéu clia vén ban.
« A A - o
Diéu 11. Noi dung van ban
1. Noi dung vén ban

No6i dung van ban la thanh ph:‘?ln chu yéu cua mot van ban, trong dod, cac
quy pham phép luét (doi vdi van ban quy pham phap luat), cac quy dinh, chi thi,
y€u cau dugc dat ra; cac van dé, su viéc dugc trinh bay.

Noi dung van ban phai bao dam nhiig yéu cau co ban sau:

- Phu hop véi hinh thirc van ban duge sir dung;



- Phu hop véi duodng 16i, cha truong, chinh séch cua bang; phu hop véi
quy dinh ctia phap luét; phu hgp véi cdc quy dinh, quy ché cuia Bé Coéng
Thuong;

- Céac quy pham phap luat, cic quy dinh hay cac vén dé, su viéc phai duoc
trinh bay ngéan gon, r6 rang, chinh xac;

- Sir dung ngdn ngit viét, cach dién dat don gian, d& hiéu;

- Dung tir ngit phé théng; khong dung tir nglt dia phuong va tu ngir nudce
ngoai néu khéng thuc su cin thiét. PSi vé6i thudt ngir chuyén mén can x4c dinh
rd ndi dung thi phai dugc giai thich trong van ban;

- Khéng viét tat nhiing tir, cum tir khong thong dung. D01 véi nhitng tu,
cum tir dugc sir dung nhiéu lan trong vin ban thi ¢ thé viét tt nhung cac chit
viét tat 1an ddu cia tir, cum tir phai dugc dit trong ngodc don ngay sau tir, cum
tir do;

- Viéc viét hoa dugc thuc hién theo quy tic chinh ta tiéng Viét;

- Khi vién dn lan dr;"lu vin ban c6 lién quan, phai ghi diy du tén loai, trich
yéu ndi dung vén ban; s6, ky hiéu van ban; ngay, thang, nam ban hanh vin ban
va tén co quan, tb chic ban hanh van ban (trir truong hop dm véi luét va phap
1énh); trong céac 14n vién dan tiép theo, c6 thé ghi tén loai va sb, ky hiéu cta vin

ban do.
2. B6 cuc cua van ban

Tuy theo thé loai va ndi dung, van ban co6 thé ¢ phan can ctr phéap ly dé
ban hanh, phdn mé dau va c6 thé duogc bd cuc theo phén, chuong, muc, diéu,
khoan, diém hoac dugc phén chia thanh cac phan, muc tir 16n dén nhd theo mot
trinh ty nhét dinh.

B cuc ciia du thao luét, phap 1énh duogc thuc hién theo quy dinh tai Didu
27 cua Luat Ban hanh van ban quy pham phap lut ngay 12 thang 11 nam 1996
va Luat stra dbi, b sung mot sé diéu ctia Luat Ban hanh van ban quy pham phap
luat ngay 16 thang 12 nam 2002.

Dy thao vin ban quy pham phap lujt khéc cé thé duge bé cuc nhu sau:

- Du thdo Nghi dinh: theo chuong, muc, diéu, khoén,‘ diém; cac quy ché
(diéu [€) ban hanh kém theo nghi dinh: theo chuong, muc, di€u, khoan, diém;

Céc quy ché (quy dinh, diéu 18) ban hanh kém theo: theo chuong, muc,
diéu, khoan, diém;

- Quyét dinh: theo diéu, khoan, diém;

Cac quy ché (quy dinh, diéu 18) ban hanh kém theo: theo chuong, muc,
diéu, khoan, diém;

- Chi thi: theo khoan, diém;



- Théng tu: theo muc, khoan, diém.
Vin ban hanh chinh ¢6 thé dugc bd cuc nhu sau:
- Quyét dinh (c4 biét): theo diéu, khoan, diém;

Cac quy ché (quy dinh, diéu 18) ban hanh keém theo quyét dinh: theo
chuong, muc, diéu, khoan, di€ém;

- Chi thj (c4 biét): theo khoan, diém;

- Céc hinh thirc van ban hanh chinh khéc: theo phé‘m, muc, khoan, diém.
Piéu 12. Chirc vu, ho tén va chit ky ciia ngudi c6 thim quyén

1. Viéc ghi quyén han ctia nguoi ky duoc thuc hién nhu sau:

- Truong hop ky thay mit tap thé thi phai ghi chir viét tat “TM.” (thay mat)
vao trudc tén tap thé 1anh dao hodc tén co quan, td chic;

- Trudng hop ky thay nguoi dung diu co quan, don vi thi phai ghi chit viét
tat “KT.” (ky thay) vao truéc chirc vu ctia ngudi ding dau;

- Trudng hop ky thira 1énh thi phai ghi chir viét tit “TL.” (thira lénh) vao
trude chirc vu cua nguodi ding dau co quan, to chirc;

- Trudmg hop ky thira uy quyén thi phai ghi chir viét tit “TUQ.” (thira uy
quyén) vao trudc chirc vu cua ngudoi ding dau co quan, t6 chirc.

2. Chure vu cua nguoi ky

Chtrc vu ghi trén van ban 1a chic danh 1anh dao chinh thirc cua nguoi ky
van ban trong co quan, td chirc; chi ghi chirc danh nhur Bé trudng, Thir truéng,
Chanh Van phong, Phé Chanh Vin phong, Vu truong, Phé Vu truéng, Chanh
Thanh tra, Phé Chanh Thanh tra, Cuc truéng, Phé Cuc trudng, Gidm dbc, Phé
Giam dbc, Hiéu trudng.v.v..., khéng ghi lai tén co quan, t6 chirc, trlr cac van
ban lién tich, van ban do hai hay nhiéu co quan, don vi ban hanh; van ban ky
thira 1énh, thira uy quyén va nhitng trudng hop cén thiét khac do cac co quan,
don vi quy dinh cu thé.

Chitrc vu ghi trén van béan do cac té chtrc tu vin nhu Ban, Hoi df‘)ng, T cua
Nha nuéc, Chinh pht hodc cla co quan, td chirc ban hanh 14 chirc danh lanh dao
ctia ngudi ky van ban trong Ban hoac Hoi déng hodc Té d6. Péi voi nhing Ban,
Hoi dong khong duoc phép sir dung con déu clia co quan, don vi thi chi ghi chirc
danh cta nguoi ky van ban trong Ban hoac Hoéi déng. Truong hgp Ban hoac Hoi
ddng duoc phép sir dung con diu cia co quan, don vi thi ¢6 thé ghi thém chirc
danh lanh dao trong co quan, don vi cua ngudi ky & dudi, vi du:

- Chirc vu ctia ngudi ky vin ban do Hoi dong hoac Ban chi dao cia Nha

nudc ban hanh ma Bé truwong B Cong Thuong lam Trudng ban hodc Phé
Trudng ban, Chu tich hodc Pho Cha tich Hoi dong dugc ghi nhu sau:



TM. HOI PONG KT. TRUONG BAN
CHU TICH PHO TRUONG BAN

(Chit ky, ddu cua Bo Cong Thirong) (Chit ky, ddu ctia B5.Céng Thuong)

BO TRUONG BQ CONG THUONG  BQ TRUONG BQ CONG THUONG
Vit Huy Hoang Vii Huy Hoang

- Chirc vu cia nguoi ky van ban do Ban hoic Hoi dong ctia Bo Cong
Thuong ban hanh ma Thir truong B6 Cong Thuong lam Trudong ban hodc Chu
tich Hoi déng, lanh dao cac Cuc, Vu thuoc Bé lam Phé Trudng ban hoac Pho
Chu tich Hoi ddng dugc ghi nhu sau:

TM. HQI PONG KT. TRUONG BAN
CHU TICH PHO TRUONG BAN

(Chit ky, ddu cia Bé Céng Thueong)  (Chit ky, déau ciia Bé Céng Thieong)

THU TRUONG VU TRUGNG VU TO CHUC CAN BO
P Hiru Hao Tran Thao

3. Ho tén bao gém ho, tén dém (néu cd) va tén ctia ngudi ky van ban. Déi
vOi védn ban quy pham phap luat va vdn ban hanh chinh, truéc ho té€n cia nguoi
ky, khong ghi hoc ham, hoc vi va cac danh hiéu danh du khéc, trir van ban cua
cac to chirc sy nghiép gido duc, y té, nghién ctru khoa hoc, trong nhiing truong
hop cén thiét, c6 thé ghi thém hoc ham, hoc vi.

.A A’ 4 2\ rd
Dicu 13. Dau cia co quan, to chie

Viéc dong d4u trén van ban dugc thuc hién theo quy dinh tai Nghi dinh sb
110/2004/ND-CP ngay 08 thang 4 nam 2004 cua Chinh phua vé cong tac vén thu
va quy dinh cua phap luét c6 lién quan.

Piéu 14. Noi nhin

Noi nhéan xéac dinh nhitng co quan, t6 chuirc, don vi va ¢4 nhén nhén vén ban
v&i muc dich va trach nhiém cu thé nhu dé€ kiém tra, giam sat; dé xem xét, giai
quyét; d€ thi hanh; dé trao d6i cong viéc; dé biét va dé luu.

Noi nhan phai dugc xéc dinh cu thé trong van ban. Cdn ct quy dinh cua
phap ludt; can cr chirc ndng, nhiém vy, quyén han cta co quan, don vi va quan
hé cbéng tac voi cac co quan, t5 chirc, don vi hodc ca nhéan c¢6 li€n quan; can ci
yéu cau giai quyét cong viéc, don vi hodc ca nhan soan thao hoac chu tri soan
thao ¢6 trach nhiém dé xuit nhiing co quan, t6 chitc, don vi va cé nhan nhén van
ban trinh ngudi ky vén ban quyét dinh.



Doi véi van ban chi gri cho mét s0 d6i tugng cu thé thi phai ghi tén timg
co quan, t0 chirc, cd nhan nhan vén ban; d6i vdi van ban dugc guri cho mét hodc
mot s6 nhom doi twong nhat dinh thi noi nhan duoc ghi chung, vi du:

- Cac B9, co quan ngang B4, co quan thugc Chinh phu;
- Uy ban nhan dan cac tinh, thanh phd truc thuéc Trung wong;
- Céc truong dao tao truc thudc BO.

1. D6i vdi nhitng vén ban c6 ghi tén loai, noi nhén bao gém tur “noi nhan”
va phan liét ké cac co quan, t0 chuc, don vi va ¢4 nhan nhén van ban.

2. B6i véi cong van hanh chinh, noi nhan bao gdm hai phan:

- Phan thr nhat bao gom tir “Kinh gtri”, sau d6 1a tén cac co quan, don vi
hodc don vi, ca nhéan truc ti€p giai quyét cong viéc;

- Phan thir hai bao gom tir “Noi nhén”, phia dudi 14 tir “Nhu trén”, tiép theo
1a tén céc co quan, t6 churc, don vi va cd nhén c6 lién quan khéac nhén céng van.

A A ” , A R A
Dieu 15. Dau chi mirc do khan, mat
1. Dau chi mc d6 khan:
Viéc xac dinh murc d6 khan cta van ban duoc thuc hién nhu sau:

- Tuy theo muc dd cén duoc chuyén phéat nhanh, van ban dugc xac dinh d6
khan theo ba mirc sau: hoa toc, thugng khan hodc khan;

- Khi soan thao van ban c¢é tinh chét khan don vi hoac ca nhan soan thao
vin ban dé xuﬁt mirc d6 khan trinh nguoi ky vin ban quyét dinh.

Déau do khan phai dugc khéc sgn theo hudng dan tai khoan 10 Diéu 21 cua
Quy dinh nay. Muc dung dé dong dau d¢6 khan dung muc mau dé tuoi.

2. Déu chi mirc d6 mét:

~ Viée xac dinh va déng dau d6 mat (tuyét mat, t8i mat hozc mat), dau thu

ho6i d61 véi van ban cd ndi dung bi mat nha nude duge thuc hién theo quy dinh
cua phép luat vé bao vé bi mat nha nudc.

Piéu 16. Cac thanh phan thé thirc khac

Céc thanh phan thé thirc khac ciia vin ban bao gdm:

1. Dia chi co quan, td chirc; dia chi E-Mail; dia chi trén mang (Website); sd
dién thoai, sé Fax déi vdi cong van, cong dién, gidy gidi thidu, gidy moi, phiéu
gui, phleu chuyen dé tao diéu kién thuan loi cho viéc lién hé;

2. Cac chi din vé pham vi luu hanh nhu “tra lai sau khi hop (hdi nghi)”,
“xem xong tra lai”, “luu hanh ndi b§” d6i véi nhimg van ban c¢6 pham vi, a6i
tuong phd bién, sir dung han ché hodc chi dan vé du thao van ban nhu “dy théo”



hay “du thao 1an ...”. Céac chi dan trén cé thé dugc danh may hodc dung con dau
khac san dé dong lén van ban hoac du thao van ban;

3. Ky hiéu ngudi danh may va sb lugng ban phat hanh d6i v6i nhing vén
ban can dugc quan ly chat ch€ vé s6 lugng ban phat hanh;

4. Trong phin nodi dung quan ly nha nuéc ctia B, khéng duge dwa vao
bang, biéu thi td chirc thanh phu luc ¢6 tiéu dé. Truong hop van ban cé phu luc
kém theo thi trong van ban phai ¢é chi dan vé phu luc d6. Phu luc van ban phai
c6 tidu dé; van ban co tlr hai phu luc tré 1én thi cac phu luc phai duge danh sb
thir tu bang chir s6 A-rép hoic La M3;

5. S6 trang: vin ban va phu luc van ban gom nhleu trang thi tir trang thir hai
tr& di phai duge danh s thir tu bang chir s A-rap; sb trang cua phu luc van ban
dugc danh riéng, theo tung phu luc.

Piéu 17. Thé thirc ban sao
Thé thirc ban sao duge thuc hién nhu sau:

1. Hinh thirc sao bao gém “sao y ban chinh”, “trich sao” hodc “sao luc”.
Viéc xac dinh hinh thirc ban sao dugce thuc hién theo quy dinh tai cac khoan 4, 5
va 6 Diéu 2 clia Nghi dinh s6 110/2004/ND-CP ngay 08 thang 4 nim 2004 cta
Chinh phti vé céng tac van thu;

2. Tén co quan, don vi sao van ban la tén cta co quan, don vi thuc hién
viéc sao van ban;

3. 86, ky hiéu ban sao bao gdm sé thi tu ding ky dugce danh chung cho céc
loai ban sao do co quan, td chirc thuc hién va chit viét tat tén loai ban sao theo
“Phu luc 1 — Bang chit viét tit tén loai vin ban va ban sao” kém theo Quy dinh
nay. Sé dugc ghi bang chit s6 A-rap, bat dau tir s6 01 vao ngay d4u nam va két
thic vao ngay 31 thang 12 hang nam;

4. Céc thanh phén thé thic khéc clia ban sao van ban gf)m dia danh va
ngay, thang, ndm sao; chirc vu, ho tén va chit ky cta nguoi c6 thim quyen déu
cla co quan, t6 chirc sao vin ban va noi nhan dugc thuc hién theo hudng dan tai
cac Piéu 11, 14, 15 va 16 Chuong III ctia Quy dinh nay.

Chuwong I
KY THUAT TRINH BAY VAN BAN

Piéu 18. Khb gidy, kiéu trinh bay va dinh 18 trang vin ban
1. Khé gidy

 Van ban quy pham phdp luét va van ban hanh chinh dugc trinh bay trén
gidy kho A4 (210 mm x 297 mm).

Céc loai vin ban nhu gidy gidi thiéu, glay bién nhan hd so, phiéu giri, phiéu
chuyen co the duogc trinh bay trén gidy khd AS (148 mm x 210 mm) hoic trén

gidy mau in san.

10



2. Kiéu trinh bay

Van ban quy pham phép luat va van ban hanh chinh dugc trinh bay theo
chidu dai cia trang gidy khd A4 (dinh hudng ban in theo chiéu dai).

Truong hgp ndi dung vén ban cd céc bang, biéu nhung khéng duoc 1am
thanh céac phu luc riéng thi vidn ban c6 thé dugc trinh bay theo chiéu réng cua
trang gidy (dinh hudng ban in theo chiéu rong).

3. Pinh 1é trang van ban (di véi khd gidy A4)
- Trang mat trudc:
L& trén: cach mép trén tir 20-25 mm;
L& dudi: cach mép duéi tir 20-25 mm;
Lé trai: cach mép trai tir 30-35 mm;
L& phai: cach mép phai tir 15-20 mm.
- Trang mat sau:
Lé& trén: cach mép trén tir 20-25 mm;
Lé& duéi: cach mép dudi tir 20-25 mm;
L& trai: cach mép trai tir 15-20 mm;
L& phai: cach mép phai tir 30-35 mm.
Diéu 19. K¥ thuat trinh bay cic thanh phin thé thirc vin ban

Vi tri trinh bay cac thanh phan thé thirc vin ban trén mdt trang gidy khd A4
duoc thuc hién theo “Phu luc 3 gém: So dd 3.1- So dd b tri cac thanh phén thé
thirc vin ban déi véi van ban cé tén loai va So d6 3.2 - So dd bé tri cac thanh
phan thé thirc vin ban ddi véi cong van hanh chinh”. Vi tri trinh bay céc thanh
phan thé thirc vin ban trén mot trang gidy khd AS dugc ap dung tuong tu theo
So db trén.

Céc thanh phén thé thirc van ban duoc trinh bay nhu sau:
1. Quéc hiéu

Dong chit trén: “Cong hoa x&8 héi chi nghia Viét Nam” dugc trinh bay
béng chit in hoa, ¢& chir tir 12 dén 13, kiéu chit dimg, dam.

Dong chit dudi: “Ddc lap - Tu do - Hanh phuc” duge trinh bay béng chit in
thudng, ¢& chit tir 13 dén 14, kiéu chit ding, dim; chit c4i ddu cla cac cum tir
duoc viét hoa, gilta cac cum tir c6 gach ngang nho; phia dudi c6 duong ké
ngang, nét lién, c6 do dai br?lng dé dai cua dong chit.

2. Tén co quan, don vi ban hanh van ban
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Tén co quan, don vi chil quan cdp trén truc tiép dugc trinh bay bang chit in
hoa, ¢& chit tir 12 dén 13, ki€u chir ding.

Tén co quan, don vi ban hanh van ban dugc trinh bay béng chit in hoa, c&
chir tir 12 dén 13, ki€u chit dimg, ddm; phia dudi c6 duong ke ngang, nét lién, c6
do dai bang tir 1/3 den 1/2 d dai cua dong chit va dat cén doi so vdi dong chi.

3. S4, ky hiéu caa vin ban

Tir “S6” duge trinh bay bang chi in thuong, ky hiéu bang chit in hoa, c&
chit 13, kiéu chit dimg; sau tur “S6” ¢6 du hai cham; giira s6, ndm ban hanh va

ky hiéu van ban cé dau gach chéo (/); gifta cac nhém chir viét tt trong ky hiéu
van ban c6 déu gach ndi khéng cach chit (), vi du:

Sb: 99/2008/QD-BCT; Sb: 08/2008/CT-BCT; S6: 24/QD-BCT;
S6: 37/BCT-TCCB; Sb: 55/BCT-VP; Sb: 123/BCT-KH.
4. Dia danh va ngay, thdng, ndm ban hanh vén ban

Dia danh va ngay, thang, nam ban hanh van ban dugc trinh bay bépg chit in
thuong, ¢ chir tir 13 dén 14, kiéu chit nghiéng; sau dia danh cé dau phay.

Vi du: Ha Néi, ngay 08 thang 02 nam 2008
5. Tén loai va trich yéu ndi dung véan ban

Tén loai van ban (nghi dinh, quyét dinh, ké hoach, bdo céo, t& trinh va cac
loai van ban khéc) dugc dit canh gitta (cAn ddi & giita dong) bang chir in hoa, ¢
chir tir 14 dén 15, kidu chit dimg, dam; trich yéu ndi dung vian ban duoc dit canh
gilta, ngay duoi tén loai van ban, bang chit in thuong, c& chit 14, kiéu chir dung,
dam; bén dudi trich yéu c6 dudng ké ngang, nét lién, c6 dd dai bang tir 1/3 dén
1/2 d6 dai ctia dong chir va dat can ddi so voi dong chit.

Trich yéu ndi dung céng van dwoc ghi sau chix viét tht “V/v’(vé viée) va
duoc trinh bay bang chit in thudng, c& chit tir 12 dén 13, kiéu chit ding.

6. NOi dung van ban

Phan néi dung (ban vin) duogc trinh bay bang chit in thudng, ¢ chit tir 13
dén 14; khi xudng dong, chir ddu dong cé thé 1di vao tir lem dén 1,27cm (1
default tab); khoang cach giira cdc doan vin (paragraph) dat t01 thiéu 14 6pt;
khoang cach giita cac dong hay cach dong (line spacing) chon ti thiéu tir cich
dong don (single line spacing) hoac tir 15pt (exactly line spacing) tr¢ 1én.

Déi voi nhiing van ban quy pham phap luat va van ban hanh chinh c6 phén
can cur phap ly dé ban hanh thi 'sau moi can ctr phai xuong dong, cudi dong cé
ddu cham phéy, riéng can ct cudi ciing két thic bang du phay.

Truong hop ndi dung van ban dugc bd cuc theo phén, chuong, muc, diéu,
khoan, diém thi trinh bay nhu sau:
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- Phin, chuong: tir “phan”, “chuong” va sb thtt ty ctia phin, chuong duoc
trinh bay trén mot dong riéng, canh gifta, bing chit in thudong, ¢& chit 14, kiéu
chit diing, ddm. S§ thir tw ctia phan, chuong dung chit s6 La Ma. Tiéu dé (tén)
cua phdn, chuong dugc dét ngay dudi, canh giira, bing chit in hoa, ¢ chit tir 13
dén 14, kiéu chit dimg, dam;

- Muc: tir “muc” va sé thit ty ciia muc duoc trinh bay trén mot dong riéng,
canh gifta, bang chi¥ in thuong, c& chir 14, kiéu chit dimg, d4m. S5 thir tu cta
muc dung chir s§ A-rap. Tiéu dé cta muc dugc trinh bay canh gifta, bang chit in
hoa, ¢& chix tir 12 dén 13, kiéu chir ding, dam,;

- Pidu: tir “didu”, s6 thir ty va tidu dé cua diéu duogc trinh bay bang chit in
thuong, ¢ chit bing c& chir cua phén 101 vén (13-14), kiéu chir dung, dam. S6
thit tw ctia didu ding chir s8 A-rap, sau sb thir trr c6 ddu chim;

- Khoan: sb thtr tu cac khoan trong mdi didu dung chit s6 A-rép, tiép theo la
ddu chim, c& chit bing c& chit ctia phan 10i van (13-14), kiéu chit ding;

- Diém: thir tu cac diém trong mdi khoan dung cac chir céi tiéng Viét theo
thir tu abce, sau c6 dau dong ngodc don, bang chit in thudng, ¢& chit bang c& chir
cta phan 101 van (13-14), kiéu chit ding.

Trudng hop ndi dung vin ban duoc phan chia thanh cac phan, muc tir 16n
dén nho thi trinh bay nhu sau:

- Phan (néu c6): tir “phan” va sb thi tu cta phan duge trinh bay trén mot
dong riéng, canh gilra, béng chir in thudng, c& chir 14, kidu chit dimg, ddm. S&
thir tu cia phan ding chit s6 La M4. Tiéu dé ciia phan duoc dit ngay dudi, canh
giita, bing chit in hoa, ¢& chir tir 13 dén 14, kiéu chir ding, dam;

- Muc: sb thit ty cdc muc dung chit s6 La M3, sau cé dau chim; tiéu dé cia
muc dugc trinh bay bang chit in hoa, c& chit tir 13 dén 14, kiéu chir dirng, dam;

- Khoan: sb thir tu cac khoan trong mdi muc dung chir sé A-rap, sau d6 c6
dau cham; so thr tyr va ti€u d€ cia khoan (néu c6) duoc trinh bay bang chit in
thuong, cd chir bang c& chir ctia phéan 161 van (13-14), ki€u chit ding, ddm;

- Diém: thi ty cac diém trong mbi khoan ding cac chit cai tiéng Viét theo
thir tu abc, sau d6 cé dau dong ngodc don, bang chit in thuong, c& chit bang c&
chit cta phan 101 van (13-14), kiéu chir ding.

7. Chirc vy, ho tén va chit ky ctia ngudi c6 thdm quyén

Céac chit viét tat “TM.”, “KT.”, “TL.” , “TUQ.” hoac “Q.” (quyén), quyen

han va chic vu cua ngudi ky dugce trmh bay bang chit in hoa, ¢& chir tir 13 dén
14, kiéu chit ding, dam.

. Ho tén cta nguoi ky van ban va hoc ham, hoc vi (néu c6) dugce trinh bay
bang chit in thuong, c& chit tir 13 dén 14, kiéu chir dimg, dam.

8. Dau cua co quan, don vi
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Dau cua co quan, don vi dugc trinh bay tai 6 so 8.
9. Noi nhéan

Phén noi nhan ghi trén déu van ban voi tir “Kinh giri” (chi 4p dung déi véi
cong van hanh chinh) dugc trinh bay nhu sau:

- Tir “Kinh gri” va tén cac co quan, don vi hodc c4 nhan nhén vin ban
dugc trinh bay bang chit in thuong, c& chir 14, kiéu chir ding;

- Sau tir “Kinh giri” ¢6 ddu hai chim; néu céng van giri cho mét co quan,
don vi hodc mdt ¢4 nhan thi tir “Kinh gii” va tén co quan, don vi hodc ca nhan
dugc trinh bay trén cung mot dong; trudng hop cong van gui cho hai co quan,
don vi hodc ca nhén tro 1€n thi t€n moi co quan, t6 chirc, ca nhan hozc mdi nhém
co quan, to chire, ca nhén duge trinh bay trén mét dong riéng, dau dong c6 gach
ngang, cudi dong cé dau cham phay, cudi dong cubi cling c6 dau chim.

Phén noi nhan ghi tai géc cubi bén trai cing véi tir “Noi nhan” (4p dung
chung d6i voi cdng van hanh chinh va cac loai van ban khac) dugc trinh bay nhu
sau:

- T “Noi nhan” dugc trinh bay trén mét dong riéng, sau do c6 dau hai
cham, bang chit in thuong, cd chir 12, kieu chit nghiéng, dam;

- Phén liét ké céc co quan, td chirc, don vi va c4 nhan nhén van ban duoc
trinh by bing chit in thudng, c& chit 11, kidu chir ding; tén mdi co quan, to
chirc, don vi va ca nhan hodic mdi nhém co quan, t6 chirc, don vi nhén van ban
dugc trinh bay trén mat dong riéng, dau _dong c6 gach ngang, cudi dong c6 dau
cham phay; riéng dong cudi cung bao gbém chir “Luu” sau d6 co dau hai chim,
tiép theo 1a chir viét tt “VT” (vin thu co quan, don vi), chit viét tat tén don vi
(hodc bd phan) soan thao van ban va sb luong ban luu (chi trong nhing truong
hop can thiét) duoc dit trong ngodc don, cudi cung 1a ddu chim.

10. D4u chi muc d6 khan, mat

Mau diu d6 mat (tuyét mét, t6i mat hodc mat) va dau thu hdi ddi véi van
ban c6 ndi dung bi mat nha nudce duge thuc hién theo quy dinh cia phap luat vé
bdo vé€ bi mit nha nudec.

” K&

~ Con déu céc d khan c6 hinh chir nht, trén d6, c4c tir “hoa téc”, “thuong
khan” hodc “khan” duoc trinh bay béng chit in hoa, ¢& chir tir 13 den 14, kiéu
chit ding, ddm va duoc dat can doi trong khung hinh chit nhat vién don, c6 kich
thudce tuong ing la 30mm x 8mm, 40mm x 8mm va 20mm x 8mm.

11. Cac thanh phn thé thic khéc
Céc thanh phan thé thirc khac dugc trinh bay nhu sau:

- Céc chi dan v€ pham vi luu hanh: cac cum tir “tra lai sau khi hop (héi
nght)”, “xem xong tra lai”, “luu hanh néi bo” dugc trinh bay can doi trong mot
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khung hinh chir nhat vién don, bing chit in hoa, ¢& chit tir 13 dén 14, kiéu chit
ding, dam;

- Chi din vé& du thao vin ban: tir “du thao” hodc cum tir “du théo lan ...”
duogc trinh bay trong mét khung hinh chit nhét vién don, bang chit in hoa, ¢& chit
tir 13 dén 14, kiéu chit dung, ddm;

- Ky hiéu nguoi danh may va s6 luong ban phat hanh: ky hiéu bang chit in
hoa, s6 lugng ban bang chit sé A-rap, c& chit 11, kiéu chit dimg;

- Dia chi co quan, té chirc; dia chi E-Mail; dia chi trén mang (Website); sb
dién thoai, sb Telex, s6 Fax duoc trinh bay trén trang d4u cua van ban béng chit
in thuong, ¢& chit tir 11 dén 12, kiu chit ding, dudi mot dudng ké nét lién kéo
dai hét bé ngang ctia ving trinh bay vin ban;

- Phu luc van ban: phu luc kém theo van ban dugc trinh bay trén cac trang
gidy riéng; tir “Phu luc” va sb thit tu ctia phu luc (truong hop cé tir hai phu luc
tré 1én) duogc trinh bay trén mot dong riéng, canh gifta, bang chit in thudng, c&
chir 14, kiéu chit ding, dam; tiéu dé (tén) cua phu luc duogc trinh bay canh gifta,
bang chit in hoa, c¢& chit tir 13 dén 14, kiéu chit ding, dam;

- S6 trang cna vin ban dugc trinh bay tai chinh gifra, trén dau trang glay
(phan header) hodc tai goc phai, & cubi trang gidy (phan footer), bang chit s6 A-
rap, c¢& chit bing c& chit cia phén 101 van (13-14), kidu chir ding;

Mau chit (phong, loai, ¢, kiéu chit) va MAu trinh bay mét sb loai vin ban
quy pham phap luédt va van ban hanh chinh dugc minh hoa tai Phu luc 5 kém
theo Quy dinh nay.

Piéu 20. Ky thuﬁt,trinh bay cic thanh phan thé thirc bin sao

Céc thanh phan thé thirc ban sao duoc trinh bay trén cing mat trang gidy,
ngay sau phan cubi cing cia van ban dugc sao, dudi mot dudng ké nét lién, kéo
dai hét chidu ngang cuia viing trinh bay van ban.

Vi tri trinh bay cac_thanh phan thé thirc ban sao trén trang gidy khd A4
dugc thuc hién theo So d6 bo tri cac thanh phén thé thic ban sao vdn ban néu tai
So d6 3.3 (Phu luc 3) kém theo Quy dinh nay.

Céc thanh phén thé thirc ban sao duoc trinh bay nhu sau:

1. Hinh thirc sao: cum tlr “sao y ban chinh”, cac tir “trich sao” va “sao luc”
dugec trinh bay bang chit in hoa, c& chit tir 13 dén 14, kiéu chit ding, dam;

2. Cac thanh phan thé thirc khic clia ban sao gdm: tén co quan, don vi sao
van ban; sd, ky hiéu ban sao; dia danh va ngay, thang, ndm sao; chue vy, ho tén
va chit ky ctia ngudi c6 thim quyen dau ctia co quan, tb chirc sao van ban; noi
nhan dugc trinh bay theo hudéng dan trinh by cic thanh phan thé thic tuong
ltng clia van ban tai Diéu 19.
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Mgu trinh bay cac thanh phan thé thirc ban sao vin ban duoc minh hoa tai

Mau s6 4.20 mau trinh bay ban sao kém theo Quy dinh nay.
~ Chuong IV
TO CHUC THUC HIEN

Picu 21. Trach nhiém thwc hién

T4t c& can b, cong chirc co quan B Cong Thuong c6 trach nhi€ém thuc
hién nghiém tic cac quy dinh vé thé thirc va k§ thuét trinh bay van ban trong
Quy dinh nay.

Cin ctr quy dinh nay, cac S& Cong Thuong, Tap doan, Tong cong ty, Cong
ty, co quan don vi thugc B6 xdy dung va ban hanh quy dinh vé thé thirc va k§
thuét trinh bay van ban phu hop véi dac diém va thyc té€ cia co quan, don vi
minh,

Piéu 22. Trach nhiém kiém tra viéc thye hién Quy dinh

Vin phong B ¢6 trach nhiém phdi hop véi cac co quan, don vi lién quan
hudng dan, kiém tra viéc thyc hi€n Quy dinh nay trong cidc co quan, don vi
thugc Bo dé€ bdo dam su thong nhat trong toan nganh.

Piéu 23. Stra ddi, b6 sung quy dinh
Viéc stra déj, bé sung Quy dinh nay do Bé trudng Bd Cong Thuong quyét
dinh trén co s& dé nghi ctia Chanh Van phong B(f)./;/} )

KT BO TRUON G

Bui Xuan Khu
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Phu luec 1
BANG CHU VIET TAT TEN CUA CAC PON VI THUQC CO QUAN BQ
(Kem theo Quy dinh vé thé thirc va kj thudt trinh bay van ban)

STT Tén don vi_ Chir viét tit
I. | VuKé hoach KH
2. | VuTai chinh TC
3. | Vu T4 chirc cén bd TCCB
4. | Vu Phap ché PC
5. | Vu Hop téc qudc té HTQT
6. | Thanh tra Bo TTB
7. | Van phong B§ VP
8. | VuKhoa hoc va Cong nghé KHCN
9. | Vu Céng nghiép ning CNNg
10. | Vu Niang lugng NL
11. | Vu Cong nghiép nhe CNN
12. | Vu Xuat nhép khau XNK
13. | Vu Thi trudng trong nude TTTN
14. | Vu Thuong mai mién nui TMMN
15. | Vu Thi trudmg chdu A — Thdi Binh Duong KV1
16. | Vu Thi truong chau Au KV2
17. | Vu Thj trudong chdu My KV3
18. | Vu Thij truong chau Phi, Tdy A, Nam A KV4
19. | Vu Chinh sich thuong mai da bién DB
20. | Vu Thi dua - Khen thudng TDKT
21. | Cuc Diéu tiét dién luc DTDL
22. | Cuc Quan ly canh tranh QLCT
23. | Cuc Quan ly thi truong QLTT
24. | Cuc Xtc tién thuong mai XTTM
25. | Cuc Céng nghiép dia phuong CNDP
26. | Cuc K¥ thudt an toan va Mdi truong cong nghiép ATMT
27. | Cuc Thuong mai dién tir va Céng nghé thong tin TMDT
28. | Co quan Dai dién ctia B Cong Thuong tai thanh phd CQPbD

| H6 Chi Minh




Phu luc 2
BANG CHU VIET TAT TEN LOAI VAN BAN VA BAN SAO

(Kém theo Quy dinh vé thé thire va k thudt trinh bay vin ban)

Chit viét tat

STT Tén loai vian ban

Vin bian quy pham phap luat
1. | Quyét dinh QP
2. | Chi thj CT
3. | Thong tu TT
4. | Thong tu lién tich TTLT

Van ban hanh chinh
1. | Quyét dinh (cé biét) [035)
2. | Chi thi (ca biét) CT
3. | Thdong céo TC
4. | Thoéng béo TB
5. | Chuong trinh CTr
6. | K& hoach KH
7. | Phuong an PA
8. |Déén DA
9. | Béo cao BC
10. | Bién ban BB
11. | To trinh TTr
12. | Hop déng HD
13. | Coéng di€n Cb
14. | Gidy chimg nhan CN
15. | Gidy Gy nhiém UN
16. | Gidy moi GM
17. | Gidy gidi thidu GT
18. | Gidy nghi phép NP
19. | Gidy di dudng bb
20. | Gidy bién nhén hd so BN
21. | Phiéu giri PG
22. | Phiéu chuyén PC

Ban sao van ban
1. | Ban sao y ban chinh SY
2. | Ban trich sao TS
3. | Béansao luc SL




.. Phulged
SO PO BO TRI VAN BAN HANH CHINH VA BAN SAO
(Kem theo Quy dinh vé thé thirc va ky thudt trinh bay van ban)

So @b 3.1. So d6 bd tri cac thanh phin thé thirc vin ban dbi véi cong van
hanh chinh (trén kho gidy A4).

So dd 3.2. So d6 bd tri cac thanh phén thé thirc van ban di véi van ban cé
tén loai (trén kho giay A4).

So 36 3.3. So db bd tri cac thanh phan thé thic ban sao vin ban.



So dd 3.1. So db b8 tri cdc thanh phén thé thikc vin bin trén kho gidy A4"
(doi voi cong vin hanh chinh)
A

20-25 | mm Dﬁu thu hoi va.chi dén vé
; pham vii qu hénh

D¢ khan | | Chidan vé du thao"

30 - 35 mm

<« 15-20 mm
Bxa chic o quan, t6 chic; dia chi email; dia chi
‘ “thoai , 56 Telex, s& Fax: néu can)
7y
20 - 25| mm
v
Ghi chu:

(*) Hudng dan thiét 1ap khé gidy (page size) trong MS Word: File -> Page setup

-> Margin: Top: 20-25mm; Bottom: 20-25mm; Right: 15-20mm; left: 30-35mm; -> Defaul.
-> Paper: A4

(**) Ky hiéu nguoi danh may va sé fugng ban phét hanh.



So' 6 3.2. So' db bé tri cdc thanh phin thé thirc vin bin trén kho gidy A4"
(doi vai vin ban co tén logi)

20 25 mm

30-35 mm
10 chrc; dia chi email; di
thoai [ s6.Telex;s
Y
20 -25| mm
\ 4
Ghichiu:

(*) Hudng dan thiét 1ap khd gidy (page size) trong MS Word: File -> Page setup
-> Margin: Top: 20-25mm; Bottom: 20-25mm; Right: 15-20mm; left: 30-35mm;

-> Paper: A4
(**) Ky hiéu ngudi danh may va s lugng ban phat hanh

-> Defaul.




So dd 3.3. S0 db bé tri cdc thanh phin thé thirc ban sao vin ban

trén kho gidy A4
y
20 -25(mm

15-20mm

30 -35 mm

A

‘Bia'chvl'“vc‘::d"dilaﬁ,';té chirc; dja chi email; dia chi Website; s6 dién
7 thoaly, s6: Telex; s6 Fax (né )y PN 1
20 -25| mm
v

(*) S6 lugng ban phat hanh



) _Phy luc 4 .
MAU CAC LOAI VAN BAN

(Kém theo Quy dinh vé thé thirc va kj thudt trinh bay vin bdn)

MaAu 4.1.
Mau 4.2.

Mau 4.3.
MAu 4.4.

Miu 4.5.
Mau 4.6.
MAu 4.7.
MAiu 4.8.

Mau 4.9,
Mau 4.10.
MAiu 4.11.

Mau 4.12.

Mau 4.13.

Mau 4.14.
MaAu 4.15.

Maiu 4.16.
MAiu 4.17.
Miu 4.18.
MAiu 4.19.

Quyét dinh quy pham phép luat ciia B6 Céng Thuong.

Quyét dinh quy pham phép luat ban hanh Quy ché, Quy dinh ...
cua B9 Cong Thuong.

Quyét dinh c4 biét cia B4 Cong Thuong.

Quyét dinh cla cac co quan, don vi truc thugc B§ Cong
Thuong.

Chi thi quy pham phap luét ctia B¢ Cong Thuong.

Chi thi ca biét cua B Cong Thuong.

Théng tu cua Bo Cong Thuong.

Théng tu lién tich cia B6 Cong Thuong voi cac co quan c6
tham quyén.

Cong vén hanh chinh cta B¢ Céng Thuong.

Cong van hanh chinh cta co quan, don vi truc thude B6.

Cong van nodi bd cla cac co quan, don vi truc thuéc Bo Cong
Thuong

Vian bén‘ c6 tén loai nhu Chuong trinh, K& hoach, Bio cdo, T
trinh, D€ 4n v.v... cdc co quan, don vi truc thugc B Cong
Thuong.

Quy ché, Quy dinh ciia B Cong Thuong, cac co-quan, don vi
truc thuéc B6 Cong Thuong (ban hanh kém theo Quyét dinh).
Gidy moi ciia B§ Cong Thurong.

Cong van ndi bd clua cac co quan, don vi truc thudc B6 Cong
Thuong.

Thu chi dao cuia Lanh dao B§, Lanh dao don vi.

Cong ham.

Céng vin dbi ngoai.

Phiéu trinh ctia B4 Cong Thuong.

Mau 4.20. Ban sao vin ban.



Mau 4.1. Quyét dinh quy pham phdp luit ciia B4 Cong Thuwong

BQ CONG THUONG CONG HOA XA HQI CHU NGHIA VIET NAM
_— Pgdc 1ap - Ty do - Hanh phic

sé:  120..0. /QP-BCT Ha N§i, ngay.....-thdang...... nam ..\"...
QUYET PINH
V& VIBE evreerreereeseeeesssenensen @) eeeeeeeeeseeesesesenssesenes

BO TRUONG BO CONG THUONG

Cin cir Nghi dinh s6 189/2007/ND-CP ngdy 27 thang 12 ndm 2007 cua
Chinh pht quy dinh chirc ning, nhiém vu, quyén han va co céu td chirc ciia Bé
Coéng Thuong;

QUYEN HAN, CHUC VU CUA NGUOI KY
Noi nhin:
-Nhu Didu ............. ; i
- (chit ky va con dau)

...............................

Ho va tén

Chu thich:

(V' Nam ban hanh.

@ Trich yéu ndi dung Quyét dinh.

B Cac can cir phap Iy dé ra Quyét dinh.

(f) Néi dung ctia Quyét dinh.

) Chir viét tit tén ciia don vi chu tri soan thao.



MAu 4.2. Quyét dinh quy pham phdp luit ban hanh Quy ché, Quy dinh...
ciia Bp Cong Thuwong

BO CONG THUONG CONG HOA XA HQI CHU NGHIA VIET NAM
e Doc lap - Tw do - Hanh phic

sé:  120..."../QP-BCT Ha Ngi, ngay... ... thang... ... nam .. \V...
QUYET PINH
Ban hanh .....ceiierinveianens ) oo e senns

BQ TRUONG BQO CONG THUONG

Cén cir Nghi dinh 189/2007/ND-CP ngay 27 thang 12 ndm 2007 cua
Chinh pht quy dinh chitc ning, nhiém vy, quyén han va co cu tb chirc ctia Bo
Céng Thuong;

1G]

...............................................................................................................

..................................................................................................................

QUYEN HAN, CHUC VU CUA NGUOI KY
Noi nhéan:
-Nhu Diéu .......... ; ,
- ; (chit ky va con ddu)

............................

Hg va tén

Cha thich:

) N&m ban hanh.

@ )Ten cha ban Quy ché (Quy dinh) dugc ban hanh.
D Cac can cbr tr we tlep dé ban hanh Quyet dinh.

) Noi dung ctia Quyét dinh.

) Chir viét tht tén cua don vi chi tri soan thao.



MaAu 4.3. Quyét dinh ca biét ciia Bé Cong Thuong

BO CONG THUONG CONG HOA XA HQI CHU NGHIA VIET NAM
_— Dgc lap - Tw do - Hanh phic

S6: /QD-BCT Ha Ngi, ngay......-thdng... ... ndm ...

QUYET PINH

; " A 2
V& VIEC cuueureenererrisscsnnananees . verreseceesssesnsonsserassenssasans

BQ TRUONG BQ CONG THUONG

Cén cir Nghi dinh 189/2007/ND-CP ngay 27 thang 12 nam 2007 cua
Chinh pht quy dinh chuc nang, nhiém vu, quyén han va co céu t& chirc ctia Bo
Céng Thuong;

OF: ¢ 1 o1 SOUTUR TR e, :
Theo dé NENTCUA coiiiiiiiiiiiec e e e ,

QUYET PINH
11T PO e,
DHBU 2u oo et oo eeres e e st et e e r et e e st eaane e et es e es e e aeenenraene
DU e e oottt e s n et er s /

QUYEN HAN, CHUC VU CUA NGUOI KY

Noinhidn:

-Nhu Piéu ..o 3

" ] (chit ky va con dadu)
Luu VT, ... G ..

Ho va tén

Chu thich:

) Nam ban hanh.

@ Trich yéu n6i dung Quyét dinh.

) C4c can cir phap ly dé ra Quyét dinh.

(‘f) N§i dung cua Quyét dinh.

©) Chit viét tit tén ciia don vi chi tri soan thao.



Mau 4.4. Quyét dinh ciia cdc co quan, don vi truc thupc Bo Cong Thuong

BO CONG THUGNG =~ CONG HOA XA HQI CHU NGHIA VIET NAM

TEN CO QUAN, PON vI¥ Pjc 1ap - Ty do - Hanh phuc
S6: /Qp-..%» @ ..., ngay-..... thdng... ... nam .. ...
QUYET PINH
VE VI€C woervvrnnnrersisans B rreemecseenrerassarsssenaresnen
THAM QUYEN BAN HANH

CAN CUT e e ) e, ;

L0814 1 01§ SO TSRS PPN ;

XEE B NI oot en e ,
QUYET PINH:

PIEU Lo T et eee e es e,

DU 2. oottt e e et et st et ee ettt ee e et eneen

DU vt oot eeee et eeeeeeeaeeeeee et seee et st ee et ettt et et eeeeaenee e /

QUYEN HAN, CHUC VU CUA NGUOI KY
Noi nhin:

-Nhu Piéu .......... ;
s G (chit ky va con déu)
- Luu: VT, ...
Ho va tén
Chu thich:

D Ten co quan, don vi ban hanh vén ban.

X - /QD-Tén viét tit ctia co quan, don vi.
3) Dia danh.

“'Nam ban hanh.

) Trich yéu ndi dung Quyét dinh.

©) Cac can cir phap Iy dé ra Quyét dinh.

) Noi dung Quyét dinh.

@) Chir viét tit tén ctia don vi chil tri soan théo.



Mau 4.5. Chi thi quy pham phdp luit ciia B Cong Thuong

BO CONG THUONG CONG HOA XA HQI CHU NGHIA VIET NAM
_— Pic 1ap - Tw do - Hanh phiic

A, n \ aTA: \ S o 1
§6:  /20...77/CT-BCT Ha Néi, ngay...... thang... ... nam ..\V...
CHI THI
~ - 2
V& VI€C..uurrecrrrernrorereanees @) eeeeeeeesereesessesmeessseees
3)
....................................................................................... /.

QUYEN HAN, CHUC VU CUA NGUOI KY

e (chit ky va con ddu)

Ho va tén

Chai thich:

(ONam ban hanh.

@ Trich yéu ndi dung Chi thi.

@ N6i dung cua Chi thi.

® Chir vidt tt tén cha don vi cht tri soan thao.



Mau 4.6. Chi thi cd bi¢t ciia B Cong Thuong

BQ CONG THUONG CONG HOA XA HOI CHU NGHIA VIET NAM
_— Doc 1dp - Tw do - Hanh phic

80: /CT-BCT Ha Néi, ngay... ....thdng... ... ndm ...

CHI THI
V& VI€Currerrrrnrerserseseananaes @) e eeeemnessesesmsssessenens
------------------------------------------------------------- (3)---.-...-.---...0..-.---.-o---------o-----..-----------
....................................................................................... /.
QUYEN HAN, CHUC VU CUA NGUOI KY
Noi nhin:
S (chit kp va con ddu)
Luw VT, &

Ho va tén

Chau thich:

(D'Nam ban hanh.

@ Trich yéu ndi dung Chi thi.

B Noi dung cua Chi thi.

) Chir viét tat tén cia don vi chu tri soan thao.



Mau 4.7. Thong tw ciia B4 Cong Thuong

BO CONG THUONG CONG HOA XA HQI CHU NGHIA VIET NAM
—_— Poc lap - Tw do - Hanh phiic

$6: 2./ TT-BCT Ha Ngi, ngay... ...-thdng... ... ndm ...

THONG TU
()

Can ct Nghi dinh 189/2007/ND-CP ngay 27 thang 12 nam 2007 cua
Chinh phd quy dinh chirc ndng, nhiém vy, quyén han va co céu té chirc cua Bo

Cong Thuong;
Can Cl.ueee e sttt
................................................................................................................... ;
B4 Cong Thuong hudng dan........coocciiiiiiniie e
...................................................................................... nhu sau:
)]
....................................................................................... /.

QUYEN HAN, CHUC VU CUA NGUOI KY

e ; (chit ky va con déiu)

T eeeitteieitcerescinircananny

Luu: VT, ..... ® .

Ho va tén

Chu thich:

' Nam ban hanh.

@ Prich yéu ndi dung Thong tu.

) Can ctr phéap ly dé ban hanh; muc dich (néu c6) va pham vi diéu chinh ctia Théng tu.
(‘_”Nc_“)i dung cua Théng tu.

©) Chir vidt tit tén cua don vi chu tri soan thao.




Mbéu 4.8. Thong tw lién tich ciia B Cong Thuong

CQ CHU TRI - CQ PHOI HQP- "  CONG HOA XA HQI CHU NGHIA VIET NAM
—_— Doc ldp - Tw do - Hanh phic

s6: 2.2 TILT-......7 Ha N6i, ngay...... thng ...... nam .7,
THONG TU LIEN TICH
4
CAN Cleeeeeeeeeeeeeeeeeeeeeneeeenns ettt
------------------------------------------------- (6)--..c---.-----.---...--...-----.A--..A-.---c----‘-"-.---.-.---...-
............................................................................................ /.
QUYEN HAN, CHUC VU QUYEN HAN, CHUC VU
CUA NGUOIKY ™ CUA NGUOIKY 7
(chit ky va con dédu) (chiF ky va con ddu)
Ho va tén Ho va tén
Noi nhdn:
- L VT, 8

Chui thich:

" Tén Co quan chi tri va tén (céc) co quan (t chirc) khac tham gia ban hanh TTLT (Bé Cong
Thuong c6 thé 1a Co quan chi tri hodc co quan phdi hop)

)N#m ban hanh.

) Chir viét tét tén B va tén (c4c) co quan (t8 chirc).

) Trich yéu ndi dung Théng tu lién tich.

) Can ¢t phap Iy ¢ ban hanh; muc dich (néu cé) va pham vi didu chinh cta Théng tu lién tich.

©'Nbi dung ctia Théng tu lién tich.

(7a) Quyén han, chiic vu nguoi ky cia Bo cha tri soan thao TTLT.

(70) Quyén han, chiic vu ngudi ky ciia co quan (t6 chirc) tham gia soan thao.

® Chir viét tht tén cua don vi chu tri soan thao.



MaAu 4.9. Cong vin hanh chinh ciia B4 Cong Thuwong

BO CONG THUONG  CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

Sé: /BCT-.... (D Ha Ngi, ngay... ... thing... ... nam ..\

-----------------------------------------------------

-----------------------------------------------------------

------------------------------------------------------------------------------------------------------------------------------

..............................................................................................................................

..............................................................................................................................

..............................................................................................................................

..............................................................................................................................

..............................................................................................................................

..............................................................................................................................

QUYEN HAN, CHUC VU CUA NGUOI KY

Noi nhdn:
- Nhu trén; (chit ky va con ddu)

Ho va tén

Chu thich:

g8 va ky hiéu Cong van.
@ Ngay théng ndm ban hanh.
) Trich yéu ngi dung Cong van.
(4)Nc_3i dung Coéng van.
) Chir viét tht tén ctia don vi ch tri soan thao.

--------------------------------------------------------

10



Mau 4.10. Céng vin hanh chinh caa cdc co quan, don vi truec thugc By Cong Thuwong

BO CONG THUONG CONG HOA XA HQI CHU NGHIA VIET NAM

TEN CO QUAN, PON vV Poc lap - Ty do - Hanh phiic
Sé R @ , ngay..:... thdng... ... NAM ...
VIV v, R
Kinh gin
-------------------------------------------- (5)l L R N R N R R N Y R Y R TR TN RNy
........................................................................................... /.

QUYEN HAN, CHUC VU CUA NGUOI KY
Noi nhin:

- Nhur trén;
) Lo VT“’) (chit ky va con dd'u)

Ho va tén

Chu thich:

M Ten co quan, don vi ban hanh Céng vin.

@ 84 va ky hiéu Cong van.

) Trich yéu ndi dung Céng van,

@ pia danh, ngay thang ndm ban hanh.

) Noi dung Cong vin.

©) Chir viét tht tén cua don vi chd tri soan thao.

11



Mau 4.10. Cong vin hanh chinh cia cdc co quan, don vi triec thupc B Cong Thuwong

BO CONG THUONG CONG HOA XA HOI CHU NGHIA VIET NAM

O l A A ’

TEN CO QUAN, PON VIV Pdc lap - Tu do - Hanh phiic
S4 [ @ @ , Ngay..: ... thing... ... NAM .o
N B e
Kinh gt
o teeeeeeeteteteeeeerrtaeirrraeerrt—aaatanns ;
(5)

........................................................................................... /.

QUYEN HAN, CHUC VU CUA NGUOI KY

Noi nhin:
- Nhur trén;
:i&ii'-"\'}'f""@"'; (chit ky va con ddu)

Ho va tén

Chu thich:

D Ten co quan, don vi ban hanh Cong van.

@ S8 va ky hiéu Coéng van.

) Trich yéu ndi dung Cdng van.

(/“_t) Dia danh, ngay thang ndm ban hanh.

) Noi dung Cong van.

©) Chir viét tit tén cha don vi cha tri soan thao.

11



Mau 4.11.  Céng viin npi bp ciia cic co quan, don vi triee thupe B

BO CONG THUONG CONG HOA XA HOI CHU NGHIA VIET NAM

o l - -~ 14
TEN CO QUAN, PON vI¥ Déc lap - Tw do - Hanh phic
S6 oiiim, @ G , Ngay... ... thang... ... nAM ...
VIV i, G s
Kinh glri: cooooeveiieieeceiienen, O et
(6)
................................................................................. /.

QUYEN HAN, CHUC VU CUA NGUOI KY

Noi nhin:
TV (chit )

Ho va tén

Chii thich:

" Ten co quan, don vj ban hanh van ban.

) Tén viét tat cia don vi. S8 ndi bo ciia don vi.
@ pia danh, ngay thang nam ban hanh.

® Trich yéu ndi dung.

SINoi nhén,

®) Néi dung van ban.

() Chir viét tét tén cua don vi chu tri soan thao.

can

“ve



Mau 4.12. Vin ban cé tén loai nhw Chwong trinh, Ké hoach, Bdo cado,
To trinh, Dé dn v.v... cua By Cong Thuwong

BO CONG THUONG CONG HOA XA HOI CHU NGHIA VIET NAM
— Doc ldp - Tw do - Hanh phic

Sé: /.....-BcT® Ha N¢i, ngay... ... thang...... nam ...
TEN LOAI VAN BAN®
@)
@sev st T estas s s sacssTesRR RO RERSRNIAREER (5)- - -
................................................ /.

QUYEN HAN, CHUC VU CUA NGUOI KY

Noi nhin:
T o (chit ky va con ddu)

Ho va tén

Chi thich:
D'gd va ky hiéu van ban.
@ Ngay thang ndm ban hanh.
)Tén loai van ban nhu Théng bao, Chuong trinh, Ké hoach, Bo céo v.v...
 Trich yéu ndi dung van ban.
©) NOi dung van ban.
©®) Chir viét tét tén ciia don vi chi tri soan théo.

PESY
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Miu 4.13. Vin bdn cd tén logi nhuw Chuwong trinh, Ké hoach, Bdo cdo,
To trinh, Dé an v.v... cia cdac co quan, don vi truc thupc Bop Cong Thuong

BO CONG THUONG CONG HOA XA HQI CHU NGHIA VIET NAM

TEN CO QUAN, PON VI Péc lap - Tw do - Hanh phiic
S6 [P S ,NgAY...... thdng...... ndm ............
TEN LOAI VAN BAN®
(5)
---------------------------------------------------- (6)-u-n-c-.n-o-----o----o--...c-..--------.-'--.----o--.o-.-o------.-
............................................................................................. /.

QUYEN HAN, CHUC VU CUA NGUO1 KY

Noi nhin:

Ho va tén

Chi thich:

‘D Ten co quan ban hanh véan ban.

2) 5§ va ky hiéu vin ban.

®) bia danh, ngay thang nam ban hanh.

™ Ten loai van ban nhu Thong béo, Chuong trinh, K& hoach, Bdo co v.v...
©) Trich yéu ndi dung vin ban.

® NG§i dung vin ban.

() Chir viét tit tén cia don vi cha tri soan thao.

14



MAu 4.14. Quy ché, Quy dinh ciia Bj Cong Thuwong, cua cdc co quan, don
vi trwee thudc By (Ban hanh kém theo Quyét dinh)

BO CONG THUONG " CONG HOA XA HQI CHU NGHIA VIET NAM
— Dgc 1ap - Ty do - Hanh phiic

QUY CHE (QUY PINH)
................................ (l)...o.lo.-oooao.l.un..n.n.n.n.o....o
(Ban hanh kém theo Quyét Ainh SO oo, ,
ngay ...... thang ...... nam 20........... CUA ..o @ e, )
Chuong
QUY PINH CHUNG
IHEU Lottt e e et e eet e v rerev et es s s et s et aeaeeseeesseseaearreeeesesenens
5111 1 28U O OO RUUUUOROS
Chuong......
5 C-1 TSSO OO
37T SOOI
Chwong ......
31T VOO OO OO

QUYEN HAN, CHUC VU CUA NGUOI KY

(chit ky va con ddu)

Ho va tén

Chii thich:

*) C6 thém tén co quan, don vi truc thudc Bo (nhu miu 4.10) néu la Quy ché, Quy dinh cua co quan,
don vi.

D Trich yéu ndi dung Quy ché, Quy dinh.

)88 va ky hiéu, ngay thang ctia Quyét dinh ban hanh Quy ché, Quy dinh.

15



Méu 4.15.  Thue chi dao cia Linh dgo B, Lanh dao don vi

b A ‘

Ho va tén...... S

g 2
CHUCVU............. @

~ ) ~ ’ - 3
Ha Ngi, ngay... ... thang... ... nam...” ...
, ) 4
Kinh glri: ..o, ) st
&)

........................................................................................... /.

(chit ky)

Ho va tén
CHUC VU

Chai thich:

) Ho tén ngudi viét thu,

@ Chire vu.

® Dia danh, ngay thdng nam viét thu.
(f) Noi nhén.

D)Nc}i dung thu.

16



Maiu 4.16. Céng ham

MINISTRY OF INDUSTRY AND TRADE
THE SOCIALIST REPUBLIC OF VIETNAM

The ...?... of the Socialist Republic of Vietnam presents its compliments to

2 and has the BOMOUT 10, .. .v e vt e e e e

.........................................................................................................

.....................................................................................................

.........................................................................................................

..............................................................................................

The ...°%.... of the Socialist Republic of Vietnam avails itself of this
opportunity to renew to the ...t"... the assurances of its highest consideration./.®’

.............................................

Cha thich:

) Ngay guri védn ban.

@ 35 van ban.

) co quan ban hanh gui van ban (B6 Cong Thuong).
W o quan, t chirc nuéc ngoai nhén vin ban.

(S)ch)i dung van ban.

©® Chi ky cua ngudi gl vao cudi van ban (néu cin).
D Cac co quan, t5 chirc khac.
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Mau 4.17. Céong vin déi ngoai

MINISTRY OF INDUSTRY AND TRADE
THE SOCIALIST REPUBLIC OF VIETNAM

54 Hai Ba Trung Str.,
Hanol,

Vietnam.

Tel: (84-4) 2202222

Fax: (84-4) 8264696
Website: www.moit.gov.vn

Hanoi, (1)

.........................................................................................................

NO: @ .
------------ (3)..-..-n-----tc-o.tc-lu--
Attn: ......... U
Re:......... USRI
Dear ......... s
----- (6)
Yours ,
N
----- (8)
“s e s e N (9) . ..
CClvre, QO
Chau thich:

1 \ . .
(h Ngay ban hanh vian ban.

@) 3§ van ban.

) Dia chi t6 chirc, ca nhin nhan.

4 L - X 4 \ PRI ,
( )Ngll'O‘l trure ti€p giai quyét (trong trudng hop thu gii to chire).

) Trich yéu ndi dung van ban.
“”N(}i dung vén ban.

D Chiy ky cta ngudi giri.

® Ho tén clia ngudi ky.

® Chirc danh cia nguoi ky.
1946 co quan, td chirc khac.

.....................................

...........................................................................
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Méiu 4.18. Gidy moi ciia Bé Cong Thuwong

BO CONG THUONG CONG HOA XA HQI CHU NGHIA VIET NAM

Déc lap - Tw do - Hanh phiic

Sé: /GM-BCT Ha NGi, ngay...... thing ......nam .. V...
GIAY MOI
Kinh giri: oo ) ettt
---------------------------------------------------- (3)--.-------...-.a-..--.--.--.--.o-.n--o-.-..----u-c----.;--'-....
TROTIAN .o e
PHA BIEINZ oottt ettt ettt ettt st et en e
NGO Chul Eriz oo e s s
.................................................................................................... /.
QUYEN HAN, CHUC VU NGUOI KY
Noi nhdan:
) LWVT(4), (chz? ky va con dd'u)

Ho va tén

Chi thich:

) Nam ban hanh.

@) Noi nhan.

3 Noi dung,

@) Chir vidt tt tén cua don vi chu tri soan thao.
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MAu 4.19. Phiéu trinh cia Bé Céng Thuwong

BO CONG THUONG
Ha Néi, ngay... ... thang......nam... ...
PHIEU TRINH
Kinh giri: oo
DPon vitrinh: .o e e e
VAR & EEUNNL oo e e oo r e e e et e e e te e s e e en et e e s oo,
CAcvaAn DAN KEIM the0: .....oooeeineee ettt r e et ee e s e etreaseneearannes

1. Tém tit ndi dung va kién nghi (Y kién cia co quan trinh; Y kién ciia cdc co
quan nha nude c6 lien quan; Y kién cia cdc Vu phoi hop xie y):

2. Ho tén, chir ky va dién thoai Giai quyét ciia Lanh dao B§
cua chuyén vién thu ly:

3. Y kién ciia Lanh dao don vi:

Ky va ghird ho tén Pomit: MatDd  TéimatO Tuyét mat CI
D6 khéin: Khdn O Thueng khdn 00  Héa téc O
Dang lén mang LAN: O Ding lén website: 01 |
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MaAu 4.20. Bin sao vin bin

BO CONG THUONG CONG HOA XA HOI CHU NGHIA VIET NAM
_— Doc lap - Tuw do - Hanh phuc
Sé: 2. JTT-... Ha Néi, ngay... ... thdng...... ndm .......
THONG TU
........................................................................................... /.
BOQ TRUONG
Noi nhin
I (chit ky va con ddu)
-Luu: VT, .........
Nguyén Vin A
BO CONG THUONG @ SAO Y BAN CHINH @
Sb:......... O /SY® Ha N§i, ngay... ... thdng.....ndm ... ...
QUYEN HAN CHUC VU CUA NGUOI KY
Noi nhin: ]
............... (chit ky va con ddu )
RO

Ho va tén

Chii thich:

‘) Hinh thite sao: Sao y ban chinh, trich sao hoéc sao luc.
@ Tén co uan, t& chirc thuc hién sao van ban.
q

(3) S8 ban sao.

mK)’/ hiéu béan sao.



Phu luc §
MAU PHONG CHU TRINH BAY VAN BAN (Font unicode)
VA CAC MAU HUONG DAN TRINH BAY VAN BAN
(Kem theo Quy dinh vé thé thirc va kj thudt trinh bay van ban)

MAu 5.1. Mau font chit trinh bay vin ban

MaAu 5.2. Mau hudng dén trinh bay vin ban hanh chinh.
Miu 5.3. Miu hudng dan trinh bay Quyét dinh.

Miu 5.4. Miu hudng dan trinh bay cong vin néi bo.



"9S,, DYI Mes (7)
wigyd ey nep 00

ueq ugA NIy Ay ‘oS

"eqis O 10p

Ugo 1EP BA DY
3uQp eno 1ep Op
T/1 ugp ¢/1 Sueq
Iep 0p 99 Yupus

‘U3l M BN b1 uenb 00 u) 1oNp AN | (9
. : : ueq UgA
HNVIL HNVD ATNY0OO D10 wsp Sun | ¢1-z1 | BOU W MU yuey ueq uenb 00 U3 -
DONONHL DNOD 09 8ung | ¢[-zl | BOYy U Oyy ugx) dgo uenb 0o Uy, -
| :ugq deo uenb 029 | (q
ugn deo £
ONONHL ONQD 04 wep ‘Bun@ | €1 | Boyur nyy | uenb uenb 00 1y3 Juoyy | (e
ue(q ugA
yuegy ueq uenb 09 WL, T
"onyd ﬁ
yueH - op np
- dgj 20@,, 3uQp
enod 1ep Op Sueq
12p Op 00 “Yupwy
U3l 24 BN al lonp ueq 9y 3uo( | (9
snyd yuey - op Ay, - dg[ 20@ wep ‘Bung | pI-¢1 | uQnyy 0yH onp suo | (q
INVN LHIA VIHON QHD IOH VX VOH ONQOD | wep ‘Sung | g1-z1 | 2oy ul ny) ugn 3uoqg | (e ;
Iy d0nQ | [
nyo oy ugq UeA 203 Y
oy Boy yurw fip I apueny | 03 | Byd 1o ugyd yueyp, LL |

(apoatug) nyo yuof Sunq) uvq upa Avq yury nyo Sugyd “1°s NEIN



(-) Buop Ny
nep yoes Suoyy nyd yurg) Suoyd ugA :m3 yury | sung p1 | 3uony ayp 1o eip 10w o | (e
Av A...CW\/
Wgyo fey ngp 00 m3yury | Sung y1 | Suony nyp 3uQo oyo) ugyu LON | °9
ueq UBA
31y A3 BA S )
10 10p UED JE(T 3uQp nnj uoA 3uns 09 A/A | 3ung 71 | Suonyynypy | ueABugo oyo ndAyolry | (9
oeq INn| w—:«:_u ‘uoyd de) Suod A
uod eyl ey - TB0[ UQ) 02 Ueq UBA
121 301 BUQUY - 0q Upd WIYU 0q €A 3UQD NAP IIIA A | wep ‘Bung | 1 | Suonyy ny) | ugl Suon nak yor ueyd | (q
HLIHD
HNIdG LIXNO wep ‘Sung | S1-p1 | BOY Ul nyy ueq uga 12o[ U9y | (®
uBq UBA OYd NRA
YoLI} BA UBq UBA URL, | G
ugq ugaA
yuey ueq weu ‘guey)
8007 wivu [ 3upyr [0 AD3u 19N DH SupmBN | v1-¢1 | Suenyy nyp ‘Aedu eA yuep eiq |
‘ueq ueaA oeyl
UBOS iA UOp end
129914 UR L () (x) IN-LO€/ 08 3ung €1 | Suenyy nyp YuIyo yuey ugA 3ug) | (9
104-04d/ 108 109-a0/ ‘0S8 3ung €1 | Suony nyn wiqeoueqUEA | (q
1En]
109-a0/L00T/  :9S Sung ¢1 | Suonypy nyp | deyd wéyd Anb ueq uep | (e




‘qe, 10 9| | (-) Buedu
yego mep Jwoq | - - 7| 3un@ | pI€l yoes nep Sugq yupp oYU X | -
.nnﬁuq :.Ob Umowc
ngp 99 1 £y nes (© (@ (e 3Bung |p1-¢1 | Suenyrnypd | oqe My £y Sueq yupp wAIF | -
‘(") weyo ngp dey
9 ugoyy 9s neg . € T 1| 8Suwa@ |-l |3uenyayd V 0s Bugq yuep ugoyy | -
() weys ngp )
00 np os nes
‘diy v os pyD "] 09l | wep ‘Sung | p1-¢1 | SuQny 2YD mig | -
(") weys
ngp 00 ofw
9s nes "qey [0 3|
yogo ngp Buo( | "t T T T | wep ‘Sung@ | p1-¢1 | BOY UL YD | BN BT QS upq yuep OfN | -
:£ ‘wigtp ‘ugoyy “m1p onN | (q
ONNHD HNid@ An0 L
I Suony) wgp Bung | 1 | BuQny ayp Suonyo opoy upyd uf, | (e
:nes nyu
‘qel 10 OBA Seq Greremd .
in| uga ueop eno | V9T £ 95 Buonyj, 3uo) Od “o91A A AeBu  0s .
ugn ngp Suoq - | UBA 3UQO 181 ngu *  * K Fuo)) eno {y3u 9p 19 Sung | p1-¢1 | Suony oyp ugq ugA Sunp 10N | '8
. . : ; ueq ueA
| Ny ONOHL | [NYEDH] [LVINLFANL] (VI | yyop ung | g1 | wouw nup | wno ugwt 6p 6w 0@ | .
(7 weys ngp
Bugq o0y 19y
Funo 1002 1o eip
‘(%) Aeyd weys
ngp Jugq 1yo e :
.08 yuryy,, ugyd ‘reN 3uo@ yun aNdn -
nes Ae3u Suop ‘yuryo el og -
Bugnx «(-) Suop ’ " .
ngp yoes 90 03 yury 3ung p1 | Suonynyp | UL oM Yo Bip rey m D) | (q




oey)
ugos IA uop

‘d3ryBu BuQD) 9§ 98D -

U3 1o ugyu

') 191 U9 (y) (""" n91@ NYN 2poy) ugn NYN - 3ung 11 | Suwony nuyp touoed o eip ea U3l | (q
ugyu Lou,, Sugm3u (ueq uga
nes (:) ngp 00 ‘upyu 1oN ‘wgg z1 | Suomp nyp | 1ond ‘ren ejyd) ugyu oN | (e
oes
ugq ‘ugq ugA ugyu LoN | Of
"NA 2NYd
Suop 1eyd uq
nj oBOY fiA 0O dueoy Any{ nA
3uop end emsd .
1) iA 1 nep jeg wgp ‘Bung | pI-¢1 | Suony nyp Ay1on3uugl oy | (0
ONONYUL NA OHd
09 NYD DQHD QL AA ONONIAL AAIM | wep Bung | pl-g1 | Pod it JUO
S er e wep ‘ung | v1-€1 | BOY UL OYDH
INONYL Od 1L wep ‘dung | v1-€1 | oy ur nyH
QZC\DME.L [NHL wep Sung | p1-¢ | BOY W YD Kerp A3 ozoy qugy
ONONAL 04 1M wegp ‘Sung | p1-¢1 | BOYy W nyp | BNyl Ay 1on3u s ongd | (q
NOHd NYA HNYH ;
ONOQ - YHO wep ‘Fun@ | v1-¢l (3] D2ip
Suoyy) K uenb 00 nep
ONONUL Od wep ‘Sung | p1-¢| | BOY Ul nyp | 3unp 1on3u eno na ony) | (e

:AY Longdu
uQ) 0y BA NA dNY)




ueq uga Aeq yun \»M.E J
yutn ngwi 0oy [ 20p'§00ZURGUEANEW\DHO)) BUOY\SIUBWNO0G AP 3ung 8 | uonyi nyp u.d) ugq ueA Iyo el | €1
yugy
‘ugq ugA Keq 0S'LA jeyd ugq Suodnj os ‘Aew
yuun npw oay (quey 1pyd ugq 95) (7 191A Apui yuep 1Qn3u ug)) 3ung 11 | Suony nyd yuep rondu nAIy £ | 71
IV@ ‘OV9 NTIL NLL V04 ONOHI
3unp s ‘uglq
IVT VAL NIX IHON TOH DNOX wgp Bung | p1-¢ | voyut pyy | oyd 1a weyd ugp gy | 1
duonyj, 3uQ)
ool Wo “0g eno gap Suer - 0g enod 9q 10u Fuew
Susw :Hu E,NM (c0p BOY YUTW NP TA BA NYO NRIA] - § ON| Ny :3(1) end Sudi udip Fudw
UgA 140 Bip 0O NV Suep - 3ung 11 | Suonyy oy ugn ugiq oyd uep yp | (o




MAu 5.2. Mdu trinh bay vin ban hanh chinh

13 in hoa, dimg, dam L [3 in thudng, ding 13 in hoa, dimg, ddm
BO CONG THUONG CONG HOA XA HOI CHU NGHTA VIET NAM

0c 1ap — Tw do — Hanh phiic

LGz\ch lién = 173 tén CQ
Sé: /BCT-VP Ha Néi, ngay thang  ndm 2008
.

13-14 in thutmg, nghiéng

NG 13-14 in thutm, dirng, dim

Gach lién = dong trén

12 in thuémg, ding

Kinh gui:

L {4 in thudmg, dimg J

[3-14 in thuomg, ding

..................................................................................
.......................................................................................................
.......................................................................................................
.......................................................................................................
.......................................................................................................
.......................................................................................................
.......................................................................................................

.......................................................................................................

,: 13-14 in hoa, dung, dam

LIZ in thuong, nghiéng, ddm

TL. BQ TRUONG

CHANH VAN PHONG
Noi nhdn: 1\
.- Nhu trén;

13-14 in hoa, dimg, ddm

................

PRI : (chi¥ ky va con ddu)
- Luu: VT, CCHC.

\ Nguyén Van A

L L1 in thutmg, dimg

L 14 in thuong, ding, ddm




MAu 5.3. Méu trinh bay Quyét dinh

Tl] in hoa, dirng, ddm

v

BQ CONG THUON

Gach lién = 1/3 én CQ

13 in thutmg, dirng

13 in hoa, dimg, dim

v

CONG HOA XA HOI CHU NGHIA VIET NAM
Déc l1ap - Tw do <Hanh phic

Gach lién = dong trén

14-15 in hoa, dirng, ddm

14 in thudng, ding, ddm

Thuong;

13-14 in thutmg, nghiéng

QUYET PINH

BO TRUONG BO CONG THUONG

ooooooooooooooooooooooooooooooooooooooooooooooooooo

13-14 in thuomg, ding, ddm

So: /QD-BC%‘J Noi, ngay thd)/f\g nam ZO(N

13-14 in hoa, dimg, ddm

13-14 in thudmg, dimg

v

Cén cir Nghi dinh 189/2007/ND-CP ngay 27 thang 12 nam 2007 cua Chinh
phll quy dinh chirc ning, nhiém vy, quyén han va co cdu td chirc cia B6 Cong

LOF: Vs 1ol 1 SR ;

Xét dé nghj cta

'7 13-14 in thuong, ding, ddm

v

Diéu 1. (N6i1 dung)

13-14 in hoa, ding, ddm

|7I3—l4 in thuome, dime J

P RO U 2t oot e

12 in thuong, nghiéng, dam

No’inh‘ﬁn :
- Nhu Biéu.........;

.......................

KT. BO TRUONG
THU TRUONG

(chit ky va con ddu)

Nguyén Vin A

13-14 in hoa, dimg, ddm

\

( 13-14 in thuong, ding, dam




MAu 5.4. Mdu trinh bay cong vin nji bp.

13 1 hoa, dimng, khdng dam

13 in hoa, dimg, dam

V

w CONG THUONG

VAN PHONG

Gach lién=1/3 tn DV

/[BCT-VP

13 in thuong, ding

13 in hoa, ding, dam

v

CONG HOA XA HOI CHU NGHIA VIET NAM

Ha N¢i, ngay

13-14 in thuong, dirng, ddm

12 in thuong, dimg

14 in thuong, dimg T

...............

...............

6c 1ap — Tw de — Hanh phiic

thdng
A

13-14 in thudmg, nghiéng

ndam 2008

Gach lién = dong trén

......................................................................................................

......................................................................................................

......................................................................................................

......................................................................................................

......................................................................................................

......................................................................................................

......................................................................................................

12 in thuomg, nghiéng, ddm

/

Noi nhin:
- Nhu trén;

b

- Luu: VT, CCHC.

N

I'l in thuémg, dirng

CHANH VAN PHONG

13-14 in hoa, dimg, ddm

(chit ky)

Nguyén Vin A

13-14 in thuong, dimg, ddm






