
I:TY BAN TRUNG UCNG 
MAT TRAN TO QUOC VIET NAM 

BAN THUbNG TRVC 

S 2260/QD-MTTW-BTT 	 Ha A T0i, ngay 05 thong 11 nom 2018 

QUYET DINH 
Ye viec ban hanh Quy dinh yO the loaf, tham quyen ban hanh, the thin va 

U, BAN CO VIET NA . 	h bay van ban caa Uy ban Mat tran TO quOc Viet Nam cac cap 111104- 1 n  
A'  S6* 	ogg 	  

DEN Ngay:?.8./&..ify`!:9  
BAN THIYONG TRUt 

AN TRUNG trONG MAT TRAN TO QUOC VItT NAM 

uat ban hanh van ban quy pham phap luat nom 2015; 

Can cir Luat Mat tan T8 que:tc V* Nam narn•2015; 

Can dr Nghi dinh s8 110/2004/ND-CP dam 2004 cila ChInh ph8 ve cong tac 

van thu; 

Can cir TA an phat tri8n cong tac van thu, ltru tru Dang va to chirc chinh tri-

xa hoi giai doan 2018-2025, tam nhin den nom 2035 cila Van phong Trung uang 

Dang; Huang dart s8 48-I-EDNPTW ngay 11/3/2015 cila Van phong Trung uang 

Dang ve' cong tac van thu trong cac ca quan cita to chirc chinh tri- xa h8i; 

Can cir Thong to s8 01/2011/TT-BNV ngay 19/01/2011 dm BO N8i vu 

huang dan the thirc va ky thuat trinh bay van ban hanh chinh; 

Can cir Dieu le MTTQ V* Nam khoa VIII, nhi'e'm kS12014 - 2019; 

Can cir vao Quy ch6 hoar dOng cua Uy ban, Doan Chil tich, Ban Thuang 

truc Uy ban Trung uang MTTQ Viet Nam khoa VIII, nh*n kY 2014 - 2019; 

Xet de nghi cila Van phong ca quan t:13,  ban Trung uang Mat tan T8 qu8c 

Viet Nam, 

QUYET 

Dieu 1. Ban hanh kern then Quyt dinh nay Quy dinh ve the load, 

tham quyen ban hanh, the thirc va ky thuat trinh bay van ban cila Uy ban Mat tan 

T8 qu'oc Viet Nam cac cap, g8m 6 chuang, 20 dieu. 

LONG HOA XA HQI CHU NGHTA. VIVT NAM 
Di?c lap - Tty do - flanh phtic 



Dieu 2. Quytt dinh nay cif) hieu ltrc thi hanh ke tir ngay 1c57. 

Dieu 3. Cac den.* chi trong Ban Thuemg truc, lanh dao cac ban, don vi, 

Chanh Van phong ca quan, can b0, cong chirc, viOn chtzc, nguei lao d(')ng thui)c 

ca quan Uy ban Trung uang Mat trlan To queic Vi't Nam, Uy ban Mat tan To quoc 

V* Nam cac cap chiu trach nhiem thi hanh Quytt dinh 

Noi nhijn: 
- Nhu dieu 3; 
- Cue Lim tit VPTW Dang; 
- Cue VAn thu va Itru tit Nha nuac; 
- Ltru VTLT. 

1:JY BAN MTTQ VI .BT NAM 
TiNH QUANG NAM 

VAN PHONG 

St): /1166 /SYBC-VPMTI'Q 

No'i nhein: 
- BTT f.Jy ban MTTQ V* Nam tinh; 
- BIT Uy ban MTTQ Vi't Nam cap huAn; 
- Ltru VT. 

SAO Y BAN CHiNH 

Quang Nam, ngay G43 thong 61 nom 2019 

CHANH VAN PHONG 

( )I A 

ft4 

thing `I' 



uY BAN TRUNG IJONG 	CONG HOA xA ITOI CHU NGHIA VI T NAM 
MAT TRAN TO QUOC VIBT NAM 	WO lap - Tu. do - Hanh pinic 

BAN THIXONG 
Ha N0i, ngay 05 thang 11 nam 2018 

QUY DINH 
Ye the loai, thAm quyen ban hanh, the fink va ky thuat trinh bay 

van ban caa Uy ban M4t tran To quOc Vi4 Nam cac cap 
(Ban hanh kern theo Qu.)4t clinh so: 2260/QD-MTTW-BTT ngay 05/11/2018 

etia Ban Thziling true Uy ban Trung wang MTTQ Viet Nam) 

Chuang I 
NIDENG QUY DINH CHUNG 

Dieu 1. Pham vi dieu chinh va doi ttrOng ap dung 

1. Pham vi dieu chinh: Quy dinh nay huong dan ve the loai, thdm quyen ban 

hanh, the thuc va ky thuat trinh bay van ban caa 03/ ban Mat tan TO quec (MTTQ) 

Viet Nam cac cap. 

2. Doi tugng ap dung: Quy dinh nay ap dung dei vOi Uy ban MTTQ Viet 

Nam cac cap. 

3. Yeu cdu: Van ban ciia Uy ban MTTQ Viet Nam cac cap phai bao dam sir 

thong nhdt, deng be ve the loai, thdm quyen ban hanh, the thirc va ky thuat trinh 

bay van ban. 

4. Trach nhiem cua ca nhan 

- Ngtrei Ic)',  van ban,pfitk.chlu trach nhiem ve the loai, tham quyen ban hanh. 

- Chanh Van pllorig hoac ngueri dugc giao phu trach cong tac van Thong CO 

trach nhiem tham muu ve the loai, thdm quyen ban hanh va xem xet, kiem tra ve 

the thirc, 1(y thuat trinh bay van ban tnroc khi ban hanh. 

- Can be, nhan vien dugc giao soan thao van ban có trach nhiem de xuAt ve 

the loai, thdm quyen ban hanh va thuc hien thang cac quy dinh ve the thuc va ky 

thuat trinh bay van ban. 

Dieu 2. Van ban va hg thong van ban 

1. Van ban caa Uy ban MTTQ Viet Nam cac cap la loai hinh tai lieu dugc 

the hien 1-YAng ngon_ngil viet tieng Viet hoac tieng nuec ngoai (del yeti met so van 

ban d6i ngoai) de ghi lai hoat deng cea ivrg tan TO quac Viet Nam,' do Uy ban 

MTTQ Viet Nam cac cap ban hanh hoac phi hop ban hanh theo quy dinh ciaa phap 

luat, Dieu le Mat tan TO quec Viet Nam va quy dinh cua Ban Thuarng trvc, Doan 

Chu tich, Uy ban Trung ucrng MTTQ Vi4 Nam. 



2. He thong van ban cua Mat trap TO quOc Viet Nam la ton bo cac loai van 

ban dm dai hOi va Uy ban MTTQ Viet Nam cac cap dugc  sir dung trong cac hog 

dOng tir cap Trung ucmg den ca 
Dieu 3. Nguyen tac ban hanh van ban 
Uy ban MTTQ Viet Nam cac cap ban hanh van ban phai phil hap vai chirc 

nang, nhiem vu, quyen han cua minh. Ngon ngfr sir dung trong van ban bao dam 
van phong trong sang, chinh xac, de hieu, de thgc hien, phil hop vgi the loai, thim 
quyen ban hanh, the thirc va Icy thuat trinh bay van ban theo quy dinh. 

Dieu 4. Sira deli, be sung, bai bo van ban 
1. Van ban cua Uy ban MTTQ Viet Nam cac cap chi dugc sira dOi, bo sung, 

thay the, bai bo bai chinh ca quan ban hanh van ban hoac cap ten c6 thim quyen. 
2. Khi ban hanh van ban mai phai ghi r6 nOi dung sira dOi, bo sung, thay the, 

bai bó van ban, not dung cua van ban da ban hanh trai hoac khong con phii hap; 
dOng thai c6 the sira doi, bo sung, thay the hoac bai bo not dung cua mot so van ban 
khac do cimg mot co quan ban hanh. 

Chuang II 
THE LOAI VAN BAN CUA UY BAN 

MAT TRAN TO QUOC VItT NAM CAC CAP 
Dieu 5. The loai van ban 
The loai van ban la ten g9i cua tong loai van ban phi' hgp vai tinh chit, not 

dung va muc dich ban hanh cua van ban. Cac the loai van ban chii yeu cua Uy ban 
MTTQ Viet Nam cac cap bao 

1. Dieu Ie Mat tran TO quoc Viet Nam 

La van ban xac clink ton chi, .muc dich, chirp nang,.nhiem vq,_c_ac,nguyentic 
ve to chirc, hog dOng, co ciu 	chirc cua Mat tan TO qulic Viet Nam va trach 
nhiem, quyen han cua cac thanh vien trong Mat tan TO quOc Viet Nam. 

2. Chuvng trinh hanh deng 

La van ban the hien nhang not dung co ban ve muc tien, chuong trinh hog 
dOng cua to chirc Mat tr'An TO quOc Viet Nam cac cap trong nhiem kS,  hoac de trien 
khai thgc hien cac chu truong, nghi quy& cua Dang, Nha nude va Mat tan TO quoc 
Viet Nam. 

3. Quy che, chuvng trinh phei hqp 

LA van ban xac Binh nicii dung, trach nhiem, quyen han, nguyen tic, thoi gian 
phi hop gitta Uy ban MTTQ Viet Nam cac cap vai mot hoac nhieu ca quan tham 
gia nhim thgc hien muc tieu, nhiem vu chung. 
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4. Nghi quyat 

La van ban ghi lai nhirng guy& clinh da dugc thong qua sau khi da hiep 
thuang dan chi tai Dai hei, cac Hei ngh1 Uy ban, Doan Chu tich, Ban Thuang tnrc 
va cac hei ngh1 khac. 

5. Nghi quyet lien tich 

Nghi guy& lien tich gifia Uy ban Thuang vu Quac hei ho4c Chinh phd va 
Doan Chu tich Uy ban Trung uang MTTQ Viet Nam la van ban quy pham phap 
luat da quy dinh chi tit nhi-mg van de dugc luat giao. 

6. Van ban doi ngo4i 

LA loai van ban dugc thong qua gift mg tan T6 quac Viet Nam \Tod met 
hoac nhieu quac gia, to chi.rc nuac ngoai; ten dm van ban theo thong le quac ta. 

7. Kien nghi 

LA van ban cda Mat tran gfri tad Dang, cac ca quan MIA nuac phan anh 
nhang y kian cda to chic Mat tran hoac cda nhan dan, yeu cau xem xet, giai quyat 
hoac tra led theo cac quy dinh cdaphap luat. 

8. Tuyen bo 

LA van ban dUng de chinh thdc cong 1)6 lap truang, quan diam, thai de cda 
Mat tran T6 quac Viet Nam va met sr kien, sit viec quan tr9ng. 

9. Loi keu goi 

La van ban cda Mat tan T6 qu6c Viet Nam dung a hieu trieu, keu g9i hoac 
deng vien m9i nguai thut hien met nhiem vu hoac hue:mg dng met chit' truang cua 

Dang, Nha nuac, Mat tran T6 quac Viet Nam. 

10. Quyet dinh 
La van ban ban hanh hoac bai b6 cac quy cha, quy dinh, quyat dinh cu tha ve 

thuc hien chit truang, chinh sach, to chdc be may, nhan sit thuec pham vi, quyan 
ban cda Uy ban MTTQ Viet Nam cac cap. 

11. Quy the 
La van ban xac dinh nguyen tac, trach nhiem, quyan han, cha de va. la 16i lam 

viec dia. Doan CIDA tich, Ban Thuang tnrc, tJ' y ban MTTQ Viet Nam va ca quan Uy 
ban MTTQ Viet Nam cac cap. 

12. Quy dinh 
LA van ban xac Binh cac nguyen tae, tieu chuan, thd tuc va cha de cu the cfra 

met linh vvc cong tac nhat dinh. 

13. Thong cao 

LA van ban dung da ding be; ye met sr kien, met sit viec quan tr9ng. 
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14. Thong tri 

La van ban chi dao, giai thich, huong dan Uy ban MTTQ Viet Nam cac cap, 
cac to chirc thanh vien thuc hien dieu le, chucmg trinh hanh d6ng, phong trap, nghi 
quyet, quyet 	hoac to chdc thuc hien mOt nhiem vv, van ban cu the; la van 
ban de trieu tap Dai hOi, cac h6i nghi, hoat dOng lon cda MTTQ Viet Nam. 

15. Huirng dan 

La van ban giai. thich, chi dan viec to chirc thuc hien mot nhiem vv, not dung 
cu the. 

16. Thong bat) 

La van ban dung de thong tin ve mOt van de, mot su viec cu the de' cac 
co quan trong he thong Uy ban MTTQ Viet Nam cac cap, cac to chirc thanh vien, 
cac don vi, ca nhan có lien quan biet, thuc hien hoac phi hop trien khai thuc hien. 

17. Ban cao 

La van ban phan anh ket qua hoat dOng cua Uy ban MTTQ Viet Nam cac 

cap, cac to chirc thanh vien theo dinh kS7 hoac d6t xuat; dung de tuamg trinh mot de 

an, van d& su viec nhat dinh. 

18. Ke hoach 

La van ban dung de xac dinh mvc dich, yeu can, chi tieu cua nhiem vv can 

hoan thanh trong khoang theri gian nhat dinh va cac bien phap ve to chdc, nhan sv, 

co. so. vat chat can thiet de thuc hien nhiem vu do. 

19. De an 

La van ban dung a trinh bay có he thong ve mot ke hoach, giai phap thuc 
hien mat nhiem vv, mOt van de nhat dinh de cap co than quyen phe duyet. 

20. Tix trinh 

La van ban dUng de thuyet trinh, giai thich ve mot de an, du an, mOt van de, 

mot du thao van ban a cap den xem xet quyet dinh. 

21. Cong van 

La van ban dung a tmyen dat, trao dOi cac cong viec cu the trong qua trinh 
thuc hien chdc nang, nhiem vv cling nhu cac hoat dOng lchac cua Uy ban MTTQ 

Viet Nam cac cap. 

22. Chtrcrng trinh 

Chuong trinh la van ban dUng a trinh bay, sap xep town b6 nhimg viec can 
lam dOi voi mOt anh vvc cong tac hoac tat ca cac mat cong tac cua Uy ban MTTQ 
Viet Nam cac cap theo mat trinh to nhat dinh, trong mot thari gian cu the. 
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23. Bien ban 

La van ban ghi chep din bien, y kien phat bieu va y kien ket luan cua Dai 

hei, hei nghi, cac cuec hop, c6 xac nhan cua cha toa, thu kr va cua nhfing nguoi c6 

lien quan. 

24. Ketlu4n 

La van ban ghi lai y kien chinh thdc caa tap the, ca nhan lanh dao ve nhang 

van de nhat Binh hoac cha truang, bien phap xir ly cong viec cu the. 

25. Dkr an 

Dv an la van ban trinh bay c6 he theng ve du kien each tilde thgc hien cac 

mpc tieu rieng biet trong gigi han ve nguen lire, ngan sach, thai gian da dugc xac 

dinh truck de trien khai chuong trinh, de an, ke hoach cong tac da de ra cua Uy ban 

MTTQ Viet Nam cac cap. 

Dieu 6. Mot so van ban hanh chinh khic 

1. GiAy gieri thi@i 

La van ban dung a gied thieu can be, cong chdc, vien chat va ngfroi lao 

dOng trong co quan, don vi khi di giao dich, lien he cong tac \Teri co quan, to 

chic Ichac. 

2. Gia),  chirng nh4n 

La van ban do ca quan, to elide c6 to each phap nhan cap cho met to chdc 

ho5c ca nhan de xac nhan met van de nao do. 

3. GiAy moi 

La van ban caa co quan, to chdc clang a mgi tap the hoac ca nhan tham dp 

met hoat Ong, sir kien sap dugc to chdc. 

4. Gia'y di duirng 

La van ban do ca quan, to chdc cap cho can b'e, ding chdc, vien chtrc, ngfroi 

lao deng dugc CI:r di cong tac lam van ban xac nhan cong vu va la phuong tien de 

thanh toan cac the de cong tac phi theo quy dinh. 

5. Hgp &Ong 

La van ban xac nhan sir thoa thuan giaa ca nhan voi co quan, to chdc hoac 

giira cac ca quan, to chdc trong viec thgc hien met nhiem vu cu the. 

6. Thu cong 

La van ban khong chinh thac cua nguei ddng dau co quan, to chdc vgi nguoi 

thing dau ca quan to chdc khac hoac de tham hoi, chac mimg, cam an, chia 

cr6i vai ca nhan, ca quan, to chac. 
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7. Phieu trinh giai quy'et ding viac 
La m'L van ban hanh chinh cua ca quan Uy ban MTTQ Viet Nam cac cap de 

trinh xin y kien lanh dgo xem xet phe duyet hoc ky ban hanh cac the loci van ban 
cua Uy ban MTTQ Viet Nam cac cap. 

Chuang III 
THAM QUYEN BAN HANH VAN BAN CUA UY BAN 

MAT TRAN TO QUOC VIVT NAM CAC CAP 

Dieu 7. Cac co' quan lanh d4o MTTQ Viet Nam cap Trung *rung 

1. D4i hOi d4i bieu toan quOc 1\44t tr4n To quific Viet Nam ban hanh 

- Dieu le MTTQ Viet Nam 	- Lei keu g9i 

- Chuang trinh hanh dang 	 - Thong bao 

- Nghi quyat 	 - Quy the 

- Th6ng cao 	 - Chuang trinh 

- Kin nghi 	 - Bien ban 

- Tuyen bo 	 -Bao cao 

2. Uy ban Trung trong M4t tr4n TO quOc Vi?t Nam ban hanh 

- Nghi quyat 	 - Quy dinh 

- Chuang trinh hanh ding 	 - Thong bao 

- Kien nghi 	 - Thong tri 

- Thong cao 	 - Bao cao 

- Tuyen b'c') 	 - Ter trinh 

- Lei keu g9i 	 • - COng van 

- Quyat dinh 	 - Bien ban 

- 1111'.y" Lin 8 	 -De an; Dv an 

- Ke hoach 	 - Van ban do'i ngoai 

- Huong dan 	 - Kat Juan 

- Chuang trinh 

3. Doan Chi' tich Uy ban Trung trong MTTQ Viet Nam ban halal 

- Nghi quyet 	 - Quyat dinh 

- Nghi quyat lien tich 	 - Quy the 

- Chuang trinh hanh clang 	 - Quy dinh 

- Chuang trinh hoc quy the phi hop - Thong bao 

- Chuang trinh 	 - Thong tri 

- De an; Dt.r an 	 - Bao cao 

- Kin nghi 	 - Ta trinh 

- Thong cao 	 - Bien ban 
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- Tuyen b6 
	

- Cong van 

- Lei keu g9i 	 - Ket luan 
- Ke hoach 	 - Van ban doi ngoai 
4. Ban Thuirng trtrc Uy ban Trung trung MTTQ Vi4 Nam ban hanh 
- Quyet dinh 	 - Hu&ng dan 

- Chuang trinh, quy the phi hop 	- Thong ban 
- Tuyen b6 	 - Thong cao 

- De an; Du an 	 - Bac) cao 

- Van ban d6i ngoai 	 - Ka hoach 

- Kien nghi 	 - Tuyen b6 

- Ket luan 	 - TO.  trinh 

- Quy the 	 - Chuong trinh hanh dng 
- Quy dinh 	 - Bien ban 

- Thong tri 	 - Cong van 

- Nghi guy& 	 - Chuong trinh 

- The 	 - Hop d6ng 

Dieu 8. Cac ccr quan Ifinh d4o MTTQ Viet Nam eh tinh, thanh phi; trirc 
thui)c Trung uo•ng (Sau day g9i tat la cap tinh) 

1. Pal hoi d4i bieu Mat tran To qui;c _Viet Nam cap tinh ban hanh 

- Nghi quyet 	 - Quy the 

- Lei keu goi 	 - Thong bac) 

- Chuang trinh hanh Ong 	- Chuong trinh 

- Kien nghi 	 - Bao ca.° 

- Bien ban 	 - Quy dinh 

2. Uy ban Mat tran To qui;c Viet Nam eh) tinh ban hanh 

- Nghi quyet 	 - Quy dinh 

- Chuang trinh hoac quy the phi hop - Thong bao 

- Chuong trinh hanh d6ng 	 - Th6ng tri 

- Ke hoach 	 - Bao ca.() 

- Lei keu g9i 	 - Te trinh 

- Kien nghi 	 - Bien ban 

- Quyet dinh 	 - Cong van 

- Quy the 	 - Huong dan 

- Chuang trinh 	 - De an; Du an 

- Van ban d6i ngoai 	 - The 
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3. Ban Thirong trtyc Uy ban MTTQ Viet Nam cap tinh ban hanh 
- Quyet dinh 	 - Bac, cal) 
- Kien nghi 	 - Ke 110.ch 
- Kat Juan 	 - Da an, du an 
- Quy the 	 - Ter trinh 
- Quy dinh 	 - Chuang trinh 

- Huang an 	 - Bien ban 
- Thong tri 	 - COng van 
- Thong ban 	 - Chucmg trinh hoac quy cha phi hop 
- Nghi. quyat 	 - Hop dang 
- Chuang trinh hanh deng 	 - The le 

- Thong cao 
Dieu 9. Cac co' quan lanh d4ty MTTQ Viet -Nam cap quan, huyen, thi xa, 

thanh phi') thuOc tinh (San day pi tat la cap huyen) ban hanh 

1. Dai hOi M4t tran TO quific Viet Nam cap huyen ban hanh 

- Nghi quyat 	 - Thong bac) 

- Lori keu goi 	 - Chuang trinh 

- Chuang trinh hanh dang 	 - Kin nghl 
- Quy the 	 - Bien ban 

- Bao cao 	 - Quy dinh 

2. Uy ban M4t tran To quOc Viet Nam cap huyen ban hanh 
- Nghi quyat 	 - Thong bao 

- Lei keu goi 	 - Thong tri 

- Chuang trinh hanh deng 	 - Bao cao 

- Kian nghi 	 - Ta trinh 
- Quyat dinh 	 - Bien ban 

- Quy cha 
	

- Cong van 

- Quy dinh 	 - Huang an 

- Ke hoach 	 - Kat luan 

- Chuang trinh phi hop 	 - Chuang trinh 

-De an; Du an 	 - Van ban dai ngoai 

- The le 	 - Quy cha phi hop 



3. Ban Thtrong trtyc Uy ban MTTQ Vi?t Nam cap huy?n ban hanh 

- Quyet dinh 	 - Bao cap 

- Kien nghi 	 - Ke hoach 

- KL luan 	 - De an; Du an 

- Quy ch6 	 - Tie trinh 

- Quy dinh 	 - Chuang trinh 

- Huang an 	 - Bien ban 

- Thong bao 	 - Cong van 

- Nghi quyet 	 - Hop clang 
- Chuang trinh hoac quy the phi hop - The le 

- Chuang trinh hanh deng 	 - Thong tri 
Dieu 10. Cac ca quan Faith dao MTTQ Vi't Nam cap xa, phuirng, thi 

tran (Sau day goi tat la cap xa) ban hanh 

1. Dai hai Mat tran TO quOc Vi't Nam cap xa ban hanh 

- Nghi quyet 	 - Chuang trinh 

- Chuang trinh hanh deng 	 - Kien nghi 

- Quy the 
	

-Bien ban 

- Thong bao 	 - Bao cao 

2. Uy ban Mat tran TO quiic Vi't Nam cap xa ban hanh 

- Nghi quyet 

- Chuang trinh hanh dOng 

- Kien nghi 

- Quyet dinh 

- Quy the • 

- Quy dinh 

- keu g9i 

- Chuang trinh hoac quy the phi hap 

- Thong tri 

- Ket Juan 

- Thong bao 

- Bao cap 

- Ter trinh 

- Bien ban 

- COng van 

- Huong dan 

- Ke hoach 

- Chuang trinh 

- De an; Du an 

- Van ban dai ngoai 

3. Ban Thuirng trtyc Uy ban Mat trait TO quOc Vi4 Nam cap xa ban hanh 

- Quyet dinh 	 - Ke hoach 

- Kien nghi 	 - To' trinh 

- Quy the 
	 - Chuang trinh 

- Quy dinh 	 -Bien ban 

- Thong bao 	 - C 'Ong van 
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- Bao cao 	 - Led keu g9i 

- Huang an 	 - Ke hoach phi hop hoat Ong 

- 'Thong tri 	 - Nghi guy& 

- Ket lulan 	 -De an; Du an 

- The le 	 - Hap clang 

4. Ban Cong tac Mat tr'in khu dan ctr ban hanh 
- Nghi quyat 	 - Bao cao 
- Chuang trinh 	 - Bien ban 
- To.  trinh 	 - Cong van 
-Ke hoach 	 - Man nghi 

Dieu 11. Cic ban, doll vi; cic Hei clang tir van, ban chi dp, to cong tic 
ban hank 

- Chuang trinh 	 - Quy the 
- Quyet dinh 	 - Quy dinh 
- Ke hoach 	 - Te trinh 
- Bao cao 	 - H9p dung 
- Thong ban 	 - Cong van 
- Huang an 	 - Bien ban 
- Kien nghi 	 - Ket 1u4n 
- De an; Du an 	 - Nghi guy& 

Dieu 12. Quy dinh khic 

1. Ngoai thAm quyen ban hanh cac the loai van ban da-  neu teen, cac ca quan 
thuc Uy ban ML trt‘n TO quac Viet Nam cac cap dugc ban hanh mat so van ban, g 
hanh chinh khac dirge neu tai Dieu 5 caa Quy dinh nay. 

2. Trong dive tin cong tac, dai vai cac the loai van ban chua dugc quy dinh 
trong th"Ln quyen, de nghi I:1y ban MTTQ Viet Nam cac cap bao cao xin y kien 
Uy ban MTTQ Viet Nam cap tren truc tiep. 

Chiming IV 
THE THI:J'C VAN BAN CUA fri7  BAN MAT TRA: N 

TO QUOC 'VIET NAM CAC CAP 

Dieu 13. The thirc van bin ciia Uy ban MTTQ Viet Nam cac cap 
The thdc van ban' cua Uy ban MTTQ Viet Nam cac cap dugc Ban Thuong 

truc Uy ban Trung trang Mat tr4n To quac Viet Nam quy dinh thong nhL thuc hien 

trong town he thOng bao gam plan ma au, phA.'n not dung va phLi ket thtic, dugc 

trinh bay dung quy dinh de bao darn gia tri phap ly va gia tri thuc tin cila van ban. 
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Dieu 14. Cie thanh phan the thfrchat bui)c 
Cac van ban cila Uy ban MTTQ Viet Nam cac cap khi ban hanh phai co day 

du cac thanh phan the thirc sau: 
1. Quee hieu. 
2. Ten ca quan ban hanh van ban. 
3. Se, ky hieu van ban. 
4. Dia danh, ngay, thing, nam ban hanh van ban. 

5. Ten loai van ban va trich yeu nei dung. 

6. Phan nei dung van ban. 
7. Chirc vu, h9 ten, chirk)",  cua nguoi ce tham quyn. 
8. DL ca quan ban hanh van ban. 

9. Nai nhen. 
Dieu 15. Cie thanh phin the thfrc 136 sung 
Ngoai cac the thirc bat buec dirge quy dinh tai Dieu 13, d6i voi timg 

van ban cu the, tuy theo nei dung va tinh chat, eó the be sung cac thanh phan the 

thiie sau: 
1. Dau chi mire do mat (met, t6i met, tuyet met). 

2. DL chi mire 0 khan (khan, thugng khan, hem tee). 

3. Cac chi din ve pham vi phe bien, ban thao, tai lieu hei nghi. 

4. Cac thanh phan the th*c be sung do ngueri 14r van ban quyet 

Chuang V 
THUAT TRINH BAY VAN BAN CUA UY BAN 

MAT TRAN TO QUOC V1tT NAM CAC CAP 

Dieu 16. Giii Oriel) hr ngir 

1. KS,' thuet trinh bay_van ban bao gam k-y thuet trinh bay nei dung van ban 
va k5r thuet trinh bay hinh thirc van ban. 

2. KY thuet trinh bay nei dung van ban gam: k5r thuet trinh bay be cue chung 
ciia van ban; ky thuet trinh bay be cue phan, chuang, muc, dieu, khoan, diem; each 
dat cau, each sir dung nem ngir trong van ban. 

3. Ky thuet trinh bay hinh thuc van ban gom: kho giay, kieu trinh bay, dinh 
le trang van ban, vi tri trinh bay cac thanh phan the thirc, phong chir, ca chit, kieu 
chir va cac chi ti6t trinh bay khac dirge thue hien theo huong clan va cac phi. lye 
ban hanh kern theo Quy dinh nay. 

4. xy thuat trinh bay van ban nay chi ap dung vii cac van ban chi dap, 
hirong din cua tJ" y ban MTTQ Viet Nam cac cap, Ichong ap dung doi voi van ban 
dirge in thanh sach, in tren bao, tap chi va cac loai an pham khac. 
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Dieu 17. Khe giay, kieu trinh bay, dinh re, pilling chi', danh se trang 

van ban 
1. Khe giAy: Ban gOc van ban dugc trinh bay trill giAy MI6 A4 (210mm x 

297mm). Cac kich thuot nay dugc phep sai se 0,2 mi-li-met (mm). 

2. Kieu trinh bay: Van ban hanh chinh dugc trinh bay theo chieu dai cda 

trang giay khe A4 (dinh huong ban in theo chieu dai). Truong hgp not dung 
van ban c6 cac bang, 'Dieu nhung khong dugc lam thanh cac phu lug rieng thi 
van ban c6 the dugc trinh bay theo chieu reng tea trang giay (dinh huong ban in 
theo chieu Ong). 

3. Dinh le trang van ban 

Trang van ban c6 khe 1e nhu sau: 

Le ten: Cach mep tren tir 20 - 25mm; 
Le dugi: Cach mep dugi tir 20 - 25mm; 
Le trai: Cach mep trai tir 28 - 35mm; 
Le phai: Cach mep phai tir 15 - 20mm. 
4. Phong chic Phong chit sir dung trinh bay van ban la phong chit tieng Viet, 

kieu chit Times New Roman cda be ma k3"/ to Unicode theo tieu chuan Viet Nam 
TCVN 6909:2001. 

5. Dinh so trang van ban: Trang cda van ban gem nhieu trang dugc danh 
so thd to bang chic se A-rap lien tuc tir trang thin nhat (hoac trang thin hai) den trang 
cuai cda van ban, .6 gida theo chieu ngang trong phan le dugi cda van ban. 

Dieu 18. Vi tri, each trinh bay cac thanh phAn, the thfrc, not dung 
van ban 

1. Quoc hieu 
1.1. Quac 	"CONG HOA XA. HOI.  CHU NGHIA VIVT NAM" 

1.2. Tieu 	"Doe lap - Tir do - Hanh phiic" 

1.3. Cach trinh bay: 

- Quec hieu dirge trinh bay bang chit in hoa, co chit 13, 14, kieu dui dimg, 
dam va a phia tren ciing, ben phai trang dau tien cda van ban. 

- Tieu ngir dugc trinh bay bang chit in thuong, ce chit 14, kieu chit dimg, 
dam va 6. lien phia dugi Quec hieu; chu cai dau cua cac cum to dugc viet hoa, giva 
cac cum tir c6 gach ngang nho; phia dugi c6 duong ke ngang, net lien, c6 de dai 
bang de dai cda &mg chit (thong Ice bang the de underline). 

- Quec hieu va tieu ngii dugc trinh bay each nhau deng don (Single). 

CONG HOA XA HOI CHU NGHTA V1tT NAM 
Dec lap - Tkr do - H4nh ohne 
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2. Ten co' quan ban hanh van ban 
2.1. Ten ca quan ban hanh van ban: La ten dm ca quan có them quyen ban 

hanh van ban can cir theo quy dinh cUa phap luat, phai la ten g9i chinh tithe va phai 
dugc ghi day dU. Ten ca quan ban hanh van ban bao gem ten cila ca quan chu quan 
cep ten true tiep (neu co) va ten cila co quan ban hanh van ban. 

2.2. Cach trinh bay: Ten ca quan chd quan cep tren true tiep dugc trinh bay 
bang chit in hoa, chit 13, 14, kieu chu dimg, khong dam. Vi du: 

UY BAN TRUNG UONG 
1\44T TRAN TO QUOC VIET NAM 

VAN PHONG 

- Ten ca quan ban hanh van ban dugc trinh bay bang chit in hoa, co chit 13, 
14, lcieu chit ddng, dem; phia duoi có duel-1g Ice ngang, net lien (khong ke bang the 
de' underline), có de dai bang de dai cua clang chit. Vi du: 

UY BAN TRUNG LAING 
MAT TRAN TO QUOC VIVT NAM 

UY BAN MAT TRAN TO QUOC VIFT NAM 
THANH PHO CAN THO' 

UY BAN MAT TRAN TO QUOC VIVI' NAM 
HUYtN VAN GIANG 

- D6i ved cap Trung uang, trinh bay ten: "Doan Chd tich", "Ban Thuong 
true", "Van phong va cac Ban, don vi..." thanh met &mg rieng a phen: "Ten ca 

quan ban hanh van ban". Vi du: 

UY BAN TRUNG Lr0NG 
MAT TRAN TO QUOC VIET NAM 

BAN THVONG TRI1C 

SO: 22/TB-MTTW-BTT 

UY BAN TRUNG UQNG 
MAT IRAN TO QUOC VI- T NAM 

VAN PHONG  

SO: 22168/MTTW-VP 

- Dei vai Mat tren cac tinh, thanh phe, ten co quan ban hanh van ban la: 
"uy ban Mat tren TO quec Viet Nam tinh..." va "Ban Thuarng true y ban Mat ten 
To quec Viet Nam tinh..." dugc trinh bay nhu sau: 
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+ Van ban do Uy ban MTTQ Viet Nam tinh ban hanh thi ghi: "Uy ban 

Mat tan To quec Viet Nam tinh..,". 

+ Van ban do Ban Thuong trvc ban hanh thi ghi ten ca quan chu quan o ten 
la "Uy ban Mat tran To quec Viet Nam tinh..." va o duoi ghi la "Ban Thuong 

tnrc". Vi 

UY BAN MAT TRAN TO QUOC VItT NAM 
TINH BAC GIANG  

Se: 03/NQ-MTTQ-UB  
UY BAN MAT IRAN TO QUOC VIET NAM 

TINH QUANG TRI 
BAN TH!1ONG TRIIC 

03/QD-MTTQ-BTT 

- Del \Teri van ban cua the ban, dan vi tivc thuec Uy ban MTTQ cap tinh 
trinh bay nhu the thirc van ban cua cac ban, dcm vi trvc thuec ca quan Uy ban 
Trung uang MTTQ Viet Nam (da co vi du & tren). 

- Neu ten ca quan ban hanh van ban dai cif) the trinh bay thanh nhieu clang 
hoac viet tat theo quy dinh tai van ban thanh lap, quy dinh chirc Wang nhiem vu, 
quyen han va ca cau to chirc be may. 

- Del von Uy ban MTTQ Viet Nam cac cap, khi trinh bay ten ca quan ban 
hanh van ban, co the viet tat cum tir "Mat tan re quec" thanh "MTTQ". Vi du: 

UY BAN MTTQ VIVI' NAM 
TINH HAU GIANG  

UY BAN MTTQ VIET NAM 
XA CUXU CAO 

- Trueng hop van ban do Wei &Mg hoac Ban Chi dap cua Dang, Nha nu6c, 
Ban Chi dao cap tinh ban hanh ma mg tran To quec Viet Nam tham gia lam 
Truerng ban, Pho Trueng ban, Chu tich hoac Pho Chu tich Hei deng thi phai sir 
dung ten van ban cua Hoi deng hoac Ban Chi dao cua Dang, Nha nuec, Ban Chi 
dao cap tinh. 

Vi du: Van ban Bao cao cua Ban Chi dao Trung uang Cuee van (Icing 
"Nguai Viet Nam tru tien dimg hang Viet Nam" do Lath dao Uy ban Trung uang 
MTTQ Viet Nam 1c3', voi to cach thay mat Ban Chi dao Trung uang cuec van deng 
dugc trinh bay nhu sau: 
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BAN CHI DAO TRUNG U'ONG 
CUQC VAN BONG "NGU'dI VIET NAM 

UV TIEN DUNG HANG VIET NAM" 

SO: 01/BC-BCDTWCVD 

3. SO, 14 hieu cua van ban: SO, ky hieu cua- van ban bao gom so thir tit, ten 
loai van ban, co. quan ban hanh van ban. 

3.1. So cua van ban: La se thir to dang 1c3'T van ban tai van thu cua ca quan 
ban hanh van ban. So cua van ban dupe ghi bang chit so A-rap, bat dau tir so 01 
cho moi loai van ban va dugc ghi lien tuc trong mat nhiem kST Hai hai cua MTTQ 
Viet Nam the cap. Nhiem kST hoat dung nay dugc tinh to ngay lien ke sau ngay be 
mac Dai hai lan nay den het ngay be mac Dai hOi lan k6 tier). 

3.2. KY/ hieu cua van ban: Bao gam chit viet fit ten loai van ban theo bang 
chit viet tat ten loai van ban va ban sao kern theo Quy dinh nay (Phu luc V); chit 
viet tat chirc danh tap-  the, ten ca quan ban hanh van ban bao dam cu the, ngin gpn, 
de hieu, dung quy 

- KST hieu chirc danh tap the, ten ca quan ban hanh van ban d6i vbi Mot tr'an 
Trung uang dugc ghi "MTTW"; d6i yeti Mat tran cac cap a cac dia phucmg dupe 
ghi "MTTQ". Vi du: 

+ Nghl quyet cua Uy ban Trung ucmg MTTQ Viet Nam ban hanh dugc ghi 
nhu sau: SO. 	/NQ-MTTW-UB; Nghl quyet cua UST ban MTTQ Viet Nam cac 
cap ban hanh dugc ghi nhu sau: SrO 	/NQ-MTTQ-UB. 

+ Thong tri -cua Ban Thming trgc uy ban Trung trong MTTQ Viet Nam ban 
hanh dugc ghi nhu sau: SO. 	/TT-MTTW-BTT; Thong tri cua Ban Thuong 
trvc UST ban MTTQ Viet Nam cac cap a cac clia phuang ban lath dugc :ghi .nhu 
sau: SO' • 	/TT-MTTQ-BTT. 

3.3. Cach trinh bay: 
- So, ky hieu cua cac van ban dugc sap xep theo thu to nhu sau: So thir to 

cua van ban/Ten viet tat dm loai van ban - Ten viet tat cua cox quan ban hanh van 
ban - Ten cap hay don vi ban hanh van ban (thu to sap xep nay dugc viet lien nhau, 
Ichong each chit); 

- So, k)'T hieu cua van ban dupe data giita dual ten ca quan ban hanh 
van ban. 

- Tir "S6" dugc trinh bay bang chit in thuong, at chit 13 hoac 14, kieu chit 
dung; sau to "SO" c6 dau hai cham; con so in dam, vai nhitng so nh6 hors 10 phai 
ghi them s6 0 phia truck. 

- KST hieu cua van ban dirge trinh bay bang chit in hoa, c6 chit 13 hoac 14, kieu 
chit dimg. Vi 	S6: 12/1-1D-MTTW-BIT; So: 26/BC-MTTW-VP; S6: 17/HD- 
MTTQ-BTT; S6: 21/13C-MTTQ-VP. 
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- Truong hop cac 110i dOng, Ban Chi dao... dugc sir dung con clau cira ca 
quan de ban hanh van ban va Hei dOng, Ban chi dao duge ghi la ca quan ban hanh 
van ban thi phai 1ay so cua HO dOng. Vi du: Quyet dinh so 01 cira Hei d6ng thi 
tuyen cong chirc ca quan Uy ban MTTQ Via Nam Thanh phO Ha NOi dugc trinh 
bay nhu sau: 

1:IY BAN MAT TRAN TO QUOC VIET NAM 
THANH PHO HA NO 

MN BONG THI TUYEN CONG CHUG 

So: 01/QD-HDTTCC 

4. Dia danh va ngay, thing, nam ban hanh van bin 

4.1. Dia danh ghi tren van bcin: Dia danh ghi ten van ban la ten g9i chinh 
thUc cira don vi hanh chinh (ten rieng cua tinh, thanh pha tryc thuec Trung uang; 
huyen, quan, thi xa,-tha.nh phO thuec tinh; xa, phuong, thi tan) nai ca quan Uy ban 
MTTQ Viet Nam cac cap dong try so.; dOi vbi nhimg don vi hanh chinh dugc dot 
ten theo ten ngueri, bing chit so hoac sir kien lich sir thi phai ghi ten g9i day du cila 
don vi hanh chinh do. Cu the: 

- Ca quan Uy ban Trung uang MTTQ Via Nam c6 try sar dong tren dia ban 
Thanh phO Ha _Nei thi ghi: 

- Ca quan UST ban MTTQ Viet Nam cap tinh trirc thuOc Trung uang c6 try so.  
&Mg tren dia ban tinh, thanh phO (Try.c thur5c Trung uang) nao thi ghi theo ten 
hanh chinh cira tinh, thanh phO d6. Vi du, c6 try ser tai thanh phO Nha Trang, Khanh 
Hoa thi ghi: Khcinh Hoa,... 

- Co.  quan UST ban MTTQ Viet Nam cap huyen c6 try so dong ten dia ban 
quan, huyen, thi xa, thanh phrO thuec tinh thi ghi theo ten hanh chinh cira quan, 
huyen, thanh phO do. VD CO try s& tai huyen Gia Lec, tinh Hai Ducmg ghi: 
Gia Lb2c, 

- Ca quan Uy ban MTTQ Viet Nam cap xa c6 try sa dong tren dia ban xa, 
phuerng, thi tan, thi tir... nao thi ghi theo ten hanh chinh cua xa, phuemg, thi tan, 
thi tir d6. Vi du, c6 try ser tai phueng Hang Bong, quan Hoan Kiem, Thanh phiS Ha 
Nei thi ghi: Hang Bong, ... 

- Truing hop dia danh ghi tren van ban cila ca quan thanh phO thuec tinh ma 
ten thanh phO trimg voi ten tinh thi ghi them hai chit thanh pH; (TP.). Vi du.: Van 
ban cila ca quan y ban MTTQ Via Nam thanh phO Ha Tinh (Tinh Ha Tinh): TP. 
Ha TT/1h, Van ban cila Uy ban MTTQ Via Nam thanh pha Hai Duang (Tinh Hai 
Duang): TP. Hai Dwang,... 

4.2. Ngay, thOng, nam ban hanh van ban: La ngay, thing, nam van ban dugc 
ban hanh. 
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4.3. Cach trinh bay. 

- Dia danh va ngay, thang, nam ban hanh van ban phai dugc via day du, dat 
canh Oita 	Quec hieu; trinh bay bang chit in thirong, ca chit 14, kieu chit 
nghieng, thang hang voi dung se, ky hieu van ban; sau dia danh c6 dan phay. Cac 
se chi ngdy, thang, nam dimg chit se A-rap; d6i vgi nhiing se chi ngay nh6 han 10 
va thang 1, 2 phai ghi them se 0 b truck. Vi du: TP. Ha Chi Minh, ngay 08 thang 
02 nam 2018; Binh Thuan, ngay 16 thang 4 nam 2018. 

5. Ten loai va trich yen not dung dm van ban 

5.1. Ten loci van ban: La ten cila tirng loai van ban do ca quan ban hanh 
(quyet dinh, ke hoach, bao cao, thong bao, to trinh, thong tri va cac load van -ban 
khac, trir cong van, cong thu). Khi ban hanh van ban den phai ghi ten loai, trir ding 
van, Gong thu. 

5.2. Trich ye'u not dung caa van ban: La met cau ngan g9n hoac met cum tir 
phan anh khai quat nei dung chit yeu ciia van ban. 

5.3. Ccich trinh bay: Ten loai van ban dugc dat giita (can d6i a gifra thing) 
bang chit in hoa, co' chit 15 hoac 16, kieu chit dimg, dam. 

- Trich yeu nei dung ten loai van ban dugc dat gifra, ngay dtroi ten loai van 
ban, bang chit in thuong, c6 chit 14, kieu chit &mg, dam. Vi du: 

BAO CAO 
Ging tac Mat trait thang 2 nam 2018 

- Dei vgi van ban dugc ban hanh kern theo thi nei dung chit thich ve viec ban 
hanh van ban kern theo dugc dat trong ngoac don, kieu chit nghieng, co chit 14 va 
dat canh gifra lien dugi ten van ban. 

QUY CHE 
Hoat Ong citaty ban Trung trong, Doan Chit tich, 

Ban Thireng true Uy ban Trung trong Mat tran TO gale Viet Nam 
(Ban hanh kern theo Nghi quyeft so 01/NQ-MTTW-UB 

ngay 12 thang 3 nam 2018 caa U) ban Trung trung Mat tran TO quoc Vift Nam) 

- Trich yeu nei dune cilia cong ̀van dugc trinh bay ngay clued so, ky hieu 
cila van ban, sau chit viet tat "V/v" (ye viec) bang chit in thuemg, co' chit 12, kieu 
chit ddrig. 

• 
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Y BAN MAT TRA:N TO QUOC WET NAM 
THANH PHO CAN THO 
BAN THIXONG TRVC 

Sa: 68/MTTQ-BTT 
V/v to chic "Mang cao dit•'m vi nguai ngheo nam 2018" 

6. 1N(ii dung va 136 cue van ban 
6.1. NOi dung van ban: La thanh phan chi yeu cila van ban. N'9i dung van 

ban phai bao dam nhimg yeu cau ca ban sau: 
- Phu hop vai hinh thirc van ban .dugc sir dung. 
- Phu hgp vii chi truang, &Tong 16i cua Dang, chinh sach, phap lust cua Nha 

nuoc; cac chi truong ding tac cna Mat tean. 
- Dugc trinh bay ngan gun, fa rang, chinh xac.. 
- Sir dung ngon ngfr viet ciia van ban hanh chinh, each din dat don gian, de 

hieu. Dimg tir ngit,tieng Viet Nam ph6 thong (khong dung tir 	dia phuong va tir 
ngu nuesc ngoai neu khong thuc sit can thiet). D6i yeti thuat ngir chuyen mon can 
xac dinh ro nei dung thi phai dugc giai thich trong van ban. 

- Chi dugc viet tat nhung tir, cum tir thong dung, nhfing tir thu9c nem ngir 
tieng Viet a hieu. Doi voi nhung tir, cum tir dugc sir dung nhieu lan trong van ban 
thi có the viet tat, nhung cac chit viet tat lan dau cua tir, cum tir phai dugc dat trong 
dau ngoac don ngay sau tix, cum tir do. 

- Khi vien dan lan dau van ban c6 lien quan, phai ghi day du ten loai, s6, 1c)',  
hieu van ban, ngay, thang, nam ban hanh van ban, ten co quan, to chic ban hanh 
van ban, trich yeu nei dung van ban (doi v&i lust va phap lenh chi ghi ten loai va 
ten cila lust, phap lenh). Vi du: "... dugc quy dinh tai Nghi dinh s6 110/2004/ND-
CP ngay 08 thang 4 nam 2004 ciia Chinh phi ve cong tac van thu"; trong cac Ian 
vien din tiep theo, chi ghi ten loai va so, IcT hieu cua van ban do. 

- Viet hoa trong van ban hanh chinh dugc thgc hien theo quy dinh hien hanh. 
6.2. Bo cuc czia van ban: 
- Thy theo the loai va not dung van ban de 19a ch9n b6 cuc phi hap. Co the 

c6 phan can dr a ban hanh, phan ma dau va co the dugc b6 cue theo phan, 
chuong, muc, dieu, khoan, diem hoc dirge phan chia thanh cac phan, nave tir ion 
den nho theo met trinh to nhat dinh. 

- D6i vai cac hinh thirc van ban dugc b6 cue theo phan, chuong, nave, diet' 
thi phan, chuong, 'nue, 	phai co tieu 

6.3. Ccich trinh bay: 
- Phan nei dung (ban van) dugc trinh bay bang chi in thuang, ca chit 14; Ichi 

xu6ng dung, chit dau d6ng phai phai lui vao 1,27cm (1 default tab); khoang each 
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gifra cac don van (paragraph) dat tei thieu la 6pt; lchoang each gicra cac dung hay 
each dung (line spacing) ch9n tei thieu tir each dung don (single line spacing) hoac 
to 15pt (exactly line spacing) trer 18n. Doi vbi nhiing van ban al phan can dr a ban 
hanh (vi du nine Quyk dinh) thi sau moi can cir phai xueng dung, cuei dung c6 dau 
"cham phay"; rieng can dr cuei ding ket thiac bang dau "ph'ay". 

- Truemg hap neli dung van ban dugc bo cpc theo phan, chuong, muc, dieu, 
khoan, diem thi trinh bay nhu sau: 

+ Phan, chuong: Ti "Phan", "Chuang" va s6 thir to cua phan, chuang dugc 
trinh bay tren mot dung rieng, can giita, bang chit in thuemg, ca.  chit 14, kieu chit 
dirng, dam. S6 thir to cua phan, chuong dung chit so La Ma. Tieu de cua phan, 
chucrng dugc dat ngay duai, can giita, bang chit in hoa, ca chit 14, kieu chit dung, 
dam. 

+ TV "Mpc" va s6 thin to cua muc•ducc trinh bay teen mot dung rieng, 
canh giva, bang chit in thuong, ca chit 14, kieu chit dung, dam. So thu to cua mpc 
dung chit s6 A - rap. Tieu de cua mpc dugc trinh bay canh gida, bang chit in hoa, 
ca chit 14, kieu chit dUng, dam. 

+ Dieu: Tir "DiL", se thit to va tieu de cua dieu dugc trinh bay bang chit in 
thuOng, ca chit bang ca chit dia. phan 16i van la 14, kieu chit dimg, dam. So thir to 
cua dieu dung chit se A-rap, sau s6 thit to c6 dau cham. 

+ Khoan: S6 thir to cac khoan trong moi dieu dung chit se A-rap, tiep theo la 
dau cham, ca chit bang ca cua phan lei van la 14, kieu chit &mg. 

+ Diem: Thir to cac diem trong moi khoan dung cac,  chit cal ti'eng Vi8t theo 
thu to abc, sau co dau cham, bang chit in thueng, ca.  chit bang ca chit cua phan 
van la 14, kieu chit &mg. 

7. Quyn h4n, chtic vu cua nproi ky 

7.1. Quyn hqn cua ngu.64 195: Dugc thgc hi8n nhu sau: (1) Tnrang hop 14r 
• thay mat tap the thi phai ghi chit viet tat "TM." (thay mat) vao truorc ten tap the 
lanh dao hoac ten co quan. Cu the: Van ban dm fly ban MTTQ Vi8t Nam cac cap 
thi Chia tich, Pho Chia tich fly ban MTTQ Viet Nam cac cap dugc de ky thay mat 
(TM.); Van ban cua Ban Thu6ng true thi Chia tich, Ph6 ChU tich va cac fJy vien 
Thuang- true Uy ban MTTQ Viet Nam cac cap dugc 6 ky thay mat (TM.); cac 
chic danh khac dugc fly quyen thi de k3'r "Thiral8nh" (TL.). Vi du: 
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TM. TTY BAN TRUNG TJCNG 
MAT IRAN TO QUOC VIE: T NAM 

  

 

TM BAN1HUONG 	1RI)C 
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- Trueng hqp kV thira lenh thi phai ghi chir viet tat "TL." (thira lenh) vao 
tnrarc chdc vu cua ngueri clang ddu ca quan, don vi, vi du: 

TL. BAN THEfoNG TRIIC 

- Doi vo i cac ca quan, don vi t,ruc thuec Uy ban MTTQ Viet Nam cac cap 
dugc quy dinh lam viec theo ca che thd tnrong thi cap ph6 dugc 14,  thay cap 
truong; trugng hop cap ph6 dugc giao phi trach thi thnc hien nhu cap ph6 kV thay 
cap tnrong, vi du: 

KT. CHANH VAN PHONG 
PHO CHANH VAN PHONG 

7.2. ChUv vu cua ngirdei 

- Chdc vu ghi tren van ban la chirc vu lanh d4o chinh thdc cua nguoi V van 
ban trong ca quan. '<hong ghi lai ten co quan, trd cac van ban lien tich, van ban do 
hai hay nhieu ca quan, to chdc ban hanh; viec kV thay, kV thira lenh do ca quan quy 
dinh cu the lodng van ban. Vi du: Chu tich; Pho Chu tich - TOng Thu V; Pho Chu 
tich; Chanh Van phong... 

TM. UY BAN TRUNG YONG 
MAT TRAN TO QUOC VMT NAM 

CHU TICH 

TM. BAN THIJONG TRTYC 
PHO CHU TICH - TONG THir KY 

  

- Chdc vu (chdc danh) cua ngirei V van ban do Hei dong hoc Ban Chi dag 
cua bang, Nha nuck ban hanh ma Milli dao M4t tan lam Truong ban hgac Pho 
Tnremg ban, Chu tich hoc Ph6 Chu tich Hei c/13ng, khi giai thich chdc vu M4t trdn 
thi trinh bay in thuong khong dam va Tat clued ten cua nguoi kV. Vi du: 

TM. BAN CHI DAO TRUNG tiONG 
CUOC VAN BONG 

PHO TRIXONG BAN THIXONG TRTXC 
(Chic' ky, dau cua ca guar! 

Uy ban Trung uvng M4t tr "(in To quoc ViOt Nam) 
Nguyen Van A 

Ph6 Chu tich - Tong Thu V 
Uy ban Trung uang MTTQ Viet Nam 
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KT. TRUONG BAN 
PHO TRU'ONG BAN 

(Chic kji ddu mkt Uyban 
Mat trap To quoc Viet Nam tinh ...) 

TrAn Van B 
ChU tich Uy ban MTTQ Viet Nam tinh... 

KT. CHO TICH HOT DONG 
PHO CHU TICH HOT BONG 

(Chic ky, dau cria Uy ban 
Mat tr4n To quoc Viet Nam tinh ...) 

Phm Thi H 
Pho Chu tich Uy ban MTTQ Viet Nam tinh... 

7.3. Ccich trinh bay: 
- Cac chit viet tat quyen han nhu: "TM.", "KT.", "TL." hoac quy4n han 

va chi.rc vu cua nguai 14 dirge trinh bay chit in hoa, co chit 13 ho4c 14, kieu chit 
thing, khong dam. 

- HQ ten ciia. nguai V van ban duce trinh bay bang chit in thuang, c& chit 14, 
ldeu chit dung, dam, dirge dat canh gala so vai quyen han, chi:re vu cua ngueri 14. 

- Chit 14 cua nguoi co thdm quyen dirge trinh bay tai 8 so 7c (Phn. lac I). 
-,H9 ten dm nguai V van ban, hoc ham, hoc vi (neu co khi 14 van ban lien 

quan den hoat dOng khoa hoc hoac dao tao) dirge trinh bay tai O so 7b (Phu lac I). 
8. frau clia ccr quan ban hanh van ban (Dugc trinh bay tai O so 8, Phu lac 

I), xac nhan phap nhan, tham quyn cua ca quan ban hanh van ban. Khoang each 
kV va dong ddu khoang 4,3cm. Dau dong ten van ban phai dung chi'eu, ngay ngan, 
ro rang va tram Ian 1/3 chit ,I4 o phia -ben tsai. Mgc dau c6 mau da tuai theo quy 
Binh cna BO COng an. 

- Chit 14, the tilde a 14 va dau ciia lien ca quan ban hanh dirge trinh bay 
ngang hang. Ca quan chit tri ban hanh dugc trinh bay es vi tri ben phai. 

- Dau giap lai dugc dong vao lchoang giita mep phai cda van ban hoac phn 
Inc van ban, tram len mot phan cac ter gidy; moi dau dong giap lai VIM da 05 trang 
van ban. 

- Dau treo cna van ban dirge dong o vi tri phia b8n trai, duoi s6, kV hiau van 
ban. Ddu treo thuang dong cho cac van ban c6 gia tri la mot phdn khong tach red 
cua van ban chinh. Vi du: Phu lac, bieu mdu s6 lieu kern theo... • 

9. Noi nh'n 
9.1. Ncri nh4n: Xac dinh nhiing ca quan, to chirc, don vi va ca nhan nhan van 

ban va co trach nhiam de xem xet, giai quyet; de thi hanh; de kiem tra, giam sat; de' 
bao cao; a trao d6i ding viac; de biet va de hru. 
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- Nai nhan phai dugc xac dinh cu the,trong van ban. Can cu quy dinh cua 
phap luat; can cu chirc nang, nhiem 	quyen han cua ca quan va quan he cong 
tic; can cu yeu cau giai quyet cong vigc, dan vi hoac ca nhan chu tn soan thao c6 
trach nhiem de xuat nhimg ca quan, to chirc, dan vi va ca nhan nhan van ban trinh 
nguai ky van ban quyet dinh. 

- D0i vgi van ban chi gfri cho mot so doi tugng cu the thi phai ghi ten timg 
ca quan, to chdc, ca nhan nhan van ban; dai voi van ban dugc gfri cho mot hoac 
mot so nhom d6i tugng nha.'t dinh thi nai nhan dugc ghi chung. Vi du: 

+ Cac BO, ca quan ngang BO, ca quan thuec Chinh ph0; 
+ UBND cac tinh, thanh ph0 tivc thuOc TW; 
+ Uy ban MTTQ Viet Nam cac tinh, thanh ph0 tnxc thuOc TW; 
- Doi vgi nhang van ban c6 ghi ten loci van ban, nai nhan bao gOm tir "Nai 

nhan:" va phan li'et ke cac ca quan, to chirc, dan vi va ca nhan nhan van ban. 
- Rieng dOi v&i ding van hanh chinh, nai nhan bao 	hai phan; phan 

"Kith?. gti" (o so 9a - Phu lu.c I) va phan "Nhu ten" (a , 9b - Phu luc I); tiep theo 
la phan 	ke cac ca quan, chtc, dan vi va ca nhan khac nhan van ban. 

9.2. Cach trinh bay: 
a. Phan nai nhan tai 0 so 9a dugc trinh bay nhu sau: 
- Tir "Kinh 	dugc trinh bay bang chit in thuang, ca chit 14, kieu chit 

dung; ten cac ca quan, to chirc hoac ca nhan nhan van ban dugc trinh bay bang chi/ 
in thuang, ca chit 14, kieu chit dimg, dam. 

- Sau tir "Kinh 	c6 dau hai cham; neu cong van gti cho met ca quan, to 
chirc hoac mot ca nhan thi tir "Kinh gni" va ten ca quan, to chirc hoac ca nhan dugc 
trinh bay ten ding met thing; truing hgp cong van gni cho hai ca quan, to chirc 
hoac ca nhan tr& len thi xuong dong; ten mOi ca quan, to chirc, ca nhan hoac moi 
nhom ca quan, to chi:1-c, ca nhan dugc trinh bay ten mot d6ng rieng, dan dOng c6 
gach dau d6ng, cuoi (long c6 dau cham phay, cuOi d6ng cuOi cong c6 dau cham; cac 
gach dau clang dugc trinh bay thing hang vgi nhau du&i clan hai cham. 

(2). Phan nai nhan tai 0 so 9b (ap dung chung doi vgi van ban c6 ghi ten loci 
van ban, cong van va cac loci van ban khac) dugc trinh bay nhu sau: 

- Tir "Nai nhan" dugc trinh bay ten mot thing rieng (ngang hang vgi dong 
chit "quyen han, chirc vu cua nguoi 4" va sat le trai), sau c6 dau hai cham, bang 
chit in thuOng, ca chit 12, kieu chit nghieng, dam; 

- Phan liet ke cac ca quan, to chirc, dan vi va ca nhan nhan van ban dugc 
trinh bay bang chit in thuang, ca chit 11, kieu chir dirng; ten mOi co quan, t1-3 chirc, 
don vi va ca nhan hoac moi nhom ca quan, to chirc, dan vi nhan van ban dugc trinh 
bay tren met dOng rieng, dau dong c6 gach clan dong sat le trai, cuOi dong c6 dau 
cham phay; rieng dong cuOi ding bao gem chit "Lou" sau c6 dau hai cham, tiep 
theo la chit viet tat "VT" (Van thu ca quan, to chirc), dau phay, cha viet Cat ten don 
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vi (hoac be phan) soan thao van ban va so lugng ban ltru (chi trong truemg hop can 
thiet), cuOi ding la d'L cham. 

-,Rieng dei voi ding van hanh chinh, co them tir "Nhu tren" ngay gach dau 
dung dau tien !nue nai nhan 	9b); tip theo la phan liet ke cac co quan, to 
chirc, don vi va ca nhan khac nhan van ban. 

10. Dau chi mu'c di) khan, mat: Mau ddu do mat (tuyet mat, toi mat ho4c 
mat) va dau thu hoi doi voi van ban co nei dung bi mat nha nuov dugc thuc hien 
theo quy dinh cira Phap luat v'e bao ve bi mat nha ntrov. Con dau cac de khan có 
hinh chir nhat, tren do, cac tir "hog tee", "thugng khan" hoac "khan" dugc trinh bay 
bang chd in hoa,,  co. chit 14, kieu chit dung, darn va dugc dat can 	trong khung 
hinh chit nhat vin don, co kich thuerc twang Ung la 30mm x 8mm, 40mm x 8mm 
va 20mm x 8mm. 

11. Cac chi dan ve pham vi luu hanh: Doi voi nhiing van ban di pham vi, 
doi tugng dugc phe biL, sir dung han che, sir dung cac chi dgn ve pham vi km 
hanh nhu: "TRA LAI SAU KHI HOP (HOI NGHI)", "XEM XONG TRA LAI", 
"WU RANH NOI BO"... 

- Cac cum tir "TRA LAI SAU KHI HOP (HOI NGHI)", "XEM XONG TRA 
LAI", "LIAJHANH NOI Be"...  trinh bay can d6i trong mot khung hinh chit nhat 
vien don, bang chit in hoa, phong chir Times New Roman, cor chil 14, lci'eu chit 
dimg, dam. 

12. The fink va 1(y thuat trinh bay ban sao: Cac hinh thdc ban sao dugc 
quy dinh tai Quy dinh nay gem ban sao y ban chinh, ban trich sao va ban sao luc. 

- "Ban sao y ban chinh" la ban sao day du, chinh xac nei dung ciia van ban 
va dugc trinh bay theo the thirc quy dinh. Ban sao y ban chinh phai dugc thuc hien 
tir ban chinh. 

- "Ban trich sao" la ban sao met phan nei dung cila van ban va dugc trinh bay 
theo the thirc quy dinh. Ban trich sao phai dugc thuc hien tir ban chinh. 

- "Ban sao luc" la ban sao day &I, chinh xac nei dung cila van ban, dugc thuc 
hien tix ban sao y ban chinh va trinh bay theo the thirc quy dinh. 

12.1. The thity ban sao bao gam: 
- "SAO Y BAN CHINH" hoac "TRICH SAO" hoac "SAO LUC"; 
- Ten ca quan, to chirc sao van ban; 
- SO, ky hieu ban sao (Bao gem so thu to clang ky dugc danh chung cho cac 

loai ban sao do ca quan, to chirc thuc hien va chit viet tat ten loai ban sao theo 
Bang chit viet tat ten loai van ban va ban sao kern theo Quy dinh nay (Phu luc V). 
So dugc ghi bang chit se A-rap, bat dau tir se 01 cho moi loai van ban va dugc ghi 
lien tuc trong mot nhiem ky Dai hei cua MTTQ Viet Nam cac cap). 

- Cac thanh phan the thirc Ichac cila ban sao van ban gem dia danh va ngay, 
thang, nam sao; quyen han, claire vu, h9 ten va chit V ctia nguei co tham quyen; 
dau cua ca quan, to chirc sao van ban va nai nhan. 
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12.2. Cach trinh bay 
- ML chit va chi tit trinh bay cac thanh phan the thirc ban sao dugc minh 

hoa tai Phu luc III; mau trinh bay ban sao duge minh h9a tai Phu luc IV (mau 8) 
kern theo Quy dinh nay. 

- Lau Cac thanh phan the thirc ban sao dugc trinh bay ten ding mot to.  
gidy, ngay sau phan cu6i ding cria van ban can sao dugc photocopy, duoi met 
throng ke net lien, keo dai het chieu ngang cua \rang trinh bay van ban. 

13. Cac_ thanh phAn the thfrc khac dirge trinh bay nhu.sau: 
- Chi dan ve du thcio van ban dugc trinh bay tai 8 s6 12 - Phu luc tit "du 

thao" hoac cum to "du thao 	dirge trinh bay trong mot khung hinh chit nhat 
vien don, bang chit in hoa, co chit 14, kieu chit dimg, darn. 

- Phu luc van ban: Truong hgp van ban co phu luc kern theo thi trong van 
ban phai c6 chi dan ve phu luc d6. Phu luc van ban phai c6 tieu 6; van ban c6 tit 
hai phu luc trot len thi cac phu 10c phai dugc. danh-  s6 thir to bang chit s6 La Ma, tieu 
de (ten) cira phu hie dugc trinh bay tren met dung rieng, canh gifra, bang chit in 
thueng, co. chit 14, kieu chit dirng, dam. 

- Doi 	tong van: Ngoai cac thanh phan duge quy dinh có 	 a. ‘the ba sung dia 
chi co quan, to chdc; dia chi thu dien tir (E-Mail); so dien thogi, so Telex, so Fax; 
dia chi trang thong tin dien to (Website). Cac thanh phan nay throe trinh bay tai ,8 
so 14 (Phu luc I) trang 	nhat cira van ban, bang chit in thuong, 	chit to 11 den 
12, kieu chit dirng, dtrai mot duong ke net lien keo dai het chieu ngang cira vfing 
trinh bay van ban. 

- Doi voi nhung van ban can &coy quan 1j) chat the v'd so luting ban phat hanh 
phai c6 1(}',  hieu nguad danh may va s6 lugng ban phat hanh, dugc trinh bay tai 8 so 
13 (Phu luc I); 1(-3',  hieu bang chit in hoa, s6 lugng ban bang chit so A-rap, ca chit 11, 
kieu chit dirng. 

Mot  
- So d8 b6 tri cac thanh phan the thirc van ban duge minh h9a tai Phu luc s6 I 

(Bao g8m ca phan chit thich) kern theo Quy dinh nay. 
- So do ba tri cac thanh phan the thirc ban sao van ban dirge minh h9a tai Phu 

hic s6 II kern theo Quy dinh nay. 
- ML chit va chi tit trinh bay cac thanh phan the thirc van ban dugc minh 

hoa tai Phu luc III kern theo Quy dinh nay. 
- ML trinh bay met s6 loai van ban va ban sao van ban dugc minh h9a tai 

Phu luc IV kern theo Quy dinh nay. 
- ML ky hieu theo the loai van ban dugc minh h9a tai Phu luc V kern theo 

Quy dinh nay. 
- Viet hoa trong van ban hanh chinh duge thirc hien theo Thong to s6 01 

ngay 19/01/2011 dm. Bo NOi vu, minh hoa tai Phu luc VI kern theo Quy dinh nay. 
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TM. BAN THUONG Int 
CHU TICH 

anh Man 

25 

Chuang VI 
DIEU KIIOAN THI HANH 

Dieu 19. Quy dinh nay có hieti lvc ke tir ngay ky. Mpi quy dinh truoc day 

trai veri Quy dinh nay deu bai bo. Giao Van phong ca quan theo &Pi vies to chirc 
thvc hien Quy dinh thong nhdt trong he tilting lily ban Mat tan To quac Viet Nam 
cac cap va de xuat Ban Thuang tivc sira doi, bay  sung khi can 

Dieu 20. Cac d'ong chi trong Ban Thuong trvc, lath dao cac ban, dcm 
Chanh Van phong Co quan, can bP, cong chirc,_vien cluk, nguo lao d'Png thupc 
co. au0.ni:Jv ban Truna traria Mat tan To cluac Viet Nam, Uy ban Mat tan TP quac 
Viet Nam cac cap chiu trach nhiern trien khai thvc hien Quy dinh nay.  



Phu Ive I 
SO DO BO TRi CAC THANH PHAN THE THfrC VAN BAN 

TREN TRANG GIAY KHO A4 
(Kern theo Quyert clinh 2260/QD-MTTW-BTT ngay 05 thcing 11 nom 2018 ala 

Ban Thitang truv t'Iy ban Trung yang MTTQ Viet Nam) 

Tv 20 CIL 25m 
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Chu thich: 

6 so Thanh phAn the thtic van ban 

1 : Quoc hieu 

2 • Ten co quan, to chirc ban hanh van ban 

3 Se, 14,  hieu ciaa van ban 

4 Dia danh va ngay, thing, nam ban hanh van ban 

5a : Ten loai va trich yeu nOi dung van ban 

5b Trich yeu not dung cong van hanh chinh 

6 : Nei dung van ban 

7a, 7b, 7c Chdc v9, h9 ten va chir ky cud nguei có tham' 	quyen 

8 Dan ctia co quan, to chuc 

9a, 9b Noi nhan 

10a : Dau chi mire de mat 

1 Ob : Dau chi mtic de khan 

11 : Dau thu hei va chi din ve pham vi hru hanh 

12 : Chi an ve du thao van ban 

13 KST hieu ngued danh may va se lugng ban phat hanh 

14 Dia chi co quan, to chirc; dia chi E-Mail; 

dia chi Website; so dien thoai, se Fax (khi can) 



Phu luc II 
SO DO BO TRI CAC THANH PHAN THE THCC 

BAN SAO VAN BAN TREN KHO GIAY A4 
(Kern theo QuyeCt clinh so: 2260 /QD-MTTW-BTT ngay 05 thong 11 nom 2018 ciza 

Ban Thuang tryv Uy ban Trung wang MTTQ Viet Nam) 

20-25 mm 

PHAN CUOI CUNG CIA VAN BAN BOX SAO 

2 1 

30-35 mm 
4 	 0 

3 4 
11--10 

E 
E 

5a © rq 
IA 
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•••I 

6 5c 

5b 

20-25 mm I 

Ghi chti: 
O so 	Thanh phAn the thirc ban sao 

1 	Hinh thirc sao: "Sao y ban chinh", "Trich sao" hoac "Sao hie" 

2 	: Ten ca quan, to chirc sao van ban 

3 	S6, 1c3'T hieu ban sao 

4 	Dia danh va ngay, thong, nom sao 

5a, 5b, 5c : Chirc vu, h9 ten va chfr 1c3'7 cua nguei c6 them quyen 

6 	Dau caa ca quan, to chi:re 

7 	Noi nhan 



Phtj 1vc III 
MAU CHU' VA CHI TIET TRINH BAY THE Tilti'C VAN BAN VA THE THITC BAN SAO 

TT Thank phAn the thtic 
va chi tit trinh bay Loai chicCo•chii Kieu chir 

Vi du minh hoa 

Phena chir  Times New Roman e, 
1 Qu'Oc hien: 

- Queic hieu 
- Tieu ngil 

- Dong ke ben clued 

In hoa 
In thueyng 

13, 14 
14 

Dung, dam 
Dimg, dam 

CONG HOA )CA HOT CHU NGHIA VIET NAM 
Doc 14p - Ttr do - Hanh pink 

2 Ten co•quan ban hanh van ban; 

- Ten ca quan chit quail cap tren true tip 

- Ten ca quan ban hanh van ban 
- Dong ke ben duai 

In hoa 

In hoa 

13, 14 

13, 14 

Dung
u 

Dirng, dam 

Y BAN MAT TRAN TO QUOC VII T NAM 
 

' 
THANH PHO CAN THO 
BAN THVONG TRVC 

3 SO, 14,  hieu caa van ban: In thuong 14 Dirng Se): 15/BC-MTTQ-BTT 

4 Dia dank va ngay, thin 	nom • ban 	
g, 

 hanh van ban: In thuong 14 Nghieng Ha Noi, ngay 28 thong 02 nom 2018 

5 Ten loci va trich yeu nili dung van ban: 
* Dji vii van ban có ten loci 
- Ten lc* van ban 

- Trich y'eu nei dung 

* Doi vii Nglif quA, Quye't dinh 

- Ten co quan ban hanh (trong nOi dung) 

- Ten loci van ban (trong n4)i dung) 

In hoa 
In thuong 

In hoa 

In hoa 

15, 16 
14 

14 

14 

Dimg, dam 
Dirng, dam 

Dirng, dam 

Dung, dam 

BAO CAO 
Cong tic Mat tra'n thing 2 !lam 2018 

UY BAN TRUNG IXONG MTTQ VIET NAM; 
BAN THIXONG TRIM 

17JY BAN MAT TRAN  TO QUOC VIET NAM... 
QUYET NGIII, QUYET DINH: 

*Dai vai tong van 



TT 
A 	X Thanh phan the fink 

va chi Wet trinh bay Loai chi? Ca•chfr Kieu chit 
Vi du minh hoa 

PhOng chic Times New Roman 

Trick yeti nei dung In Chuang 12 Dung V/v phi INT tochirc "Mang cao di6m 
vi nguai ngheo" nom 2018 

* Doi voi van ban duac ban hanh kern theo 

- Ten van ban In hoa 15, 16 Dung, dam QUY CHE 

- Trich yeti nei dung In thuang 14 Ding, dam 
That dOng dm Uy ban Trung Living, Doan Chu tich, 

Ban Thu*ng tri.rc Uy ban Trung irung 
Mat tran TO Quific Vi''t Nam 

(Ban hanh kern theo Nghi quye't so 01/NQ-MTTW-UB 
- Van ban ban hanh van ban kern theo In thuang 14 Nghieng ngay 12 thcing 3 nom 2018 ciia Uy ban Trung Leung 

Mat trOn To quoc Viet Nam) 
6 NOi dung va WO ctic van ban: 

* NOi dung van ban In thirang 14 Dung Thgc hien Ke hooch... 
* Bo cyc van ban: 
- Doi voi hinh thirc van ban dugc bo cuc theo 
phan, chuang, mix, dieu... 
+ Tir "phan", "chuang" va so dad to cilain 
phan, chucmg , Chi

ll 
 g  14 Dung, dam 

x  
Phan I Chircing I 

+ Tieu, de cila phan, chuang In hoa 14 Dung, dam QUY DINH CHUNG QUY DINH CHUNG 

+ Tir "'me va so thir to In thuang 14 Dimg, dam Mtic 1 
+ Tieu de cda mix In hoa 14 Dirng, dam GIAI THICH LUAT, PHAP LtN:l. 

+ Dieu In thuang 14 Dimg, dam Dieu 1. Ban sao van ban 
+ Khoan In thuOng 14 DUng 1. Cac hinh thirc ... 

+ Diem In thuang 14 DUng 1.1. D6i \red .... 

7 Quyitn Ilan, chlic vu dm nguiri ksr 

- Quyen han dia nguai kY In hoa 14 DUng, nhat TM. BAN THUtiNG TRIX I KT. CHANH VAN PHONG 
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TT 
Thank phan the thirc 
va chi tit trinh bay Lo4i chil archil Kieu eh& 

Vi du minh hoa 

Phong chir Times New Roman 

- Chirc vu caa nguari Icf In hoa 14 Dirrig, dam PHO CHANHVANPHONG PHO CHU TICH 

- Ho ten ciia. nguari 14 In thuerrig 14 Dirng, Om A Tran Van A Tran Van B 

8 Noi nhan 
- Tir "Kinh giri" va ten co quan, to chirc, 
ca nhan. 
+ Giri mot not 

+ Gfri nhiau not 

* Do:ivoi nhiing van ban có ghi ten loci van ban: 

- Tir "Nai nhan" 

- Phan liet ke ten co quan, to chirc, ca. 
nhan nhan van ban 

* Rieng deji voi tong van: 

- Tir "Noi nhan" 

- Tip theo co,  to "Nhu tren" va phan liat ke 
ten co quan, to chirc, ca nhan nhan van ban. 

in tnnong  

In thuOng 

In thuarng 

I
n thu6ng 

in tnnong  

14 

12 

11 

12 

11 

Dirng 

c 1 g ." ' 
Nghieng, 

Dirng 

Nghieng, 
am 

Dung 

Kinh giri: BO Tai chinh 
Kinh giri: - BO la ho4ch va DAti ttr; 

- WI Tai nguyen va MOi trtrerng. 

Nai nhan: 

- 1:1y ban MTTQ cat tinh, thank, ...; 
- 	, 
- Luu: VT, TH. 

Nai nhtin: 

- Nhu tree; 
	

- Urn: VT, TCCB. 

9 

10 

Dau chi mire do khan, mat 

- DAu chi mire dO khAn HOA. 

Cac chi clan ye* pham vi Itru hanh 

In hoa 

In thuong 

14 

14 

Dirng, dam 

Dimg, dam 

TOC THTIONG KHAN KHAN 

XEM XONG TRA LAI LUIJ HAM NOI BO 
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"1"1' 
Thanh phAn the thti.c z 
va chi tiet trinh bay 

Loai chi' Co•chir Kieu chic 
Vi duminh hoa 

PhOng chic Times New Roman 

11 Cac thanh phAn the thiic khac: 

- Chi an ve du thao van ban 
In hoa 14 Dimg, dam DV THAO; 	DV THAO LAN 2 

- KY hieu ngueri danh may, nhan ban va so 
ltrang ban 

in thuong  
11 Dung PL.300 

- Dia chi ca quan, to chirc; dia chi In thuemg 11 Dimg 
SO 46 phO Trang Thi, quAn Hoan KiOrn, HA NOi 
DT: (04) XXXXXXX, Fax: (04) XXXXXXX 

E-Mail, Website; so lien thoai, so Fax E-Mail: 	 Website: 

- Phu luc van ban: 

+ T'r "Phu luc" va so thir to dia. phki lkic In thuong 14 Ding, dam Phu lyc I 
+ Tieu de caa phi' luc In hoa 14 Dirng, dam BANG CHU' VIET TAT 
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Pht) hjc IV 
MAU TRiNH BAY VAN BAN VA BAN SAO VAN BAN 

(MOt so mdu the thdc van ban ap dung cho he thong Uy ban MTTQ Viet Nam ccic cap) 

1. Mau trinh bay nghi quyet va quyet dinh 

ML 1.1 - Nghi quyet cila Uy ban Trung uong MTTQ Viet Nam 

ML 1.2 - Nghi quyet ciaa Uy ban MTTQ Viet Nam thanh ph6/tinh/huyen/xa 

Mau 1.3 - Quyet dinh ctia Ban ThuOng trvc tly ban TW MTTQ Viet Nam 

ML 1.4 - Quy dinh tut tiep cila Ban Thuerng trice Uy ban TW MTTQ VN 

Mau 1.5 ,- Quyet dinh cua Ban Thuong ttvc Uy ban MTTQ Viet Nam thanh 
pho/tinh/huyen/xd 

Mau 1.6 - Quy dinh trot tiep ciaa Ban Thuerng trvc Uy ban MTTQ Viet Nam 
thanh phO/tinh/huyen/xa 

ML 1.7 - Quyet dinh (ban hanh quy che, quy dinh) dm Ban Thuerng trvc 
Uy ban Trung uong MTTQ Viet Nam 

ML 1.8 - Quyet dinh (ban hanh quy che, quy dinh) dm Ban Thuong trvc 
Uy ban MTTQ Viet Nam thanh phlo/tinh/huyen/xa 

2. Mau trinh bay van ban hanh chinh 

Mau 2.1 - Van ban khac (duce ban hanh ho4c phe duyet kern theo quyet dinh) 

Mau 2.2 - Thong tri cita Ban Thuong true Uy ban Trung uong MTTQ Viet Nam 

Mau 2.3 - Thong tri cOa Ban Thuong true fly ban MTTQ Viet Nam thanh 
phOttinh/huyen/xd 

Mau 2.4 - Cong van hanh chinh caa Uy ban Trung uong MTTQ Viet Nam 

Mau 2.5 - Cong van hanh chinh ctia Uy ban MTTQ Viet Nam thanh 
phO/tinh/huy'en/xa.  

Mau 2.6 - Cac hinh thirc van ban hanh chinh khac 

3. Mau trinh bay ban sao van ban 

Mau 3 - Ban sao van ban 

4. Mau phieu trinh gidi quyet cong viec 

Mau 4 - Phieu trinh giai quyet cong viec 

5. Mau Thin cong 

Mau 5 - Thu cong de giai quyet cong viec 



Mau 1.1 — Nghi quyet ctia Uy ban Trung trang MTTQ Vqt Nam 

iJY BAN TRUNG IYONG 	CONG HOA xA HO! CHU NGHiA VIVI' NAM 
MAT TRAN TO QUOC VItT NAM 	Doc lap — Tkr do — Honh phile 

S6: /NQ-MTTW-UB 	 Ha NOi , ngiry thcing nam 20... 

NGHI QUYET 
	 (1) 	 

tY BAN TRUNG VONG MAT TRAN TO QUOC VItT NAM 

Can cu Dieu 1 Mat tran TO quOc VW Nam dupe thong qua ngay thang 
nam ...; 

Can cu 	 (2) 	  

QUYET NGHI: 
Dieu 1. 	 (3) 	  

Dieu 2. 	  

Dieu 3. 

Noi nh(m: 
TM. 1:JY BAN TRUNG U'ONG 

MAT TRAN TO QUOC \Orr NAM 
CHU TICH 

- Ltru: VT, .... (4) A.xx (5) 

 

(Chit- ky, ckiu) 

Ho va ten 

Ghi cha:  
(1) Trich yeu nei dung nghi quyet. 
(2) Cac can cu Ichac de ban hanh nghi quyet. 
(3) Nei dung dm nghi quyet. 
(4) Chit vi'et tat ten don vi hoac chU tri scan thao va so luting ban hru,(neu can). 
(5) KY hieu ngueri danh may, nhan ban va lugng ban phat hanh (neu can). 



Mitt 1.2 — Nghi quyet ciia Uy ban MTTQ Vi'Ot Nam thanh pheitinh/huy'On/x1 

UY BAN MAT TRAN TO QUOC VItT NAM CQNG HOA X.A HQI CHU NGITTA VItT NAM 
THANH PHO/T1NH/HUYN/XA...(1) 	DOc 14p — Tv do — Mph phtic 

SO: 	/NQ-MTTQ-UB 	 (2) ,  ngiy 	 thcing 	nom 20... 

NGHI QUYET 
	 (3) 	 

in( BAN MAT TR+N TO QUOC VICT NAM 
THANH PHO/TINH/HTJYtN/Xli...(1)... 

Can cur Dieu 1e M4t trap TO qut)c Viet Nam dugc thong qua ngay 	thong 
nam ...; 

Can cir 	 (5) 	  

QUYET 
Dieu 1. 	 (6) 	  

Dieu 2. 	  

Dieu 3. 

Noi nhejn: 
TM. O BAN MTTQ VI$T NAM 

THANH PHO/TINH/HUY$Naii. (1) 
CHU TICH 

- Luu: VT, .... (7) A.xx (8) 
(Chu 1g, dciu) 

Ho va ten 

Ghi chti:  
(1) Ten thanh phO/tinh/huy'n/xa ban hanh ngln quytt. 
(2) Dia danh. 
(3) Trich yeu MN dung ngh1 quyet. 
(4) Cac can cu Ichac de ban hanh ngh1 quyat. 
(5) NOi dung dm ngh1 quyet. 
(6) Chtt vitt tit ten don vi hoic chit trl sown thao va so luong ban ltru (neu can). 
(7}1Cr hieu nguai danh may, nhan ban va so hrovng ban phat hanh (nAu can). 
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Mau 1.3 — Quyk dinh cfia Ban ThLro'ng trtrc Uy ban Trung trcmg MTTQ Vitt Nam 

UY BAN TRUNG U'ONG 
MAT TRAN TO QUOC VIM' NAM 

BAN THUtfNG TRVC 

CONG HOA XA HOI CHU' NGHIA VIVI' NAM 
WO lap — Tiy do —11qnh phtic 

St): 	/QD-MTTW-BTT 	 ngay 	thong 	nam 20... 

QUYET INNH 
\Pe IT* 	 . (1) 	  

BAN THVONG TRVC 
UT BAN TRUNG LAING MAT TRAN TO QUOC VIVI' NAM 

Can cd 	  (2) 

Theo cre nghi cua 	  

QUYET DINH: 

Ditu 1. 	 (3) 	  

Dieu 

TM. BAN THIJONG TRIXC 
No'i 	 CHU TTCH 

- Luu: VT, .... (4) A.xx (5) 
(Chit 

Ho va ten 

Ghi  
(1) Trich yau not dung quyet dinh. 
(2) Cac can cu true tiep de ban_hanh quyet dinh. 
(3)1\10i dung cita quyet 
(4) Chit viet tat ten don vi sop thao ho'4c chit tri sop thao va so lugng ban ltru (neu can). 
(5) KY hieu ngueri danh may, nhan ban va so luting ban phat hanh (neu can). 
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Mau 1.4 — Quy dinh trirc tip ctia Ban Thuirng trtyc Uy ban TW MTTQ Vi0 Nam 

I:JY BAN TRUNG trONG 
MAT IRAN TO QUOC VIE:T NAM 

BAN THVONG TRU'C 

GONG HOA xA HQI CHU NGHIA VItT NAM 
DOc 14p — Tkr do —11#nh phtic 

/QDi-MTTW-BTT 	 ngay 	thcing 	nom 20... 

QUY DINH 
Ve Aqc 	 (1) 	  

Can Cu 	  (2) 	  

Theo de nghi ena 	  

(3) 

Nai nhipz: 
TM. BAN THUONG TRIYC 

CHU TICH 

(Chi? kj), dciu) 

119 va fen 

- Liru: VT, .... (4) A.xx (5) 

Ghi chti:  
(1) Trich yeu nOi dung quy 
(2) Cac can cir tnrc tiep de ban hanh quy dinh. 
(3) Nei dung caa quy dinh. 
(4) Chu viet tat ten don vi sop thao ho4c chu tri sop thao va so Luang ban hru (neu can). 
(5) KY hieu ngueri danh may, nhan ban va s6 Luang ban phat hanh (neu can). 
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M'Au 1.5- Quyet dinh ala Ban Thiro•ng &lye Uy ban MTTQ VN thanhphiiitinh/huyenixa 

T:TY BAN M TRAN TO QUOC VIET NAM 
THANH PHO/TINH/HUYE:N/XA...(1) 

BAN THlitiNG TRI1C 

CONG HOA XA HOI CHU NGHIA VItT NAM 
Hoc lap — Tv do —11vnh ph& 

So: 	/QD-MTTQ-BTT 	 (2) , ngay thang 	narn 20... 

QUYET DINH 
Ve vi0 	  (3) 	  

BAN THVONG TRVC 
ITY BAN MAT IRAN TO QUOC VItT NAM 

THANK PHO/TiNH/HUYtN/XA"...(1).. 

Can cir 	  (4) 	  

Theo de nghi cua 	  

QUYET DINH: 

Dieu 1. 	 (5) 	  

Dieu 

TM. BAN THU'ONG TRIYC 
Noi nhOiz: 	 -CHU TICII 

- Luu: VT, .... (6) A.xx (7) 	
(Chit' kY, dew) 

Ho va ten 

Ghi cha:  
(1) Ten thanh phtiltinhihuyenixa ban hanh 
(2) Dia danh 
(3) Trich yeu nei dung guy& dinh. 
(4) Cac can cu true tiep de ban hanh quyet dinh. 
(5) NOi dung cua quyet dinh. 
(6) Chit viet tat ten don vi soan than hoac chi" tri snail than va so luting ban luu (neu can). 
(7) KY hieu nguai danh may, nh'an ban va so luting ban phat hanh (neu can). 



Mau 1.6- Quy dinh trt,c tiep ciia Ban Thuirng tryc Uy ban MTTQ VN thinh ph6, tinh, 
huyOn, za 

UY BAN MAT TRAN TO QUOC VMT NAM CONG HOA X.); HOI CHU  NGHIA VIET NAM 
THANH PHO/TIN1-1/HUYN/XA...(1) 	 Hoc 14p — T.r do —141th phtic  

BAN THUtiNG TRVC 

S6: 	/QDi-MTTQ-BTT 	 (2) , ngay thcing 	nam 20... 

QUY DINH 

	  (3) 	  

Can cu 	 (4) 	  

Theo de. nghi cua 	  

(5) 

Noi nhOn: 
TM. BAN THUONG TRTIC 

CHU TICH 

(Chic kY, 

Ho va ten 

- Luu: VT, .... (6) A.xx (7) 

Ghi chti:  
(1) Ten thanh ph6/tinli/huynixa ban hAnh 
(2) Dia dank 
(3) Tricia yeu not dung guy dinh. 
(4) Cac can cir truc tiep de ban hanh quy dinh. 
(5) N6i dung ciia quy 
(6) ail viet tit ten don vi sown thao 	to sop thao va so lugng ban luu (neu can). 
(7) ICS7 hieu ngued &nil may, nhan ban va so lugng ban phat hanh (neu can). 
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Watt 1.7 - Quyet dinh (ban hanh quy che, quy dinh) mia Ban Thtrong truT Uy ban Trung ming 
MTTQ Vi't Nam 

UY BAN TRUNG UCNG 
MAT IRAN TO QUOC VIET NAM 

BAN THIXONG TR-VC  

S6- 	 /QD-MTTW-BTT 

QUYET DINH 
Ban hanh 	(1) 	  

BAN THVONG TRI1C 
UY BAN TRUNG VONG MAT TRAN TO QUOC VIET NAM 

Can cir 	 (2) 	  
,- 

Theo de nghi cfra 	  

QUYET DINH: 

Dieu 1. Ban hanh kern theo Quyet dinh nay 	  
	 (3) 	  
Dieu 2. 	  

Dieu. 	  

TM. BAN THU'ONG TRI/C 
CHU TICH 

Nai nht)n: 

    

(Chu ky, dciu) - Luu: VT, ...(4). A.XX(5). 

Hy va ten 

Ghi chti: 
(1) Trich yeti nei dung quyet dinh. 
(2) Cac can cu truc tiep de ban hanh quyet dinh. 
(3) NOi dung cua quyet dinh. 
(4) Chit viet tat ten don vi sown thao hoac chil tri sown thao va so luong ban kru (neu can). 
(5) KY hieu nguin danh may, nhan ban va so luong ban phat hanh (neu can). 

• 

CONG HOA XA HOI CHU NGHIA VIET NAM 
Doc 141) - Tty do - Hanh phitc  

Ha N (fi, ngay.... thang... 
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MAtt 1.8 - Quyet dinh (ban hinh quy che, quy dinh) dia Ban Thuirng trip Uy ban MTTQ 
Viet Nam thanh plui/tinh/huy'On/xi 

1JY BAN MAT TRAN TO QUOC VI$T NAM CONG HOA XA HQI CHU NGHIA VICT NAM 
THANH PHO/TINH/HUY$NDCA...(1) 	DO 14p - Tv do - Honh phific  

BAN THIYONG TRVC 

s6. 	 /QD-MTTQ-BTT 	 (2), ngay.... thcing... .nam.... 

QUYET DINH 
Ban hanh 	 (3) 	  

BAN THIYONG TR-IX 
UY BAN MAT TRAN TO QUOC VitT NAM 

THANH PHO/TINH/HUYtN/X.A..(1).. 

Can dr 	 (4) 	  

Theo d'e' nghi cua 

	

	  

QUYET DINH: 

Dieu 1. Ban hanh Icem theo Quytt dinh nay 	  

Dieu 2. 
	 (5) 	  

Dieu. 	  

Nai nhlin: 

TM. BAN THU ONG TRJIC 
CHU TICH 

(Chic' kfi, cau) 
- Lau: VT, ...(6). A.XX(7). 

Ho va ten 

Ghi cha: 
(1) Ten thanh pheitinh/huyen/xa ban hanh 
(2) Dia danh 
(3) Trich yeu nOi dung quyet dinh. 
(4) Cac can cu true tiep de ban birth quyet dinh. 
(5) NQi dung cita quyet dinh. 
(6) Chu viet tit ten don 14 sop thao hoc chit tri sown than NIA so lucmg ban km (neu can). 
(7) KSr hieu nguoi danh may, nhan ban va so luvng ban phat hanh (neu an) 
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Nair 2.1: Van ban khac (duvc ban hanh hoc phe duyet kern theo quyet dinh)(*)  

TEN LOAI VAN BAN (1) 
	  (2) 	, 

	

(Ban hAnh (pile duyet) kern theo Quyet dinh so 	/QD- 
ngay 	thang 	narn 	 

cua 	 (3) 	  

(4) 

QUYEN HAN, CHtt VU CUA NGUOIE KY(5) 

(Chic 19% dciu) 

HQ va ten 
Ghi it: 

(*) Mau nay dp dung d6i v6i cac van ban dugc ban hanh hoac phe duyet kern theo quyet 
dinh nhu chucrng trinh, ke hoach, de an, phucmg an... 

(1) Ghi ten loci van ban citrac ban hanh nhtr chtrcmg trinh, ke hoach, de an, phucrng an... 
(2) Trich y6u nOi dung van ban. 
(3) Nai ban hanh van ban 
(4) N8i dung van ban. 

(5) Ghi quyen han, chirc vg cua nguoi,lc-Y,nhu: Chit tich, Pho Chit tich,....v.v...; truang hap 
IcY thay mat Ban Thtrang true thi ghi chit viet tat "TM" fru& ten ca quan,...; neu ngutri kYr cong 
van la cap ph6 cua ngtrai dimg dau ca quan, to chirc thi ghi chit viet tat "KT" vao truck chirc vu 
cua nguai &mg dau, ben duai ghi elide vu cua nguoi ky cong van; cac throng hop khac thtrc hien 
theo quy dinh tai Ichoan 7 Muc II cua Quy dinh nay. 



Mau 2.2 - Th8ng tri ciia Ban Thuimg five Uy ban Trung mug MTTQ Vi0 Nam 
• 

UY BAN TRUNG UCNG 
MAT IRAN TO QUOC V116F NAM 

BAN THU'ONG TRVC  

So • 	 iTT-MTTW-BTT  

CONG HOA ICA MX CHt NGHIA VItT NAM 
Hoc 1ap - 14 do - Ef#nh pink  

Ha NOi, ngity.... 	.nam.... 

THONG TRI 

	 (1) 	 

Can cir 	  (2) 	  

(3) 

Nai nhem: 

  

TM. BAN THYONG TRIIC 
CHU TICH 

     

- Luu: VT, ...(4). A.XX(5). 
(Chu ky, dju) 

H9 va ten 

Ghi chi: 
(1) Trich yau nOi dung thong tri. 
(2) Can dr phap UT a ban hanh; muc dich (nett co) va pham vi dieu chinh cua thong hi. 
(3) NOi dung du thong tri. 
(4) Chit viet tit ten don vi sown than hoc chit td sown tlfao van ban va so luting ban luu (heti can). 
(5) Ky hieu ngutri danh may, nhan ban va so hrcmg ban phat hanh (neu can). 
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• 

MAti 2.3. Thong tri ciia Ban Thtromg trtic Uy ban MTTQ Viet Nam thanh ph& 
tinh/huyen/xa 

I:JY BAN MAT TRAN TO QUOC V11:-.7,T NAM CONG HOA XA HQI CHU NGHIA VIET NAM 
THANH PHO/TINH/HUYMXA...(1) 	 Hoc 14p - Tty do - Hph phtic  

BAN THVONG TRI1C  
(2), ngay.... thong....  

THONG TRI 

	 (3) 	  

Can dr 	 (4) 	  

(5) 

Noi nhetn: 

TM. BAN THIfONG TRUt 
CHU TICH 

(Chit. ky, dju) 

  

- Luu: VT, ...(6). A.XX(7). 

HQ va ten 

Ghi ch  
(1) Ten thanh phO/tinh/huyen/xa ban hanh 
(2) Dia danh 
(3) Trich y'eu not dung th6ng tri. 
(4) Can cir phap ly de ban hanh; mnc dich (neu co) va pham vi dieu chinh cfla thong tri. 
(5) N6i dung cda thong tri. 
(6) Chit vik tat ten don vi sown thao hoac chit tri sown thao van ban va so luong ban km (neu can). 
(7) K.)",  hieu nguOi danh may, nhan ban va so luting ban phat hanh (neu can). 

s6. 	 /TT-MTTQ-BTT 
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Mau 2.4 - Cong van hanh chinh cua Uy ban Trung u'ong MTTQ Vi4 Nam 

tY BAN TRUNG UCNG 	CONG HOA X A HQI CHU NGHIA VnT NAM 
MAT IRAN TO QUOC VIE: T NAM 	Hoc 14p - Tty do - 1-4nh phtic 

.(1) 	 

sty 	 NITTW-....(2).... 
V/v 	 (3) 	  

Kinh 

(4) 

Noi nhCm: 	 QUYEN HAN, CHfiC VU CUA NG-trit KT(5) 
- Nhu tren; 

- Ltru: VT, ...(6). A.XX(7). 
(Chi? ky, defiu) 

TrAn Van A 

Dia chi: SO 46 Trung Thi, Hoan Kiem, Ha NOi 
DT: (04) XXXXXXX, Fax: (04) XXXXXXX 
E-Mail: 	 Website: 	  (9) 

Ghi  

(1) Ten don v1 ban hanh ding van (Ban Thuang true, Van phong,...) 

(2) Chu viet tat ten don vi ban hanh Gong van: BTT, VP, TCCB,.... 

(3) Trich yeti n6i dung cong van. 

(4)1\18i dung cong van. 

(5) Ghi quyan han, chirc vu cua nguai Icy nhu: Chu tich, Ph6 Chit tich, 	v.v...; truang hop IcY 
thay mat Ban Thuang true thi ghi chit viet tat "TM" truac ten ca quan,...; neu ngtrai ky ding van la cap 
016 caa ngtrai dung clau ca quan, to chac (theo ca the thu tracing) thi ghi chir viet tit "KT" vac) truerc 
chac vu caa nguai dung dau, ben Mien ghi chat va cua ngtrai kY cong van; cac tracing hop khac thtrc 
hien theo khoan 7 Mac II cua Quy dinh nay. 

(6) Chu viet tat ten don vi soan thao hoac chi tri soan thao va s6 lacing ban kru (neu can). 

(7) KY hieu ngtrai &nit may, nhan ban va s6 luong ban phat hanh (neu can). 

(8) Dia chi ca quan, to chat; s6 dien thoai, s6 Fax; dia chi E-Mail; Website (neu can). 

• 

Ha N0i, ngay.... thong....  
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• 
MAu 2.5 - Cong van hanh chinh cua Uy ban MTTQ Vi?t Nam thanh phi:litinh/huy?nixa 

UY BAN MAT TRAN TO QUOC VI ET NAM CONG HOA XA HQI CHU NGHIA VItT NAM 
THANH PHO/TINH/HUYN/XA.-  ...(1) 	 Hoc lap - Tty do - Hanh phut  
	 .(2) 	 

St:•'• 	 
V/v 	 (5) 	 

(4), ngety.... thcing... 

Kinh gfri: 

   

   

    

    

(6) 

QUYEN HAN, CHirit V1J CUA NGliti1K)47) 

(Chic ky, defu) 

Tran Van A 

Dia chi: 	  
DT: (04) XXXXXXX, Fax: (04) XXXXXXX 
E-Mail: 	 Website: 	  (10) 

Ghi cha: 

(1) Ten thanh ph6itinhibuynixa ban hanh 

(2) Ten don vi ban hanh ding van (Ban Thuerng true, Van phang,...) 
(3) Chit viet tat ten don vi ban hanh ding van: BTT, VP, TCCB,.... 
(4) Dja danh. 
(5) Trich yeu n6i dung cong van. 

(6) N6i dung ding van. 

(7) Ghi quy&n han, chirc vu cua ngtrad ky nhu: Chit tjch, Ph6 Chit tich,....v.v...; truerng hop kjr 
thay mat Ban Thuarng true thi ghi chit viet tat "TM" tnrarc ten ccr quan,...; neu ngueri kY cong van la cap 
ph6 cua ngtrai thing dau co quan, to elute (theo co the tha truth-1g) thi ghi chit viet tat "KT" vao Mr& 
chirc vu aim nguari dimg dau, ben cluoi ghi chic vu cua ngtreri lcy cong van; cac trtramg hop khac thuc 
hien theo khoan 7 Mac II aim Quy djnh nay. 

(8) Chit viet tit ten don vi soan thao hoac chit tri soan thao va s6 luting ban ltru (neu can). 

(9) KY hieu ngtrari danh may, nhan ban va set luting ban phut hanh (neu can). 
(10) Dja chi co quan, to elute; s6 d*ithoai, so Fax; dia chi E-Mail; Website (neu can). 

Noi nhfin: 
- Nhu ten; 

- Luu: VT, ...(8). A.XX(9). 
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Mau 2.6 - Cac hinh fink van ban hanh chinh khac(*)  

TEN CO QUAN BAN HANH (1) LONG HOA 3cA Ho aft NGHIA VITT NAM 
D(ic 	- Ty' do - I4nh phtic 

S6. 	 /. (2) - MTTQ ...(3).. 
(4)..., ngay 	 thcing 	nom 

TEN LORI VAN BAN (5) 
	  (6) 	  

(7) 

QUYEN HAN, CHtt VU CiJA NGTien KcT(8) 

(ca. k-f), ciciu) 

- Lau: VT, ...(9). A.XX(10). 

TrAn Van A 

Ghi cha: 
(*) Man nay ap dung chung dOi voi da so cac hinh thirc van ban hanh chinh c6 ghi ten 

loai cu the nhu chi thi (ca biet), thong boo, chuang trinh, ka hoach, de an, boo coo, tä trinh v.v... 
(1) Ten don vi ban hanh van ban: Ban Thu6ng true, Van phang, 
(2) Chir viet tat ten loai van ban 
(3) Chit.  viet tat ten don vi ban hanh van ban: BTT, VP, 
(4) Dia danh. 
(5) Ten loai van ban: thong boo, chucrng trinh, ke hoach, de an, phuong an, bdo coo, t6 

trinh v.v... 
(6) Trich yeu not dung van ban. 
(7) NOi dung van ban. 
(8) Ghi quyen hart, chirc vu cua nguai ky nhu Chia tich, Pho Chit tich,....v.v...; trueng 

hop IcY7 thay mat Ban Thuang truc thi ghi cha viet tat "TM" truck ten co quan,...; neu nguei ky 
ding van la cap ph6 cda nguoi thing dau ca quan, to chirc thi ghi chit viet tit "Kr' vao trir6c 
chirc vu cua ngtroi thing dau, ben duoi ghi chirc vu cua nosed ky cong van; cac trueng hop khac 
thuc hi'en theo khoan 7 Myc II caa Quy dinh nay. 

(9) Chit viet tat ten don vi sop thao hoac chu tri sown thao va so luting ban,ltru (neu can). 
(10) IK.r hieu nguari. danh may, nhin ban va so luting ban phat hanh (neu can). 

a 

Noi 



Mau 3 — Ban sao van ban 

TENC% QUAN BANHANHVANBAN CQNG HOA XA HQI CHU NGHIA VIET NAM 
D'cic lap — Tir do — 1-14nh pluic 

Sir 	/147 hi'0 van ban 	 Ha Noi, ngay 	 thong 	nom 20... 

TEN LORI VAN BAN 

	 .1. 

Noi nhfin: 
QUYEN HAN, CHI'JC 	KY 

(Chit ky, d idu) 

    

- Luu: VT, ... A.300. 
Nguygn Van A 

Noi nhjn: 

- Luu: VT. 

TEN QUAN (2) 	 SAO Y BAN CHiNH (1) 

(3)...../SY(4)-.... (5)....   (6)..., ngay 	 thong 	nom 20...... 

QUYEN HAN, CHtt VU CUA 
NGU.O.1 KY (7) 

(Chu ky, dju) 

Vu Van B 

Ghi chti:  
(1) Hinh thirc sao: Sao y ban chinh, trich sao hoac sao 
(2) Ten ca quan, te3 chirc thtrc hien sao van ban. 
(3) So ban sao. 
(4) KY hieu ban sao. 
(5) Chit viet tat ten ca quan, to chirc sao van ban. 
(6) Dia dank. 
(7) Ghi qu34n han, chirc vu caa ngtreri 14 ban sao. 
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Mau 4- Phieu trinh giai quyet cong viec (Mau nay hien clang dYng tai co.  pan 0y ban TWAITTQVN 
de nghi cac clia phztang tham khao de van dyng) 

(TEN CO QUAN BAN HANH) 	CONG HOA XA." HOI CHU NGHTA. VIVT NAM 
Hoc lap - Ti do - Hanh ph& 

(Dia danh), ngay thcing nom 201 

PHIEU TRINH GIAI QUYET CONG VItC 

Mph gin: 	 
Dong kinh 

1. Noi dung trinh va de xuat xtr 157 
a. Can cu de xuat: 	eu nei dung ye can cir de xuat dai thi phieu trinh ghi tom tat va kern theo tar 

trinh). 
b. De xuat zzi 1Y: 

Nguari 6' xuat giai guy& cong viec 
(4) va ghi re; ha ten) 

Nguyen Van A 
2. Tai lieu kern theo: 

3. ""1"( kien cap pho cac ban, don vi phi trach 
(Ngay thcng  nom 	kj; va ghi ro ha ten) 

4. Trtromg ban, do'n vi 
(Ngay thong nom kY va ghi r5 ha ten) 

5. Y kien ctia cac ban, dun vi phi hqp, tham gia thirc hien (n*du có): 
(Ngay thong nom 	kY va ghi r5 ha ten) 
- Viec phei hop vai ban, don vi nao do Ianh dao ban, don vi trinh de xuat hoac theo y kien chi dao dm 
Ban Thuerng two. 

(Ban, clan vi trinh) 	  

17 



6. Y kien ciia Pho Chu tick phn trach Ranh gia chat luting van ban. 
(Cac nOi dung 1,2,3 va 4 cad 

phieu trinh) 
(Tot, kha, trung binh, yeu) 

Ngay thang nam 
(Ky va ghirohQten) 

7. "ii7  kien ciia Pho Chu tick — TO4 ng Thir 14T (DOi vdi 
Oy ban Trung Leong MTTQ Vi0 Nam) 

Ngay thang nam 
va ghi re5 hp ten) 

Ranh gia chat luting van ban 
(Cac n(ji dung 1,2,3 va 4 cad 

phieu trinh) 
(Tot, kha, trung binh, yecu) 

8. Y kien cum Chit tick 

Ngly thang nam 
(KY va ghi ra hQ ten) 

Ranh gia chat luting van ban 
(Cac not dung 1,2,3 va 4 cad 

phieu trinh) 
(1'6't, kha, trung binh, yiu) 
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Mau 5 — Thu cling 

TEN QUAN, TO CI-WC (1) LONG HOA XA HOT CHU NGHIA VIVI' NAM 
DO 14p — Tty do —1-1#nh phtic 

(6) 	 .... (2) 	, ngay 	 thcing 	nam 20... 

TEN LOA' THU' CONG (3) 
(4) 

(5) 

CHU' KY 

Ho va ten 

Chirc vu ngued vi6t. thu 

Ghi eh& 

(1) Ten ca quan, to chirc nai cling tac caa ngtr6ri ban hanh Thu cong. 

(2) Dia danh. 

(3) Ten loci thu ding (Thu chile tring, Thu khen, Thu tham hoi, Thu chia bu6n). 

(4) Trich yeu n6i dung Thu cling. 

(5) N6i dung Thu ding. 

(6) Logo clia co quan, to chirc (c6 the dung dau treo). 
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Phu 1pc V 
KY HIEU CAC THE LORI VAN BAN 

TT TEN THE LORI VAN BAN K'' BM Olt THICH 

1.  Quyet dinh /QD- 

2.  Quy dinh /QDi- Quy dinh ban hanh true tier:, 

3.  ThOng tri /TT- 

4.  Huong dan /HD- 

5.  Thong bao /TB- 

6.  To trinh /TTr- 

7.  Nghi quyet /NQ- 

8.  Ke hoach /ICH- 

9.  Chucmg trinh cong tac /CT- 

10.  Bien ban /BB- 

11.  Bao Pao /BC- 

12.  • De an, Du an /DA (DA)- 

13.  Sao y, sao 1pc /SL- 

14.  Gla . • y giOi thieu /GT- 

15.  Giay miYi /GM- 

16.  Quy the /QC- 

17.  Quy the phi hop /QCPH- 

18.  • Giay di duang 
nong d kY hieu. Theo mau 
Chung 

19.  COng van KhOng dung lo) hieu the logi 

20. Khong Loi keu goi, Tuyen b8, 
Thong cao, Van ban chung 
(qu8e te). 

dUng ky hieu, phan biet 
theo ngay va trich yeu. 



21. 
Van ban lien tick 

Theo 14 hieu oda ca quan quan 
j9 nha nuac va Mat tOn 

- Nghl quyet lien tich /NQLT- 

- Chuang trinh phei hop /CTPH- 



Phu Inc VI 

VIET HOA TRONG VAN BAN HANH CHiNH 

(Theo Thong to so: 01/2011/TT-BNV ngay 19/01/2011 olio BO NOi vu) 

I. VIET HOA Vi PHEP DAT CAU 

1. Viet hoa chit cai dau am tiet thir nhat cua mot cau hoan chinh: Sau dau 
cham cau (.); sau dau cham hoi (?); sau dau chain than (!); sau dau cham ling (...); 
sau dau hai cham (:); sau dau hai cham trong ngoac kep (: "...") va1chi xueng clang. 

, 2. Viet hoa chit ,cai dau am tiet thir nhat cita manh 	sau dau chain phay (;) 
va dau phau (,) khi xu8ng clang. VI du: 

- Can dr Luat To chirc Chinh phis ngay 25 thang 12 nam 2001; 

- Theo de nghi cua BO trtrong BO NOi vu va BO truong BO Khoa hoc va COng 
ngha, 

II. VIET HOA DANH RIENG CHi TEN NGIX(1I 

1. Ten ngtrai Viet Nam 

1.1. Ten thong thuang: Viet hoa chit cai dau tat ca cac am fiat cua danh tir 
rieng chi ten ngtrai. Vi 

- Nguyen Ai Quac, Tran Phu, Giang A Pao, Ka Pa Ka Lang... 

1.2. Ten hiau, ten goi nhan vat lich sir: Viet hoa chit cai dau tit Ca cac am tiet. 
Vi du: Vua Hung, BA Triau, Ong Giong, Dinh Tien Hoang, Ly Thai T8, Bac H8. 

2. Ten ngtrai 	ngoai duvc phien chuytn sang tieng Viet 

2.1. Truang hop phien am qua am Han - Viet: Viet theo quy tic vial ten 
ngued Viet Nam. 

Vi du: Kim Nhat Thanh, Mao Trach Dong, Thanh Cat Ttr Han... 

2.2. Trizong hap phien am khong qua am Han — Viet (phien am true flap sat 
each d9c cua nguyen ngii): Viet hoa chit cai dau am fiat thir nhat trong moi thanh to. 
Vi du: Vla-di-mia I-lich Le-nin, Phri-drich Ang-ghen, Phi-den Cat-xta-r8... 

III. VIET HOA TEN DfA LS( 

1. Ten Ilia 157 Viet Nam 

1.1. Ten don vi hanh chinh dirge cau tao gitia danh tir chung (tinh, huyan, 
xa...) yeti ten rieng cua dan vi hanh chinh do: Viet hoa chit cai dau cua cac am tiet 
tao thanh ten rieng va Ichong dung gach nOi. Vi du: thanh pho Thai Nguyen, tinh 
Nam Dinh, tinh Dak 	quan Hai Chau, huyan Gia Lam, huyan Ea H'leo,.thi xa 
Song COng, thi trap Cau Giat...; phuang Nguy8n Trai, xa Ia Yeng... 

1.2. Truerng h9p ten don vi hanh chinh doge cau tao gifra danh tir chung ket 
hap voi chit so, ten ngtrai, ten su kian lich sir: Viet hoa ca danh tir chung chi don vi 
hanh chinh do. Vi du: Quan 1, Thanh phO HO Chi Minh, Phueng Dian Bien Phil, 
Thanh phO Ha NOi. 



1.3. Truemg hop viet hoa dac biat: Thd do Ha NPi; Thanh pha Ha Chi Minh. 

1.4. Ten dia 13'T duac cau tao gifia danh 92i chung chi dia hinh (song, mai, ha, 
bian, dia, ben, cau, Wing, lach, varn v.v...) voi danh t r rieng (co mot am tiat) tror 
thanh ten rieng cua dia danh do: Viet hoa tat ca cac chu cai tao nen dia danh. Vi d9: 
Cira Lo, Vung Tau, Lach Truemg, Vam CO, Cau Giay. Trueing hpp danh tir chung 
chi dia hinh di lien \Tajo danh tir rieng: Khong viet hoa danh tir chung ma chi viet hoa 
danh tir rieng. Vi du: bien Um. Lo, chg Ben Thanh, song Vain Co, vinh Ha Long... 

1.5. Ten dia 13'T chi mot vung, mien, khu \rue nhAt Binh dugc cau tao bang tir 
chi phuang huang kat hpp voi to chi phucmg thirc khac: Viet hoa chit cai dau cua 
tat ca cac am ti6t tao thanh ten gpi. Doi vai ten dia 1ST chi \ding mien rieng duac cau 
tao bang tir chi phuong huong kat hop voi danh to chi dia hinh thi phai viet hoa cac 
chit cai dau moi am tiet. Vi du: Tay Bac, Dong Bac, Bac BP, Nam KST. 

2. Ten dia. V,  ntrerc ngoai dirge phien chuy& sang titng Viet 

2.1. Ten dia 1ST da dugc phien am sang am Han Viet: Viet theo quy tac viet 
hoa ten dia ljT Viet Nam. Vi 	Bac Kinh, Binh NhuOng, Phap, Anh, MST", Thpy Si, 
Tay Ban Nha... 

2.2. T8n dia 13",  phien am khong qua am Han Viet (phien am true tip sat each 
doe cua nguyen ngir): Viet hoa theo quy tac viet hoa ten nguoi nuac ngoai quy dinh 
tai Diem b, Khoan 2, Muc II. Vi du: Mat-xca-va, Men-ban, Sing-ga-po, Co-pen-ha-
ghen, Bee-lin... 

IV. VIET HOA TEN CO QUAN, TO ClItrC 

1. Ten co' quan, to chtic dm Viet Nam 

1.1. Viet hoa chi"' cai dau cua cac tir, cum tir chi loai hinh cai quan, to chic; 
chuc nang, linh \Tye boat Ong cua ca quan, to clnk. Vi d9: Ban Chi dao Trung 
uong ve Phong chong tham nhiing; Ban Quan 13"T du an De dial._ 

- Uy ban Thtiong vu ,Quac hPi.; Uy ban DOi‘ngoai aria Quac hPi.; Uy ban 
Trung uong Mat tran To quc Viet Nam; Uy ban ve Cac van de xa hPi dia Qu8c 
hPi; Uy ban Nha nuac ve Nguai Viet Nam & nuac ngoai; 

- Van phong Chu tich nu6c; Van phong Quac hPi; Van phong fly ban nhan 
dan tinh Nam Dinh... 

- BP Tai nguyen va Moi truang; BP Khoa hoc va Cong ngha; BP Nang 
nghiap va Phat trien nong thon; BP Cong thuang; BP Van hoa, The thao va Du Itch; 
BP Th6ng tin va Truyen th8ng... 

- Tang cuc Thu& Tang cue Hai quan; C9c Kim tra van ban quy pham phap 
luat; C9c Khan thi va Kiem dinh chat Kiang gido d9c... 

- Tang cong ty Bao him Viet Nam; Tang ding ty Hang hai Viet Nam; Tang 
cong ty Hang khong Viet Nam... 

- Tap doan DL khi Viet Nam; Tap,  doan Cong nghiap Than — Khoang san 
Viet Nam; Ngan hang Dau to va Phat trien Viet Nam; Ngan hang Ngoai thuang 
Viet Nam;... 



- Hei deng nhan dan tinh Son La; Uy ban nhan  dan tinh B.L Ninh; Uy ban 
nhan dan quan Ba Dinh; Uy ban nhan dan huyen Vu Ban;... 

- Sa Tai chinh; SO.  Tai nguyen va Mei tn.reng; So Xay dung; SO Ke hoach va 
Dau tu; Sa Gido duc va Dao tao;... 

- Hoc vien Chinh tri - Hanh chinh quac gia H6,Chi Minh; Tn.rong Dai h9c 
Khoa hoc xa hei va Nhan van Ha Nei; Truang Cao ding Nei vu Ha Nei; • Trueng 
Dai h9c dan lap Van Lang; Tnrong Trung hoc pile thong_ Chu Van An; Trueng 
Trung hoc co sa Le- Qu3'T Don; Tnreng Tieu h9c Thanh Cong;... 

- Vien Khoa hoc xa. hei Viet Nam; Vien Khoa hoc va Cong nghe Viet Nam; 
Vien fing dung cong nghe;... 

- Trung tam Nghien -cira Gido doc dan Vac; Trung tam Khoa h9c va Cong 
nghe van,thu, luu trcr; Trung tarn Trien lam van hoa nghe thuat Viet Nam; Trung 
tam Tuvan Giam sat chat luting c8ng trinh;... 

Bac) Thanh nien; Bea Dien dam doanh nghiep; Tap-chi To-chirc -nha- mr&c; 
Tap chi Phat trien gido doc; Tap chi Dan chit' va PHI) luat;... 

- Nha Van h6a huyen Gia Lam; Nha Xuat ban Ha N6i; C6ng Thong tin dien 
to Chinh 

- Nha may Deng tau Song Cam; Nha may San xuat phi bung \TA. Lap rap xe 
may; Xi nghiep Che bier' thtly san &rig lanh; Xi nghiep Dam bao an town giao 
thong throng song Ha N6i; Xi nghiep Trac dia. Ban de 305;... 

- Cong ty Co phan D'au to Tu van va Thiet ke xay dung; C8ng ty Nhoa Tien 
Phong; Cong ty Trach nhiem him han Du lich va Van tai Deng Nam A; Cong ty Do 
dac Dia chinh va Cong trinh;... 

- H'ei Nhac si Viet Nam, Hei Ngued cao tuei Ha N6i, Hei Chit thap do Viet 
Nam, Wei N8ng dan Viet Nam... 

Vu Hop tac qu6c te; PhOng Nghien dru.khoa hoc; Phong Chinh sach xa 
Hei dong Thi tuyen vien chirc; Hei deng Sang kien va Cai tien ky thuat;... 

1.2. Trueng hop viet hoa dac biet: Ban Chap hanh Trung uang Dang COng 
san Viet Nam; Van pheng Trung uong Dang. 

2. Ten co' quan, to chfrc nuO.c ngoai 

2.1. Ten co quan, to chirc nu& ngoai da dich nghia: ,Viet hoa theo quy tac 
viet ten co quan, to chdc cua Viet Nam. Vi do: Lien hop quec (UN); TO chirc Y to 
the.  giai (WHO); Hiep hei Cac qu6c gia Deng Nam A (ASEAN).... 

2.2. Ten co quan, to chirc ntrac ngoai dugc sir dung trong van ban clang viet 
tat: Viet bang •chil in hoa nhu nguyen ngit hoac chuyen tu La - tinh n8u nguyen ngir 
khong thu6c he La-tinh. Vi do: WT0; UNDP; UNESCO; SARBICA; SNG.... 

V. VIET HOA CAC TRVONG HOP KHAC 

1. Ten cac huan chtrung, huy chtrung, cac dank hieu vinh dkr 
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- Viet hoa chu cai dau cua cac am tiet cua cac thanh to tao thanh ten rieng va 
cac tir chi thir, hang. Vi du: Huan chuong Doc lap hang Nhat; Huan chuong Sao 
yang; Huan Chuang Le-nin; Huan chuong HO Chi Minh; Huan chuong Chien cons; 
Huan Chuang Khang chitin hang Nhi; Huy Chuang Chien si ye yang; Bang TO quoc 
ghi ding; Giai thuamg Nha nu6c; Nghe si Nhan dan; Nha gido TJu Thay thuoc 
Nhan dan; Anh hung Lao clang; Anh hung Luc luting vu trang than dan;... 

2. Ten chirc vu, hoc vi, danh hien 

Viet hoa ten,  chirc 	h9c nL 	 i]. di lien vai ten nguai cu the. Vi du: Chu 
tich HO Chi Minh, Tong thong V.V. Pu-tin, Dai Wong Vo Nguyen Giap,... 

- Pho Thu tuong, Tang Cpc tnrang, Ph6 Tang Cvc truong, Pho Cnc tnrang, 
Tang Giam dac, Giam dac, Pho Giam (lac, Chanh Van phong, Ph6 Chanh Van 
phong, Truang phong, Pho Truong phong, Tong thu 

- Gido su Vin si Nguyen Van H., TiL si khoa h9c Pham Van M.... 

3. Danh tir Chung da rieng hoa 

- Viet hoa chit cai &Au cUa tir, cum tir chi ten g9i do trong tnrong hop dimg 
trong mat nhan xung, dimg dac lap va the hien su tran tr9ng. Vi 	Bac, Nguai (chi 
Chu tich H6 Chi Minh), Dang (chi Dang Cong san Viet Nam),... 

4. Ten cac ngay le, ngay ky niem 

- Viet hoa chit cai d'L cua arntiktao thanh ten g9i ngay le, ngay kS7 niOm. Vi 
ngay Quoc Ichanh 2-9; nsay Quoc to Lao dang 1-5; ngay Phu nit Viet Nam 20-

10; ngay Luu tru Viet Nam lan thir Nhat,... 

5. Ten cac str kien lich sir va cac trieu cai 

- Ten cac su kien lich sir: Viet hoa chir cai dAu cua cac am tiet tao thanh su 
kin va ten sir kiOn, trong truong hop c6 cac con so chi moc then gian thi ghi bang 
chit va viet hoa chi/. do. Vi du: Phong tract Can vuong; Phong trao Xo viet Nghe 
Tinh; Cach mang thang Tam; Thong trao Phu nu Ba dam dang;... Ten cac trieu dai: 
Trieu Ly, Trieu Tran,... 

6. Ten cac Ioai van ban 

- Viet hoa chit cai du dm ten loai van ban va chir cai dau dia am tiet thir 
nhat tao thanh ten rieng cna van ban trong truang hop not den mat van ban- cu the. 
Vi du: NghI quyet Dai hai dai bieu toan quOc Ian thin X Gila Dang; BO luat Dan su; 
Luat Giao dich din tir;... 

- Truang hap vien dan cac dieu, khoan, diem cila mat van ban cu the thi viet 
hoa chir cai dau cua dieu, Ichoan, diem. Vi du: 

+ Can cir Dieu 10 Ba luat Lao Ong... 

+ Can cir Diem a, Khoan 1, DiL 5 Luat Giao clich dien tir... 
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7. Ten eic tic phAm, sach bao, tap chi 

- Viet hoa chit cai dau cila am tiet tint nhat tao thanh ten tic pham, sach bao. 
Vi du: tic pham Duarng kach menh; tir dien Bach khoa toan thu; tap chi COng san; 
tap chi Mat tan. 

8. Ten cac dam am lich, ngay tiet, ngay tat, ngay Ara thing trong dam 

8.1. Ten cac nam am lich: Viet hoa chit cai dA.0 cua tat ca cac am tiet tao 
thanh ten goi. Vi du: KS/ Ty, Tan HOL Mau Tuat, Mau Than.... 

8.2. Ten ede ngay tiet va ngay tot: Viet hoa chit cai d'Au cila am tiet tint nhat 
tao thanh ten goi. Vi du: tiet Lap xuan; tiet Dai han; tat Doan ng9; tat Trung thu; tat 
Nguyen dan;... Viet hoa chit Tet trong truOng h9p dung de thay cho mot tat cu the 
(nhu Tet thay cho tat Nguyen dan). 

, 8.3. Ten cac ngay trong tun va thing trong nam: Viet,  hoa chit cai dau cua 
am tiet chi ngay va thing trong truOrng h9p khong dung chit so.: Vi 	thin Hai; #hit 
Tu.; thing Nam; thing Tam;... 

9. Ten goi cac ton giao, giao phai, ngay le ton gift) 

- Ten goi cac ton giao, gido phai: Viet hoa chit cai dau cua cac am fiat tao 
thanh ten goi. Vi 	dao Co D'Cie; ciao Tin Lanh; dao Thien Chita; dao Hoa Hao; 
dao Cao Dai. hoac chit cai dau cna am tiet tao thanh ten g9i nhu: Nho giao; Thien 
Chita gido; Hoi gido;... 

- Ten g9i ngay le ton gido: viat hoa chit cal dau cua am tiet thu nhat tao thanh 
ten g9i. Vi du: le Phuc sinh; 1e Phat din./. 
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