BAN CHAP HANH TRUNG UONG PANG CONG SAN VIET NAM
HQC VIEN CHINH TRI QUOC GIA
HO CHI MINH Ha N¢i, ngay 14 thang 7 nam 2026

*

S6 986 -HD/HVCTQGHCM

HUONG DAN
thé thirc va Kk thuat trinh bay vin ban
ciia Hoc vién Chinh tri quéc gia H6 Chi Minh

- Can ctt Quyét dinh s6 214-QD/TW ngay 28/12/2024 cta B Chinh tri
vé chtrc nang, nhiém vu va co ciu to chic cua Hoc vién Chinh tri quéc gia
Ho6 Chi Minh;

- Can ¢t Quy dinh s6 399-QB/TW, ngay 09/01/2026 cua Ban Bi thu Trung
wong Pang vé thé loai, tham quyén ban hanh va thé thtrc van ban cua Dang;

- Cin ctir Huéng dan s6 05-HD/VPTW ngay 27/5/2026 ctua Vin phong Trung
wong Pang vé thé thire, ky thuat trinh bay van ban cua Pang.

Hoc vién Chinh tri qudc gia H6 Chi Minh huéng dan thé thac va ky thuat
trinh bay van ban tai Hoc vién Chinh tri quoc gia H6 Chi Minh nhu sau:

Phan |
HUONG DAN CHUNG
1. Pham vi diéu chinh va déi twong ap dung
1.1. Pham vi diéu chinh

a) Thé thuc va ki thuat trinh bay vin ban gidy va van ban dién tir caa Hoc
vién Chinh tri quc gia H6 Chi Minh va cua cac don vi truc thuoc Hoc vién Chinh
tri quéc gia Ho Chi Minh.,

b) Vin ban chia bi mat nha nuéc thyc hién theo Hudng dan nay va cac quy
dinh cua phap luat vé bao vé bi mat nha nuéc.

C) Van ban chuyén nganh, van ban khi in thanh sach va cac an pham khac
khéng thuoc pham vi diéu chinh ciia Huéng dan nay.

1.2. Poi twong 4p dung:
Vin ban ndy ap dung trong toan hé thong Hoc vién Chinh tri qudc gia H6 Chi Minh.



2. Y&u cau

Van ban chinh thuc cua Hoc vién va cac don vi truc thuéc Hoc vién phai
thng nhat vé thé thirc va ky thuat trinh bay.

3. Trach nhiém cuaa c4 nhan

3.1. Nguoi ky vin ban chiu trach nhiém vé thé thirc va ky thuat trinh bay
van ban.

3.2. Chanh Van phong hoac nguoi dugc giao phu trach cdng tdc van
phong chiu trach nhiém tham dinh thé thirc va k¥ thuat trinh bay van ban.

3.3. Ngudi soan thao van ban chiu trach nhiém thuc hién dung huéng dan vé
thé thirc va k¥ thuat trinh bay vin ban.

3.4. Nguoi duoc giao nhiém vu vin thu co quan chiu trach nhiém kiém tra
thé thirc va k§ thuat trinh bay van ban trudc khi trinh ky, phét hanh.

Phan II
HUONG DAN CU THE
|- Cé&c thanh phin thé thirc bit budc
1. Tiéu dé "Pang Cong san Viét Nam"
1.1. Thé thirc

Tiéu dé "Pang Cong san Viét Nam" 1a thanh phan thé thirc x4c dinh van
ban ctuia Pang.

1.2. Ky thudgt trinh bay

a) Trinh bay tiéu dé o trang dau, goc phai, dong dau, phia dudi c6 duong
ké ngang ngan cach voi dia danh va ngay, thang, ndm ban hanh van ban;
duong ké ngang nét lién dai bang do6 dai tiéu dé (6 s6 1, Phuy luc 1).

b) Quy dinh trinh bay: in hoa, chir dirng, dam, c¢& chir 15.
Vi du:
PANG CONG SAN VIET NAM
2. Tén co quan ban hanh van ban
2.1. Thé thiic

a) Tén co quan ban hanh vin ban 13 thanh phan thé thirc xac dinh tac gia
van ban. Ghi chinh xac, day du tén co quan ban hanh van ban theo van ban
thanh 13p ctua co quan, don vi ¢6 tham quyén.
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b) Tén co quan ban hanh vin ban gdm: Co quan cip trén truc tiép va co
guan ban hanh van ban

2.2. Ky thudt trinh bay

a) Trinh bay tén co quan ban hanh vin ban ¢ goc trai, dong dau, ngang
Véi tiéu dé, phia dudi c6 dau sao (*) ngan cach vai s6 va ky hiéu van ban (6
s6 2, Phu luc 1).

b) Tén co quan ban hanh vin ban trinh bay can d6i dudi tén co quan cap
trén truc tiép (néu co).

¢) Tén co quan ban hanh van ban dai c6 thé trinh bay thanh nhiéu dong.
Déi voi vin ban cua lién co quan thi ghi tén t6 chiic, co quan chu tri trudc,
giira cac tén to chirc, co quan c6 dau gach ndi (-).

d) Quy dinh trinh bay:

(i) Tén co quan cap trén truc tiép: in hoa, chit dung, c& chir 14.

(if) Tén co quan ban hanh van ban: in hoa, chir dtrng, dam, cd chir 14.

Vidu 1: Van ban cia Hoc vién Chinh tr1 quéc gia Ho Chi Minh

BAN CHAP HANH TRUNG UONG
HQC VIEN CHINH TRI QUOC GIA
HO CHI MINH
*

Vi du 2: Van ban cua don vi truc thuoc Hoc vién

HOC VIEN CHINH TRI QUOC GIA
HO CHi MINH
VAN PHONG HQC VIEN

*
Vi du 3: Van ban cua don vi truc thudc cap dudi cap vu

VAN PHONG HOC VIEN
PHONG HANH CHINH - TONG HQP
*

Vi du 4: Van ban cua don vi truc thudc cac Hoc vién truc thudc

HOC VIEN CHINH TRI KHU VUC ...
BAN TO CHUC CAN BO
*



4

Vi du 5: Van ban cua ban chi dao truc thuéc Hoc vién
HOC VIEN CHINH TRI QUOC GIA
HO CHi MINH
BAN CHI PAO ......
*
Vi du 6: Vin ban cua lién co quan ghi tén cac to chic, co quan ban hanh
van ban.

HOC VIEN CHINH TRI QUOC GIA

HO CHI MINH
VAN PHONG HOQC VIEN - VU TO CHUC CAN BQ
*

3. S6 va ky hiéu viin ban

3.1. Thé thirc

3.1.1. S6 van ban 14 s6 th ty cta vin ban duoc ding ky, quan Iy tai van thu
CO quan.

a) Ghi lién tyc tir s6 01 cho mdi tén loai vin ban theo nim duong lich, bat dau
tir ngay 01 thang 01 va két thiic vao ngay 31 thang 12 hang nam.

b) Sé van ban mat ghi lién tuc véi s6 van ban khéng mat ciing tén loai van ban.

C) Sb van ban cua lién co quan ghi lién tuc véi s van ban cling tén loai cua co
quan chu tri.

3.1.2. Ky hiéu vin ban gom nhom chir viét tat cua tén loai van ban va tén co
quan ban hanh van ban.

a) Ky hiéu tén loai vin ban la nhitng chir cai dau cac am tiét cua tén loai van
ban, nhu: NQ (nghi quyét), CT (chi thi), KL (két luan), QC (quy ché), BC (béo
c40)... Truong hop chir cai dau cac &m tiét cua tén loai van ban tring nhau thi
thdng nhat ky hiéu mot s6 tén loai van ban nhu sau:

Quyét dinh, Quy dinh: Qb

Chuong trinh: CTr

To trinh: TTr

b) Ky hiéu tén co quan ban hanh vin ban 1a nhiing chir cai dau cac am tiét cua
tén co quan ban hanh van ban.
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(i) Ky hiéu tén co quan ban hanh vian ban cua cac co quan, don vi ghi chir viét
tat tén co quan, don vi do.
Vi du 1: Quyét dinh ciia Hoc vién Chinh tri quéc gia H5 Chi Minh
4 23-QB/HVCTQGHCM
Vi du 2: Cong van ctia Van phong Hoc vién
S6 06-CV/VPHV

(ii) Ky hiéu tén co quan ban hanh van ban cua lién co quan ghi chir viét
tat tén cic co quan ban hanh vin ban.

Vi du: Quy ché cua Hoc vién Chinh tri quc gia Ho Chi Minh va Uy ban
Kiém tra Trung wong

S6 05-QC/HVCTQGHCM-UBKTTW

(iii) Ky hiéu mot sb tén co quan ban hanh vin ban théng nhat chi tiét tai
Phu luc 3.

3.2. Ky thudt trinh bay

3.2.1. Trinh bay s6 va ky hiéu van ban can d6i dudi tén co quan ban hanh
van ban; chit in thudng, dung, ¢& chix 14 (6 s6 3, Phu luc 1).

3.2.2. S van ban viét bang chir s6 A-rap. S van ban nho hon 10 phai ghi s6
khong (0) phia trudc, giira s6 va ky hiéu van ban c6 dau gach néi (-), giita chir viét
tat tén loai van ban va chir viét tit tén co quan ban hanh vin ban c6 dau gach chéo
(/), gitta chir viét tat cia tén lién co quan ban hanh vin ban ¢6 dau gach ndi (-).

3.2.3. Quy dinh trinh bay: in thuong, ding, c& chir 14.
4. Pia danh va ngay, thang, nam ban hanh van ban
4.1. Thé thirc

4.1.1.bia danh ban hanh van ban la tén goi chinh thac cta don vi hanh chinh
(tén riéng cua tinh, thanh phé truc thudc Trung wong) noi co quan, don vi dat try so.

a) Vin ban cua lién co quan ban hanh ghi dia danh ban hanh véan ban theo
dia danh ban hanh van ban cia co quan, don vi chu tri.

b) Ghi thém cap hanh chinh trudc dia danh ban hanh van ban trong truong
hop dia danh mang tén ngudi, dia danh mot am tiét.

Vi du: Pia danh mot am tiét

Thanh phd Hué,...
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4.1.2. Ngay, thang, nam ban hanh van ban la ngay, thang, ndm nguoi €O
tham quyén ky van ban.
4.2. Ky thudt trinh bay

4.2.1. Trinh bay dia danh va ngay, thang, ndam ban hanh vin ban can d6i dudi
tiéu dé (6 s6 4, Phu luc 1).

4.2.2. Ngay dué6i 10 va thang dudi 3 phai thém sb khong (0) phia truéc va
viét day du chir ngay, thang, nam; giita dia danh va ngay, thang, nim ban hanh van
ban c6 dau phay ().

Vi du:
Ha Noi, ngay 03 thang 02 nam 2026
4.2.3. Cép hanh chinh trudc dia danh ban hanh vin ban c6 thé ghi chir viét tat.
Vi du: TP (thanh phd),
4.2.4. Quy dinh trinh bay: in thuong, nghiéng, c& chir 14.
5. Tén loai va trich yéu ndi dung viin ban
5.1. Thé thirc
- Tén loai van ban 1 tén cua tung loai vin ban. Vin ban ban hanh déu ghi
tén loai van ban, trir cdng van. Trich yéu noi dung vian ban 1a mot cum tir ngan
gon, phan anh noi dung chu yéu cua vin ban; trong mot s vin ban co thé ghi tac
gia vao trich yéu noi dung van ban.
- Khéng 16ng ghép loai van ban nay trong loai vin ban khéac (vi du: Quyét
dinh ban hanh quy ché...; Thong bao ban hanh ké hoach...)
Vidu
QUYET PINH
phé duyét kinh phi to chire ....

5.2. Ky thudt trinh bay

5.2.1.Tén loai van ban trinh bay mot dong riéng, trich yéu néi dung van ban
trinh bay can d6i dudi tén loai van ban, phia duéi c6 05 dau gach néi (-) ngin
cach véi noi dung van ban.

5.2.2.Tén loai van ban va trich yéu noi dung van ban trinh bay chinh gitra
trang dau van ban (6 s6 5a, Phu luc 1).



.
5.2.3.Riéng trich yéu noi dung van ban cua tén loai vin ban coéng vin trinh
bay can dbi dudi s6 va ky hiéu van ban (6 s6 5b, Phu luc 1).

5.2.4.Quy dinh trinh bay:

a) Thé loai van ban: chi in hoa, dtng, dam, ¢& chir 15-16.

b) Trich yéu néi dung van ban: chir in thuong, dimg, dam, ¢ chir 14-15.

¢) Trich yéu noi dung thé loai cong vin: chit in thudng, nghiéng, ¢& chir 12.

Vi du:

S 686-CV/HVCTQGHCM
Vé viéc thay doi thé thire trinh bay vin ban

6. Noi dung van ban

6.1. Thé thirc

Noi dung van ban 14 thanh phan thé thic chi yéu caa van ban. Noi dung vin
ban bao dam c4c y&u cau sau:

6.1.1. Pung chu truong, duong 16i cia Pang, chinh sach, phap luat cua
Nha nudc.

6.1.2. Phu hop voi tén loai van ban, van phong dién dat phd thong, ding ngit
phap tiéng Viét, chinh xéc, rd rang, dé hiéu.

6.1.3. C6 thé viét tit nhitng cum tir thdng dung, st dung nhiéu 1an trong mot
van ban, cac chit viét tit 1an dau trong van ban phai dat trong dau ngoac don ngay
sau cum tur do.

6.1.4. Khi vién din noi dung ciia van ban khac can ghi day du tén loai vin
ban, s6, ky hiéu van ban, ngdy, thang, nim ban hanh vin ban, tén co quan ban hanh
van ban va trich yéu noi dung van ban; cac 1an vién dan tiép theo cling mot vin ban
da dan thi chi ghi tén loai va s6, ky hiéu cua van ban do.

6.1.5. Giai thich r6 céc thuat ngir chuyén mén st dung trong van ban.

6.1.6. Tuy theo nodi dung, vin ban dugc bd cyc theo phan, chuong, muc,
diéu, khoan, diém... cho phi hop.

6.2. Ky thudt trinh bay

6.2.1. Trinh bay noi dung van ban duéi tén loai va trich yéu noi dung vin ban
(6 s6 6, Phu lyc 1).

6.2.2. Noi dung van ban dugce dan déu vé ca hai I&; khi xudng dong thi chi
dau dong 10i vao khoang 10 mm; khoang cach gitta cac doan van ban (Spacing) toi
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thiéu 1a 6pt; khoang cach gitra cac dong (Line spacing) tir 18pt dén 22pt (Exactly);
két thaic ndi dung vin ban c6 dau cham ().

6.2.3. Phan cin cir ban hanh (néu c6) trinh bay dudi tén loai va trich yéu noi
dung vin ban; ghi ddy du tén loai vin ban, s6, ky hiéu, co quan ban hanh, ngay,
thang, nim ban hanh vin ban va trich yéu noi dung vin ban (riéng luat, phap 1énh
thi ghi tén luat, phap Iénh va nim ban hanh). Mdi cin cir duoc trinh bay thanh mot
dong hoic mot kho riéng, truéc mdi can ctr ¢6 1 dau gach ngang (-), sau mdi cin
ctr ¢6 dau cham phay (;), riéng can cr cudi cung c6 dau cham ().

6.2.4. Nhitng van ban duoc bd cuc theo phan, chuong, muc, diéu, khoan,
diém trinh bay nhu sau:

a) Cé&c tir "Phan", "Chuong" va sb tha tu cua phan, chuong trinh bay cung
mot dong, chinh gitra hai 1 van ban. Sé thar tu cua phan, chuong dung chit s6 La
M4 hodc ghi bang chir. Tén caa phan, chuong (néu c6) trinh bay tai dong lién ké
phia dudi tir "Phin", "Chuong".

b) Tur "Muc" va sé thir ty cia muc trinh bay cling mot dong & chinh gitta hai
I& van ban. Sb thtr ty cia muc ding chit s6 A-rap. Tén muc (néu co) trinh bay tai
dong lién ké dudi tir "Muc",

c) Tu "Diéu", so thir ty va tén diéu (hodc noi dung cua diéu) trinh bay cling
mot dong. Sb thi tu cua didu dung chit sé A-rap, sau sé th ty ¢d dau cham ().

d) Sé tha tu cua khoan ding chir sb A-rap; sau s6 thir tw 6 dau cham (.),
tiép theo 1a tén khoan (néu c6) va noi dung cua khoan.

d) Thir ty cac diém ghi bang chit cai tiéng Viét theo thir ty a, b, ..., sau chit
cai co dau ngoic don déng va ndi dung cua diém.

7. Quyén han, chivc vu, ho t1&n va chit Ky ciia nguwoi cO tham quyén
7.1. Thé thirc

7.1.1. Quyén han ky van ban cia mdi co quan, don vi phai duoc quy dinh bang
van ban.

a) Dé ky vin ban caa co quan, don vi 1am viéc theo ché do tha truong: Cap
truong ky thi dé Ky truc tiép chac vy, chic danh; khi cap pho ky thi dé ky 1a ky
thay (ky hiu 12 K/T).

b) Dé ky van ban dugc thi truong co quan, don vi uy quyén ky la thira Iénh
(ky hieu 1a T/L).
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7.1.2. Chtc vu cua nguoi ky van ban 1a chac vy chinh thac cia ngudi ¢o
tham quyén ky van ban. Ghi dung chirc vu dugc bau, bd nhiém hoic phan cong
cua nguoi Ky van ban; khdng ghi tén co quan, don vi kém theo chuc vu cia nguoi
ky van ban (nhu Giam dbc, Pho Giam dbc, Vy trudng, Chanh Vian phong...), trir
van ban cua co quan, don vi khdng cd con dau riéng va van ban cia lién co quan
ban hanh.

7.1.3. Ho tén nguoi ky van ban 1a ho tén day du cta ngudi ky; khdng ghi hoc
ham, hoc vi, quan ham, danh hiéu... trudc ho tén nguoi Ky van ban.

7.1.4. Chir ky thé hién trach nhiém ciaa ngudi ky d6i véi van ban; khéng ky
nhay, ky tat d6i voi van ban ban hanh.

a) Quyeén han, chac vy, ho tén va chit ky caa ngudi ¢ tham quyén d6i véi
van ban cua cac co quan, don vi trong hé thong Hoc vién

(i) Cap truong Ky truc tiép.
Vi du:
GIAM DOC
(chit ky)
Ho va tén
(ii) Cap pho ky thay.
Vi du:
K/T GIAM POC
PHO GIAM POC
(chit ky)
Ho va tén

(iii) Khi chua bd nhiém cap truong thi cap ph6 duoc phan cong phu trach
dé ky truc tiép, khong dé ky thay cap trusng.

Vi du:
PHO VU TRUONG
(chit ky)

Ho va tén
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(iv) Quyén cip truong Ky van ban
Vi du:
Q. VU TRUONG
(chir ky)
Ho va tén

b) Quyén han, chirc vu, ho tén va chit ky ctia nguoi ¢d thim quyén dbi véi
van ban uy quyén: Ngudi duoc uy quyén truc tiép ky, khéng uy quyén cho nguoi
khac ky thay.

Vi du 1:
T/L GIAM POC
CHANH VAN PHONG (hoic PHO CHANH VAN PHONG)
(chix ky)
Ho va tén
Vi du 2:

T/L GIAM POC
VU TRUONG VU QUAN LY PAO TAO, BOI DUGNG
(chix ky)
Ho va tén

c) Quyeén han, chac vy, ho tén va chit ky caa ngudi ¢ tham quyén d6i véi
bién ban hoi nghi cta co quan, don vi.

(i) Truong hop dugce dong dau lén chir ky cia ngudi chu tri hoi nghi theo quy
dinh str dung con dau cua co quan, don vi.

Vi du:
NGUOI GHI BIEN BAN CHU TRI HQI NGHI
(chir ky) (chir ky)
Ho va tén Ho va tén

(i) Truong hop khong duoc dong dau 1én chir ky caa nguoi chi tri hoi nghi
theo quy dinh sir dung con du cta co quan, don vi thi ldnh dao van phong thira
Iénh thu truong co quan, don vi Xac nhan chir ky ctia nguoi cha tri hoi nghi.
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Vi du:
NGUOI GHI BIEN BAN CHU TRI HOI NGHI
(chir ky) (chir ky)
Ho va tén Ho va tén
X&c nhan chir ky cua dong chi. ..
T/L GIAM POC
CHANH VAN PHONG (hoac PHO CHANH VAN PHONG)
(chir ky)
Ho va tén

d) Quyén han, chtc vu, ho tén va chir ky cta ngudi ¢d tham quyén ddi véi
van ban cia lién co quan thi ghi day du chac vu cua nguoi ky vin ban va tén co
quan, don vi ban hanh van ban.

Vi du: Van ban cua lién co quan Van phong Hoc vién va Vu Quan ly dao tao,
boi dudng
CHANH VAN PHONG VU TRUONG VU QUAN LY PAO
TAO, BOI DUONG

(chit ky) (chir ky)

Ho va tén He va tén

7.2. Ky thudt trinh bay

7.2.1. Trinh bay quyén han, chirc vu ciia nguoi ky van ban & goc phai, dudi
phan noi dung vin ban (6 s6 7a, Phu luc 1).

7.2.2. Chit ky cua ngudi ¢6 tham quyén trinh bay dudi quyén han, chac vu
cuia ngudi Ky van ban (6 sé 7¢, Phu lyc 1). Chit ky trén vin ban giay bang bt muc
mau xanh, khong dung bt chi, myc mau d6 hoic mau nhat, myuc dé phai dé ky vin
ban. Chir ky trén van ban dién tir 1a mau xanh, dinh dang Portable Network Graphics
(.png) nén trong sudt, dit can gitra chirc vy ngudi Ky va ho tén ngudi ky.

7.2.3. Ho va tén ctia nguoi ky van ban trinh bay dudi chir ky cua nguoi ky
van ban (6 s6 7b, Phu lyc 1).

7.2.4. Riéng bién ban hoi nghi cta co quan, don vi va van ban cua lién co
quan ban hanh trinh bay quyén han, chac vu, ho tén va chit ky ciia nguoi ¢6 tham
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quyén ky vin ban co quan, don vi cha tri, ngudi chiu trach nhiém chinh ¢ phia
phai, cac co quan, ngudi tham gia khac trinh bay & phia trai; néu nhiéu co quan,
ngudi tham gia thi trinh bay tiép xudng dong dudi.

8. Ddu co quan ban hanh vin ban

8.1. Thé thic

8.1.1. D4u co quan ban hanh vin ban xac nhan phap nhan, thim quyén cua co
quan, don vi ban hanh van ban.

Vin ban ban hanh phai c6 dau cua co quan, don vi dé bao dam gia tri phap ly
va hiéu lyc thi hanh.

8.1.2. Pdi voi co quan, don vi khdng cd con dau riéng thi Thu truong co
quan, don vi (hoac cap pho néu duoc ty quyén) Ky cac vin ban cua co quan, don vi.
Truong hop can phat hanh vin ban ¢ con dau, ¢ thé thuc hién viéc ky thira Iénh dé
sir dung con dau cua cap trén theo quy dinh.

8.2. Ky thudt trinh bay

8.2.1. Trinh bay dau, chit ky s6 cua co quan, don vi ban hanh vin ban dudi
quyén han, chirc vu ciia ngudi ky van ban (6 sé 8, Phu luc 1).

8.2.2. Dau cua co quan, don vi trén van ban gidy phai rd rang, ngay ngan,
dung chiéu, tram 1én khoang 1/3 chit ky cua nguoi ¢6 tham quyén vé phia bén trai.
Muc dau mau do tuoi.

8.2.3. Chit ky so cua co quan, don vi 1a hinh anh dau cua co quan, don vi ban
hanh vin ban, mau do, kich thuéc bang kich thudc thuc té cua con dau, dinh dang
(.png) nén trong suét.

8.2.4. Viéc déng dau treo, dau giap lai, dau noi, ddu wot, dau thu nho... trén
van ban thuc hién theo quy dinh. Dau treo dong vao phu luc vin ban tai trang dau,
trum 1&n mot phan tén caa phu luc. Dau giap lai dong vao khoang gitta mép phai
cua c4c trang trong tirng phu luc, trim 1én mot phan cac to van ban, mdi khudn dau
dong toi da 5 to van ban.

9. Noi nhan van ban

9.1. Thé thiic

9.1.1. Noi nhan van ban xac dinh nhitng to chirc, co quan, ¢4 nhan nhan vin
ban dé thuc hién, dé giai quyét, dé bao cdo hoic dé biét, dé trao d6i, dé luu...; noi
nhan vin ban duoc xac dinh cu thé trong vin ban.

9.1.2. Vian ban gtri mot s6 t6 chire, co quan, ca nhan cu thé thi ghi tén ting to
chttc, co quan, ca nhan duoc nhan van ban; vin ban gui nhiéu té chire, co quan, ca
nhan thi ghi chung theo nhém t6 chic, co quan, ¢4 nhan.

9.2. Ky thugt trinh bay
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9.2.1. Trinh bay noi nhan vin ban & goc trai, dudi ndi dung van ban (6 so 9a,
Phu luc 1). Cum tir "Noi nhan" trinh bay mét dong riéng, dudi cum tir nay co
duong ké ngang nét lién, twong ng vai chiéu dai cia cum tir nay.

9.2.2. Trinh bay tén t6 chirc, co quan, ca nhan nhan vin ban dudi cum tir
"No1 nhan".

9.2.3. Déi voi tén loai vin ban 13 cong van thi tén to chirc, co quan, ca nhan
truc tiép nhan giai quyét duoc liét ké tai phan "Kinh gui®, ¢ chinh giira, trang dau
van ban (6 s6 5a, Phu lyc 1). G dong dau phan "Noi nhan" cudi vin ban c6 thém tir
"Nhu trén".

9.2.4. B4i vai tén loai van ban 14 to trinh thi trinh bay thém tur "Kinh trinh" va
liét ké tén to chuc, co quan, c4 nhan truc tiép nhan giai quyét cong viéc ¢ dudi tén
loai va trich yéu noi dung van ban (6 s6 9b, Phy lyc 1). O dong dau phan "Noi
nhan" cudi van ban c6 thém tir "Nhu trén".

9.2.5. Sau c4c tir "Noi nhan", "Kinh gui®, "Kinh trinh" c6 dau hai cham (2);
sau mdi t6 chire, co quan, ca nhan hodc nhdm té chirc, co quan, c4 nhan nhan vin
ban & phan "Kinh gui”, "Kinh trinh" c6 dau cham phay (;); sau mdi té chic, co
quan, ca nhan hoic nhém td chiic, co quan, c4 nhan nhan vin ban & phan "Noi
nhan" c¢é dau cham phay (;), két thuc noi luu vin ban c6 dau cham.,

I1- Céac thanh phan thé théc bo sung

Ngoai cac thanh phan thé thirc bat budc thi tuy ndi dung va tinh chét timg van
ban cy thé, ngudi ky van ban quyét dinh bo sung cac thanh phan thé thic sau:

1. Phu luc

1.1. Vin ban c6 phu luc kém theo thi phai c6 chi dan vé phu luc. Phu lyc vin
ban trinh bay riéng va phai co tiéu dé, van ban c6 tir hai phu lyc trg 1&n thi ghi sé
tha tu phu luc bing chir s6 A-réap.

1.2. Tt "Phu luc va sd tht ty” trinh bay thanh mot dong riéng cach déu hai
mép phai va trai caa phan co chir. Tiéu dé caa phu luc trinh bay dudi tir "Phu luc"
va sb tht tu cua phu luc. Dudi tiéu dé phu luc trinh bay chi dan phu luc kém theo
van ban bao gém s6, ky hiéu van ban; ngay, thang, nim ban hanh van ban va tén
co quan, don vi ban hanh van ban.

2. Dau chi mire @9 mat va cac thong tin can thiét trén vin ban mat

Dau chi mtrc 6 mat va cac thong tin can thiét trén van ban mat thuc hién theo
quy dinh hién hanh ctaa phap luat vé bao vé bi mat nha nudc.

3. Dau chi mire d9 khan

3.1. Dau chi mtc ¢6 khan gom: Khan, thuong khan, hoa toc. Tuy yéu cau can
chuyén nhanh vin ban dé xac dinh d6 khan.
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3.2. Dau chi mic d6 khan trinh bay dudi s6 va ky hiéu van ban (riéng tén loai
cong vin thi trinh bay dudi trich yéu noi dung van ban) (6 sb 10, Phu luc 1).

4. Cic chi din vé pham vi pho bién, giao dich, ban du thao va tai liéu hoi nghi

4.1. Dbi véi nhitng van ban c6 pham vi pho bién, giao dich thi c6 cac chi dan
nhu: Khong phd bién trén phuong tién thong tin dai ching, tai liéu thu hdi, xem
xong tra lai, luu hanh ndi bo... Cac chi dan vé pham vi phé bién, giao dich trinh
bay tai trang dau, goc phai, cach mép trén trang van ban 10 mm (6 sé 11a, Phu luc
1). Riéng chi din "Khdng phd bién trén phuong tién thong tin dai ching" trinh bay
tai trang cudi, chinh giira, cach mép dudi trang van ban 10 mm.

4.2. Doi véi van ban thyc hién quy trinh du thao nhiéu lan thi st dung chi
dan thr tu 1an du thao. Chi dan vé du thao van ban trinh bay duéi s6 va ky hiéu
van ban (6 s6 11b, Phy luc 1).

5. Ky hiéu nguoi soan thao vin ban, sé lweng ban phat hanh

Péi véi van ban can quan ly s6 lwong ban phat hanh thi ghi ky hiéu nguoi
soan thao vin ban va s6 lugng ban phat hanh, noi dung nay duoc trinh bay tai cudi
noi nhan vin ban (6 s6 12, Phu luc 1).

6. Thong tin lién hé caa co quan ban hanh vian ban

Néu can thiét thi trong vin ban ghi dia chi co quan, don vi, dia chi thu dién tir
(email), sb dién thoai, sd fax, dia chi trang thong tin dién tir (website) dé lién hé
cong viéc. Noi dung trinh bay tai trang cudi cua van ban, dudi mot dudng ké nét
lien kéo dai hét chiéu ngang cua ving trinh bay van ban (6 s6 13, Phu luc 1).

I11- Cac thanh phan thé thic ban sao

1. Ban sao van ban

Ban sao van ban la ban duogc tao ra tir viéc chép lai hoac tao ra ban khac theo
dung noi dung caa ban géc, ban chinh hodc ban sao vin ban. Sao vin ban gdm sao
tir van ban gidy sang vin ban gidy, sao tir van ban gidy sang vin ban dién tir va sao
tir van ban dién tir sang van ban giay.

Ban sao van ban chura bi mat nha nudc thuc hién theo phép luat va quy dinh
hién hanh caa co quan c6 tham quyén vé bao vé bi mat nha nuéc.

2. Sao sang vin ban giay

2.1. Ban sao tir van ban gidy va tir van ban dién tir sang van ban gidy phai
dong dau "Ban sao vin ban" va trinh bay thé thic quyén han, chic vu, ho tén va
chit ky cua nguoi c6 thim quyén sao van ban.

2.2. DAu "Ban sao vian ban" va thé thic quyén han, chirc vu, ho tén va chir ky
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ctia nguoi ¢6 tham quyén sao van ban trinh bay cudi van ban can sao, ngin cach
v6i vin ban can sao bang mot duong ké nét lién co do dai hét chiéu ngang cua
ving trinh bay vin ban (so d6 bd tri thé thic ban sao van ban tai Phu luc 3).

2.2.1. D4u "Ban sao vin ban" dong phia bén trai, phia dudi Noi nhan van ban
duoc sao (mAu dau tai Phu luc tai Huéng dan 05-HD/VPTW ngay 27/5/2026).

2.2.2. Quyén han, chac vu, ho tén va chit ky cua ngudi c6 tham quyén sao van
ban trinh bay bén phai, phia dudi quyén han, chicc vy, ho tén va chit ky cua nguoi
c6 tham quyén ky van ban.

2.3. Déu co quan sao vin ban trinh bay dudi quyén han, chiic vu va trum 1én
1/3 chit ky ctia nguoi 6 tham quyén sao van ban.

2.4. Néu sao nhiéu ban thi co quan, to chac thuc hién nhan ban tir ban sao
dau tién da dong diu "Ban sao van ban" va c6 chit ky truc tiép cta ngudi c6 tham
quyén sao van ban, sau d6 dong dau ciia co quan, to chtc (néu cd) 1én tirng ban sao.

3. Sao sang van ban dién ti

3.1. Ban sao tir vin ban gidy sang vin ban dién tir dugc thuc hién bang viéc
s6 hoa (scan) van ban gidy bao dam tiéu chuan cua co quan c6 tham quyén, Ky s6
ctia ngudi €6 tham quyén va Ky sé cua co quan, to chirc sao van ban.

3.2. Chit ky s cuia co quan, to chirc sao van ban trinh bay tai goc trén, bén
phai, trang dau cuia van ban (6 s6 14, Phy luc 1).

3.3. Chit ky s6 ctua nguoi c6 tham quyén sao van ban trinh bay tai goc trén,
bén phai, trang dau caa vin ban (6 s6 15, Phu luc 1).

3.4. Chit ky s cua ca nhan va chit ky sb caa co quan, t6 chic thuc hién theo
Huéng dan cia Vian phong Trung wong Pang vé st dung chit ky sb trong co quan,
t6 chirc dang.

IV- Phong chir, kho gidy, dinh Ié trang vin ban, sé trang

1. Phéng chir: Phong chir tiéng Viét, kiéu chir Times New Roman, bo ma ky
tw Unicode theo Tiéu chuan Viét Nam TCVN 6909: 2001, mau den.

2. C& chir va kiéu chit: Theo quy dinh cu thé cho ting thanh phan thé thic
tai Phu luc 2.

3. Kho gidy: Vin ban gidy va vin ban dién tir trinh bay trén kho gidy A4
(210 mm x 297 mm). Céc loai van ban, gidy to hanh chinh trinh bay trén kho gidy
A4 hoic A5 (148 mm x 210 mm) hoic str dung mau in san.

4. inh 1& trang vin ban

4.1.Vin ban cua Dang trinh bay theo chiéu doc cua trang vin ban (dinh hudng
ban in theo chiéu doc), ving trinh bay nhu sau:

4.1.1. Lé& trén: Cach mép trén trang van ban 20 mm.
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4.1.2. Lé dudi: Cach mép dudi trang van ban 20 mm.

4.1.3. L& trai: Cach mép trai trang vin ban 30 mm.

4.1.4. L& phai: Cach mép phai trang van ban 15 mm.

4.2. Truong hop van ban in hai mat, mat sau vung trinh bay nhu sau:

4.2.1. Lé& trén: Cach mép trén trang vin ban 20 mm.

4.2.2. L& duéi: Cach mép duéi trang van ban 20 mm.

4.2.3. L& trai: Cach mép trai trang van ban 15 mm.

4.2.4. L& phai: Cach mép phai trang van ban 30 mm.

4.3. Trudng hop ndi dung van ban c6 cac bang, biéu thi cé thé trinh bay
theo chiéu ngang cua trang vin ban (dinh huéng ban in theo chiéu ngang). Can ctr
ving trinh bay van ban theo chiéu doc dé trinh bay van ban theo chiéu ngang cho
phu hop.

5. S trang van ban

5.1. S6 trang van ban duoc ghi bang chir s6 A-rap; so trang van ban trinh bay
tai diém giira, cach mép trén trang van ban 10 mm va cach déu hai mép phai, trai
ctia phan c6 chir; khéng hién thi sb trang dbi vai trang thir nhat.

5.2. S6 trang caa phu luc ghi riéng cho tung phu luc.
Phan 111

TO CHUC THUC HIEN

1. Huéng din nay c6 hiéu luc tir ngay ky, thay thé Hudéng din s6 488-
HD/HVCTQG, ngay 18/10/2018 cua Hoc vién Chinh tri quéc gia Ho Chi Minh vé thé
thirc va ki thuat trinh bay vin ban cua Hoc vién Chinh tri quéc gia H5 Chi Minh.

Truong hop céc quy dinh, huéng din dugc dan chiéu tai Hudng dan nay co
stra doi, bo sung hoac thay thé thi p dung theo cac quy dinh, huéng dan mai.

2. Thu truong cac don vi truc thuoc Hoc vién co trach nhiém trién khai thuc
hién Huéng dan nay.

3. Giao Van phong Hoc vién kiém tra, theo d@i viéc thuc hién Huong dan
nay; dé xuat stra d6i, bd sung hoac thay thé khi can thiét.

Noi nhan:

- Ban Giam ddc Hoc vién;

- Thuong truc Pang uy Hoc vién;

- Cac don vi truc thudc Hoc vién;

- Lanh dao Van phong Hoc vién,;

- Cac don vi tryc thuoc Van phong Hoc vién;
- Luu van thu, HCTH.
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Ghi chu:

1. Tiéu dé "Pang Cong san Viét Nam'™;
2. Tén co quan, don vi ban hanh van ban;

3. S6 va ky hiéu van ban;

4. Pia danh va ngay, thang, nam ban hanh van ban;
5a. Thé loai van ban va trich yéu noi dung vin ban;
5b. Trich yéu ndi dung cong van;

Noi dung vin ban (c6 thé nhiéu trang);
7a, 7b, 7c. Quyén han, chirc vu, ho tén va chir ky
clia nguoi c6 thim quyén;

8. D4u, chit ky sb cta co quan, don vi;

9a, 9b. Noi nhén van ban;

10. D4u chi murc d6 khén;

11a. Chi dan vé pham vi luu hanh, phé bién;
11b. Chi dan vé du thao van ban;

12. Ky hiéu nguoi soan thao vin ban va sb
luong ban phat hanh;

13. Thong tin lién hé cua co quan ban hanh
van ban;

14. Chit ky sb ctia co quan trén ban sao sang
van ban dién tur;

15. Chit ky sb ctia ¢4 nhan trén ban sao sang
van ban dién tu.




. N 2, . Co .z . Minh hoa
Thanh phan thé thirc Loai chir . Kiéu chir . - )
TT chir (phbng chiz Times New Roman)
1. | Tidu d& "Pang Cong san Vit Nam” In hoa 15 | Pung, dam DANG CONG SAN VIET NAM
5 Tén co quan ban hanh van ban, co
" | quan sao vin ban
- Tén co quan cap trén tryc tiép In hoa 14 Pung BAN CHAP HANH TRUNG UONG
. L , X HOQC VIEN CHINH TRI QUOC GIA
- Tén co quan ban hanh van ban In hoa 14 | Pung, dam R ,
HO CHI MINH
3. | S6 va ky hiéu van ban In thudong 14 Pung S6 127-QB/HVCTQGHCM
bia danh va ngay, thang, nam ban A . . .
4. ‘la o oy g, nam In thuong 14 Nghiéng Ha Noi, ngay  thang 6 nam 2026
hanh van ban
5 Tén loai van ban va trich yéu noi
" | dung vin ban
- Thé loai van ban Inhoa | 15-16 | Pung, d4m BAO CAO




. N 2, . Co .z . Minh hoa
Thanh phan thé thirc Loai chir . Kiéu chir . - )
TT chir (phéng chir Times New Roman)
- Trich yéu néi dung vén ban In thwong | 14-15 | Pimg, dam Két qua cac méit cong tac nim 2026
o — n vé viéc thay doi thé thirc, ky thudt trinh bay
- Trich y&u n6i dung thé loai cong van | In thuong 12 Nghiéng o
van ban cua Pang
6. | Noi dung van ban In thuong | 14-15 Dung Trong cong tac chi dao...
- Tir "Phén", "Chuong" va sb thir ty Phin |; Chwong ||
. ' In thuon 14-15 | bung, dam . " . X L
cua phan, chuong 8 & & (hoac: Phan thir nhat; Chwong thi hai)
- Tén phan, chuong Inhoa | 14-15 | Pung, dam QUY DINH CHUNG
- T "Muc" va s6 tht ty cia muc In thuong | 14-15 | Ping, dam Muc 1
- Tén muc Inhoa | 14-15 | Pung, ddm QUAN LY VAN BAN DI
N ‘ Diéu 1. Pham vi diéu chinh va dbi twgn
_Tir "Pidu", sb thit tw va tén didu Inthuong | 14-15 | Dimg, dam | e VT GIEUET Hions
ap dung
- Khoan In thuong | 14-15 Pung 1. Quy dinh v&...
- Piém In thuong | 14-15 Pung a) thé thirc trinh bay




. N 2, . Co .z . Minh hoa
Thanh phan thé thirc Loai chir . Kiéu chir . - )
TT chir (phéng chir Times New Roman)
Quyén han, chirc vu, ho tén va chit ky
7. | cta ngudi c6 tham quyén ky vin ban,
sao van ban
- Quyén han ky van ban, ban sao In hoa 14 bung, dam K/T GIAM POC
- Chure vu ciia nguoi Ky van ban, ban . .
o guor ey Inhoa | 14 | Dang PHO GIAM DOC
- Ho tén ctia nguoi Ky van ban, ban Ding, .
: guoLKy In thuong | 14 e Nguyén Vin A
sao dam
- Thuc hién theo quy dinh cua Ban Bi thu,
Dau t6 chirc ban hanh van ban, sao van L x aay A .
8. b huong dan cua Ban To chuce Trung wong va
an
Bo Cong an
9. | Noi nhan van ban
- Tir "Kinh gui" d6i véi thé loai cong
van, "Kinh trinh" ddi véi thé loai to In thwong | 14 Nghiéng Kinh gui:
trinh
- Tén t6 chirc, co quan, ca nhan sau tir ‘ , - Ban Bi thu Trung wong;
In thuong 14 Duing

"Kinh gui", "Kinh trinh"

- Van phong Trung wong Pang;




> A Z 2 .. Co . X - Minh hoa
Thanh phan thé thirc Loai chir . Kiéu chir . -
TT chir (phéng chir Times New Roman)
bung, co )
_ Tir "Noi nhan" Inthuong | 14 & ¢ Noi nhan:
gach chan
A 2 ) . LA . - Ban Giam ddc Hoc vién;
- Tén t0 chtrc, co quan, ca nhan sau tir . , _ .
oo In thuong 12 Ding - Céc don vi truc thudc Hoc vién;
"No1 nhan"
- Luu Van thu.
DAu chi mutrc do mat va cac thong tin N A
10, | e mue o matva J Thue hién theo huéng din ciia B6 Cong an
can thiét trén van ban mat
11. | D4u chi mrc d khan In hoa 14 | Pung, dam KHAN
Chi dan pham vi luu hanh, pho bién,
12. | giao dich, du thao van ban va tai liéu
hoi nghi
- Chi dan pham vi luu hanh In hoa 12 | Ptng, dam TAI LIEU HOQI NGHI
- Chi dan dy thao vin ban In thwong | 14 Nghiéng Dur thao ldn 2
Ky hiéu ngudi soan thao van ban va sd . )
13. . o In thuong 11 Duing NguyenVanAn-26
luong ban phat hanh
Thong tin lién hé cua co quan ban hanh . ) 419, Hoang Quéc Viét, Nghia Do, Ha Noi;
14. In thuong 10 Duing

van ban

dién thoai: 024. 62727100; fax: ...; email: ......




. N 2, . Co .z . Minh hoa
Thanh phan thé thirc Loai chir . Kiéu chir . - )
TT chir (phéng chir Times New Roman)
15. | S6 trang van ban, phu luc In thuong 14 Pung 28




STT Tén Pon vi Chir viét tat
1. | Hoc vién Chinh tri quc gia H6 Chi Minh HVCTQGHCM
2. | Vu T6 chic can bo VTCCB

3. | Vu Quan Iy dao tao, boi dudng VQLDTBD

4, Vu Quan ly khoa hoc VQLKH

5. Vu Céc truong chinh tri VCTCT

6. | VuHop tac qudc té VHTQT

7. | Vu Ké hoach - Tai chinh VKHTC

8. | Trung tam Cong nghé va Chuyén doi sd TTCNCDS

Q. Vian phong Hoc vién VPHV

10. | Ban Cong tac Pang — Poan thé BCTPDT

11. | Ban Quan ly du an xay dung chuyén nganh BQLDAXDCN
12. | Vién Triét hoc VTrH

13. | Vién Kinh té chinh tri hoc VKTCTH

14. | Vién Chu nghia xa hoi khoa hoc VCNXHKH
15. | Vién Ho6 Chi Minh va céc 1anh ty ciia Pang VHCMLTCD
16. | Vién Lich sir Bang VLSDb

17. | Vién Xay dung Bang VXDb

18. | Vién Kinh té - X& hoi va Méi truong VKTXHMT
19. | Vién Chinh trj va Quan hé quéc té VCTQHQT
20. | Vién Nha nudc va Phap luat VNNPL




21. | Vién Quyén con nguoi VQCN

22. | Vién Vin hoa va Phat trién VVHPT

23. | Vién Lanh dao hoc va Hanh chinh cong VLDHHCC
24. | Vién Dan toc va Tén gido VDTTG

25. | Vién Thong tin khoa hoc VTTKH

26. | Tap chi Ly luan chinh tri TCLLCT
27. | Nha xuét ban Ly luan chinh tri NXBLLCT
28. | Hoc vién Chinh tri khu vuc | HVCTKVI
29. | Hoc vién Chinh tri khu vuc Il HVCTKVII
30. | Hoc vién Chinh tri khu vuc IlI HVCTKVIII
31. | Hoc vién Chinh tri khu vuc IV HVCTKVIV
32. | Hoc vién Bao chi va Tuyén truyén HVBCTT
33. | Hoc vién Hanh chinh va Quan tri cng HVHCQTC

Cac don vi trén khi thay doi tén va cac don vi khéc trong hé théng Hoc vién
cin ctt Huéng dan nay dé quy dinh chir viét tit tén co quan, don vi khi soan thao
van ban.



STT mau Loai van ban Ky hiéu
1. Mau 1 | Cong vin CVv
2. Mau 2 | To trinh TTr
3. | Mau3 | Théng bao TB
4. | Mau4 | Giay moi GM
5. | Mau5 | Quyét dinh Qb
6. | MAau5.1| Vin ban kém theo Quyét dinh
7. | M3u6 | Quyché QC
8. Mau 7 | Quy dinh Qb
9. | Mau8 | Ké hoach KH
10. | Mau 9 | Béo céo BC




20mm I 2
’ Mau 1. Céng viin
BAN CHAP HANH TRUNG UONG (2) DPANG CONG SAN VIET NAM (1)
HOQC VIEN CHINH TRI QUOC GIA N . -
: "HO CHI MINK (QB) Ha Noi, ngay 06 thang 6 nam 2026 (6)

S6  -CV/IHVCTQGHCM (4)

.......... (©) Je
Kinh gui: -............ ) ;
................................................. (8) et

Noi nhén: (10) QUYEN HAN KY VAN BAN

- Nhu trén; (11) CHUC VU NGUOI KY (9)

- Lu'uvanthu viét tat tén don vi phét hanh. S~ A4

30 ™" NguyenVanA - xxx (Chiz ky, dau) 5™
<—> \ n

Ho va tén

Ghi chu:

Phong chir ciia van bdn 1a: Times New Roman

(1). Tiéu d&: chit in hoa, drng, d4m, ¢& chit 15. Gach ké c6 d6 dai bang kich thude tiéu deé.

(2). Tén co quan cap trén tryc tiép: chir in hoa, dung, c¢& chir 14.

(3). Tén co quan ban hanh van ban: chir in hoa, dung, dam, c& chir 14.

(4). S6 van ban: chit in thuong, ding, ¢ chit 14.

(5). Trich yéu noi dung cong van: in thuong, nghiéng, c& chit 12.

(6). bia danh, ngay, thang, nam: in thuong, nghiéng, c& chir 14.

(7). Kinh giri: tir “Kinh giri” in thudng, nghiéng, ¢& chir 14. Tén co quan, t chirc, ca nhan sau tir “Kinh
giri” in thudng, dang, ¢& chir 14, viét lién sau “Kinh gui”. Truong hop nhiéu noi giri thi mdi noi giri nam
trén 1 gach dau dong, cudi mdi tén don vi guri két thic bang dau cham phay (;), don vi cudi ciing két thic
bang dau cham (.).

(8). No¢i dung cong van: in thuong, dung, ¢ chix 14, can déu hai bén I&, ddu mdi doan l0i vao 10mm;
khoang cach giita cac doan t6i thiéu 1a 6pt, khodng cach giita cac dong tir 18pt-22pt (exaxtly).

(9). Ghi quyen han, chirc vu cua nguoi ky: Néu nguorl ky cong van la cap phd cua nguoi dung dau co
quan, don vi thi chir viét tit trudc chic vu cua ngudi ding dau 13 “K/T”, bén duéi ghi chic vu cua nguoi
ky cong van; truong hop ky thira 1énh ghi chit viét tit “T/L” truc chirc vu cia ngudi dieng dau, bén dudi
ghi chtic vu ctia nguoi ky cong van. Quyén han ky van ban trinh bay chit in hoa, ding, dam, ¢& chir 14;
chirc vu nguoi ky van ban in hoa, ding, c& chir 14.

(10). Noi nhén: in thuong, dung, gach chan, c¢& chir 14.

(11). Tén co quan, to chic nhan cong van: in thuong, dang, ¢& chir 12, cudi dong két thic bang dau
cham phay (;). Néu ngudi nhan tai “Kinh giri” 1a nhiing chtic danh, chirc vu cao cap ctia Pang, Nha nudc,
thi phan noi nhan ghi truc tiép tén va chirc danh ngudi nhan.

20 mm I



20mM I 3

Mau 2. To trinh

BAN CHAP HANH TRUNG UONG (2) PANG CONG SAN VIET NAM (1)

HOQC VIEN CHINH TRI QUOC GIA
HO CHI MINH (3)

S6 -TTr/HVCTQGHCM (4)

TO TRINH (6)

reveeeeeeeeeeeesnennrreeed(B.D)eeeeeeeeeeeeeeeeeeeeeaeens

Noi nhén: (10) QUYEN HAN KY VAN BAN
30 ™™ - Nhur trén; (11) CHUC VU NGUOI KY (9)
‘—> T i eceesesanes
- Luu van thu viét tat tén don vi phat hanh. (Chd ky dd’U)

Ho va tén
Ghi cha:
Phong chir ciia van bdn 1a: Times New Roman
(1). Tiéu dé: chit in hoa, dimg, dam, ¢ chir 15. Gach ké c6 d6 dai bang kich thuédc tiéu dé.
(2). Tén co quan cap trén truc tiép: chir in hoa, ding, ¢& chir 14.
(3). Tén co quan ban hanh van ban: chit in hoa, ding, dam, c& chir 14.
(4). S6 van ban: chit in thuong, dung, ¢& chit 14.
(5). biadanh, ngay, thang, nam: in thuong, nghiéng, c& chir 14.

(6). Tén loai van ban: tir “Td trinh” viét in hoa, ding, dam, c¢& chit 15-16. (6.1) trich yéu ngi dung van

ban: in thuong, ding, dam, c& chir 14-15.

(7). Kinh guri: tir “Kinh giti” in thuong, nghiéng, ¢ chit 14. Tén co quan,‘té chirc, ca nhan sau tr “Kinh
gui” in thuong, dung, c& chir 14, viét lien sau “Kinh gui”. Truong hgp nhiéu noi gui thi moi noi giri nam
trén 1 gach dau dong, cudi mdi tén don vi giri két thic bang dau cham phay (;), don vi cudi cung két thic

bang dau cham (.).

(8). Noi dung cong vén: in thuong, dung, ¢ chir 14, cin déu hai bén 18, dau mdi doan IUi vao 10mm;

khoang cach giita cac doan t6i thiéu 1a 6pt, khodng cach giita cac dong tur 18pt-22pt.

(9). Ghi quyen han, chuc vu cua ngudi ky: Néu ngum ky cong vén la cap phd cua nguoi dung dau co
quan, don vi thi chir viét tit trudc chic vu cua ngudi ding dau 13 “K/T”, bén duéi ghi chic vu cia nguoi
ky cong van; truong hop Ky thira Iénh ghi chit viét tat “T/L” trugc chic vu cliia ngudi ding dau, bén dudi
ghi chtic vu ctia nguoi ky ¢ong van. Quyén han ky van ban trinh bay chit in hoa, dimg, dam, c¢& chir 14;

chirc vu nguoi ky van ban in hoa, ding, ¢& chir 14.
(10).Noi nhan: in th}r(‘)ng, dang, gach chén, ¢o chir 14.

(11).Tén co quan, to chic nhan cong van: in thuong, ding, ¢& chir 12, cudi dong két thic bang dau chim
phay (;). Néu ngudi nhan tai “Kinh guri” la nhitng chirc danh, chirc vu cao cap cua Pang, Nha nudc, thi

phan noi nhan ghi truc tiép tén va chic danh nguoi nhan

20 mm I

Ha Noi, ngay 06 thang 6 nam 2026 (5)



20mM I 4

M4iu 3. Thong bao

BAN CHAP HANH TRUNG UONG (2) PANG CONG SAN VIET NAM (1)

HOQC VIEN CHINH TRI QUOC GIA
HO CHI MINH (3)

S6 -TB/HVCTQGHCM (4)

THONG BAO (6)

ceeeereeennnveeesessensreee(6.)eeerreeeeeeeeeeeeeeeeas

Noi nhén: (9) QUYEN HAN KY VAN BAN
Q mm e ; (10) CHUC VU NGUOI KY (8)
- Lu'uvanthu viét tit tén don vi phat hanh. (Chd ky dd’U)

Ho va tén

Ghi chu:

Phong chiéz ciia vin bdn la: Times New Roman

(1). Tiéu dé: chit in hoa, dimg, dam, ¢& chir 15. Gach ké c6 d6 dai bang kich thudc tiéu dé.
(2). Tén co quan cap trén truc tiép: chir in hoa, ding, ¢& chir 14.

(3). Tén co quan ban hanh van ban: chir in hoa, dirng, dam, c& chir 14.

(4). S van ban: chir in thuong, dung, ¢& chir 14.

(5). bia danh, ngay, thang, nam: in thuong, nghiéng, c& chir 14.

(6). Tén loai vin ban: tir “Théng bao” viét in hoa, dimg, dam, c¢& chir 15-16. (6.1) trich yéu noi dung van

ban: in thuong, dung, dam, cd chir 14-15.

(7). Noi dung van ban: in thuong, dimg, c& chir 14, can déu hai bén I¢, dau mdi doan 10i vao 10mm;

khoang cach giita cac doan t6i thiéu la 6pt, khodng cach giira cac dong tir 18pt-22pt.

(8). Ghi quyen han, chuc vu cua ngudi ky: Néu ngum ky cong vén la cap phd cua nguoi ding dau co
quan, don vi thi chir viét tit trudc chic vu cua ngudi dimg dau 12 “K/T”, bén duéi ghi chic vu cia nguoi
ky cong van; truong hop ky thira Iénh ghi chit viét tit “T/L” truc chirc vu cia ngudi ding dau, bén dudi
ghi chtic vu ctia ngudi ky cong van. Quyén han ky van ban trinh bay chit in hoa, ding, dam, c¢& chir 14;

chirc vu nguoi ky van ban in hoa, ditng, c& chir 14.
(9). Noi nhén: in thuong, ding, gach chan, ¢& chit 14.

(10).Tén co quan, t6 chirc nhan cong van: in thuong, dimg, ¢& chir 12, cudi dong két thic bang dau cham

phay (;), dong cudi cting luu két thic bang dau cham (.).

20 mm I

Ha Noi, ngay 06 thang 6 nam 2026 (5)

15 mm



20mMm I 5
Mau 4. Gidy moi
BAN CHAP HANH TRUNG UONG (2) DPANG CONG SAN VIET NAM (1)

HQC VIEN CHINH TRI QUOC GIA N , -
: "HO CHI MINH ?3) Ha Noi, ngay 06 thang 6 nam 2026 (35)
*

S6  -GM/HVCTQGHCM (4)

GIAY MO (6)

........................... (3 T
Kinh gui: ............ )
................................................. (8) e

Noi nhan: (10) QUYEN HAN KY VAN BAN

- Nhur trén; (11) CHUC VU NGUOI KY (9)

- Luu vin thu, viét tht tén don vi phét hanh. e

30 ™ (Chir ky, dau) 15 mm
— R “—>
Ho va tén
(12) Ghi chi: Théng tin chi tiét xin lién hé: Pong chi......., ....... (chuc wu)......., S dién thoai:. ...

20 mm I



Ghi cha:

Phong chié# ciia van bdn 1a: Times New Roman

(1). Tiéu dé: chit in hoa, dimg, dam, ¢ chir 15. Gach ké c6 d6 dai bang kich thudc tiéu dé.

(2). Tén co quan cap tren truc tiép: chir in hoa, ding, ¢& chir 14.

(3). Tén co quan ban hanh van ban: chit in hoa, dirng, dam, c& chir 14.

(4). S6 van ban: chir in thudng, dung, ¢ chir 14.

(5). bia danh, ngay, thang, nam: in thuong, nghiéng, cd chir 14.

(6). Tén loai van ban: tir “Td trinh” viét in hoa, dung, dam, ¢& chir 15-16. (6.1) trich yéu noi dung vin
ban: in thuong, dung, dam, c& chir 14-15.

(7). Kinh giri: tir “Kinh giri” in thuong, nghiéng, ¢& chit 14. Tén co quan, to chiic, c& nhan sau tir “Kinh
giri” in thuong, dung, ¢& chir 14, viét lién sau “Kinh gui”. Truong hop nhiéu noi giri thi mdi noi giri nam
trén 1 gach dau dong, cudi mdi tén don vi guri két thic bang dau cham phay (;), don vi cudi cung két thic
bang diu cham (.).

(8). Noi dung van ban: in thudng, dimg, c& chir 14, can deu hai bén I8, dau mdi doan 10i vao 10mm;
khoang cach giita cac doan t6i thiéu 1a 6pt, khodng cach giita cac dong tur 18pt-22pt.

(9). Ghi quyén han, chtc vu caa nguoi ky: Néu nguoi ky cong vén la cap pho cua nguoi dung dau co
quan, don vi thi chir viét tat trudc chiic vu cia ngudi dimg dau 1a “K/T”, bén duéi ghi chirc vu cia nguoi
ky cong van; truong hop ky thira 1énh ghi chit viét tit “T/L” true chirc vu cia ngudi ding dau, bén dudi
ghi chirc vy cta nguoi ky cong van. Quyén han ky van ban trinh bay chir in hoa, dimg, dam, c¢& chir 14;
chtrc vu nguoi ky van ban in hoa, ding, cd chir 14.

(10).Noi nhan: in thuong, ding, gach chan, ¢& chi 14.

(11).Tén co quan, t6 chirc nhan cong van: in thuong, ding, ¢& chir 12, cudi dong két thic bang dau cham
phay (;). Néu ngudi nhan tai “Kinh gii” 1a nhitng chuc danh, chirc vu cao cap caa Pang, Nha nuéc, thi
phan noi nhan ghi truc tiép tén va chic danh nguoi nhan

(12). Thong tin lién hé: chir thuong, dung, ¢d chir 10.



20mm I 7

Mau 5. Quyét dinh

BAN CHAP HANH TRUNG UONG (2) PANG CONG SAN VIET NAM (1)
HOQC VIEN CHINH TRI QUOC GIA S N A . -
HO CHI MINH ((23) Ha Noi, ngay 06 thang 6 nam 2026 (5)
*

S6  -QP/HVCTQGHCM (4)
Du thao lan 2 (6)
QUYET PINH (7)
........................... (7.1)eeeeeeeeereeeereneennnns
-CANCl. . e, (B) e ;
- Cén‘cfr ....................................................................................
XEAC NGNT CUA. ...\ttt e ,
‘ GIAM POC HQC VIEN QUYET PINH
Pieul ... (9) et
DACU 2. .,
Noi nhan: (11) QUYEN HAN KY VAN BAN
U : (12) CHUC VU NGUOI KY (10)
30 mm - Lu'uvanthu viét tat tén don vi phét hanh. (Chiz ky, ddru) 15 mm
< > +—>
Ho va tén
Ghi chu:

Phong chiéz ciia van bdn la: Times New Roman

1. Tiéu dé: chit in hoa, dimg, ddm, c& chit 15. Gach ké c6 d6 dai bang kich thudc tiéu dé.

Tén co quan cap tren truc tiép: chir in hoa, ding, ¢& chir 14.

Tén co quan ban hanh van ban: chir in hoa, dung, dam, ¢ chir 14.

S6 van ban: chit in thuong, ding, ¢& chir 14.

Dia danh, ngay, thang, nam: in thuong, nghiéng, cd chir 14.

Chi dan du thao (néu c6): chit in thuong, nghiéng, c& chix 14.

. Tén loai van ban: tir “T¢ trinh” viét in hoa, ding, ddm, ¢& chir 15-16. (7.1) trich yéu néi dung vin ban:
in thuong, dirng, dam, c& chir 14-15.

8. Can ci: MGi can cir duoc trinh bay trén mot gach dau dong, cubi mdi can ctr 6 dau cham phay (),
cubi can ctr cudi ciing c6 dau cham ().

9. Noi dung van ban: in thuong, dung, ¢& chit 14, cin déu hai bén 18, ddu mdi doan l0i vao 10mm;
khoang cach gitta cac doan tdi thiéu 12 6pt, khoang cach gitra cac dong tir 18pt-22pt.

10.Ghi quyén han, chtc vu ctia nguoi ky: Néu nguoi ky cong van 1a cip pho cua nguoi dimg dau co
quan, don vi thi chir viét tat trudc chire vu cia nguoi ding dau 1a “K/T”, bén dudi ghi chic vu cia ngudi
ky cong van; truong hop ky thira Iénh ghi chit viét tit “T/L” truc chirc vu cia ngudi ding dau, bén dudi
ghi chirc vu caa ngudi ky cong van. Quyén han ky vin ban trinh by chit in hoa, dimg, dam, c¢& chir 14;
chic vu nguoi ky van ban in hoa, dang, ¢ chir 14.

11. Noi nhén: in thuong, dtng, gach chan, c& chir 14.

12. Tén co quan, td chirc nhin cong van: in thudng, ding, ¢& chit 12, cudi dong két thac bang dau cham
phay (;), dong cudi cting luu két thic bang dau cham (.).

20 mm I

TNOo RN



8

Mau 5.1. Vin ban kém theo Quyét dinh

(Ban hanh kém theo Quyer dinh so -OP/HVCTQGHCM ngay 06/6/2026 ciia
Gidam doc Hoc vién Chinh tri quoc gia Ho Chi Minh)

Ghi chu:

Phong chir ciia van bdn 1a: Times New Roman

1. T6m tit ndi dung chinh vin ban kém theo Quyét dinh.
2. Noi dung vian ban kém theo Quyét dinh.



20mm I 9
Mau 6. Quy ché

BAN CHAP HANH TRUNG UONG (2) PANG CONG SAN VIET NAM (1)
HOQC VIEN CHINH TRI QUOC GIA NN . 3
: "HO CHI MINH ?3) Ha Noi, ngay 06 thang 6 nam 2026 (35)

S6 -QC/HVCTQGHCM (4)

Dur thdo lan 2 (6)
QUY CHE (7)
........................... (7.1)eeeeeeieeneeneeneneenennnns

-CAncl. ..o ) T ;

O s o § S ;

- Can S Y P LT P PP IO OSSP

Giam doc Hoc vién Chinh tri quoc gia Ho Chi Minh ban hanh Quy
che........ nhu sau . .

Phan I (hoac Phan mgt) (9)
TEN PHAN
Chuong I (hodc Chwong mjt)
TEN CHUONG
Muc 1
. . Tén Muc
30 mm biéu 1. Tén Pieu 15 mm
< > 1. N6i dung khoan >

a) Noi dung diém

DICU 2. ...

DU 3. L,
Noi nhan: (11) QUYEN HAN KY VAN BAN
ST ; (12) CHUC VU NGUOI KY (10)
- Lau viin thy, viét tht tén don vi phat hanh, (Chiz ky, déu)

Ho va tén

Ghi cha:

Phong chir ciia van bdn 1a: Times New Roman

(1). Tiéu dé: chit in hoa, ding, dam, ¢& chir 15. Gach ké c6 do dai bang kich thuéc tiéu dé.

(2). Tén co quan cap tren truc tiép: chir in hoa, ding, ¢& chir 14.

(3). Tén co quan ban hanh van ban: chir in hoa, dirng, dam, c& chir 14.

(4). S6 van ban: chit in thuong, dung, ¢& chit 14.

(5). bia danh, ngay, thang, nam: in thuong, nghiéng, cd chir 14.

(6). Chi dan dy thao (néu c6): chit in thuong, nghiéng, c& chir 14.

(7). Tén loai van ban: tir “Td trinh” viét in hoa, ding, dam, c¢& chir 15-16. (7.1) trich yéu noi dung van
ban: in thuong, ding, dam, ¢& chir 14-15.

20 mm I
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(8) Cin cu: M01 cin ct duoc trinh bay trén mot gach dau dong, cudi mdi can cir ¢6 dau chim phay (;),
cudi can cir cudi cuing ¢6 dau cham (.).

(9). Noi dung van ban: in thuong, ding, c& chir 14, can déu hai bén 18, ddu mdi doan I0i vao 10mm;
khoang céch giira cac doan téi thiéu 1a 6pt, khoang céch gitra cac dong tir 18pt - 22pt. Trinh bay Phan,
Chuong, Diéu, khoan, muc... theo quy dinh.

(10). Ghi quyén han, chuc vu cia ngudi ky: Néu nguoi ky cong van 1a cap pho cua nguoi ding dau co
quan, don vi thi chir viét tit trudc chirc vu cua ngudi dimg dau 1a “K/T”, bén duéi ghi chirc vu cia nguoi
ky cong van; truong hop ky thira 1énh ghi chit viét tit “T/L” truéc chirc vu cia ngudi ding dau, bén dudi
ghi chirc vy cta nguoi ky cong van. Quyén han ky van ban trinh bay chir in hoa, dimg, ¢am, c¢& chir 14;
chic vu nguoi k}’f van ban in hoa, ding, c& chir 14.

(11). Noi nhan: in thuong, dung, gach chan, cg chir 14.

(12). Tén co quan, t6 chirc nhan cong van: in thuong, dung, ¢& chir 12, cudi dong két thic bang diu cham
phay (;), dong cudi ciing luu két thiic bang dau cham (.).



20mM I 11

M4iu 7. Quy dinh

BAN CHEAP HANH TRUNG UONG (2) PANG CONG SAN VIET NAM (1)
HOQC VIEN CHINH TRI QUOC GIA

HO CHI MINH (3)
*

So  -QD/HVCTQGHCM (4) Ha Ngi, ngay 06 thang 6 nim 2026 (5)
D thao lan 2 (6)
QUY DINH (7)
........................... (7.0)eeeeeeeeeenenneneenannnns
-CAncl. ..o ) T ;
O s o | S ;
L7 14 T

Phan I (hoic Phan mot) (9)

TEN PHAN
Chwong I (hoic Chwong mot)
TEN CHUONG
Muc 1
. . Tén Muc
30 mm bieu 1. Tén DPieu 15mm
< > 1. N¢i dung khoan —
a) Noi dung diém
DIEU 2. ...
DU 3. Lo
Noi nhan: (11) QUYEN HAN KY VAN BAN
RTINS ; (12) CHUC VU NGUOI KY (10)
Ho va tén

Phong chir cita van bdn 1a: Times New Roman

(1). Tiéu dé: chir in hoa, dimg, dam, ¢ chir 15. Gach ké c6 do dai bang kich thuéce tidu dé.

(2). Tén co quan cap tren truc tiép: chit in hoa, ding, ¢& chit 14.

(3). Tén co quan ban hanh van ban: chir in hoa, dung, dam, cd chir 14.

(4). Sb van ban: chit in thuong, dung, & chi 14.

(5). bDia danh, ngay, thang, nam: in thuong, nghiéng, cd chir 14.

(6).  Chi dan dy thao (néu c6): chir in thuong, nghiéng, c¢& chit 14.

(7). Tén loai van ban: tir “To trinh” viét in hoa, dimg, dam, ¢& chir 15-16. (7.1) trich yéu noi dung vin
ban: in thuong, ding, dam, ¢& chir 14-15.

20 mm I
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(8). Can cwr: Mdi cin cir dugc trinh bay trén mot gach dau dong, cudi mdi can ct ¢6 diu cham phay (),
cudi can cir cudi cuing ¢6 dau cham (.).

(9). Noi dung van ban: in thuong, ding, ¢& chit 14, can déu hai bén I¢, dau mdi doan Ui vao 10mm;
khoang céch giita cac doan tdi thiéu la 6pt, khoang cach giira cac dong tir 18pt-22pt. Trinh bay Phan,
Chuong, Diéu, khoan, muc... theo quy dinh.

(10). Ghi quyén han, chic vu ctia ngudi ky: Néu ngudi ky cong vin 1a cap pho cia nguoi ding dau co
quan, don vi thi chir viét tit trudc chic vu cua ngudi dimg dau 1 “K/T”, bén duéi ghi chic vu cia nguoi
ky cong van; truong hop ky thira 1énh ghi chit viét tit “T/L” truéc chirc vu cia ngudi ding dau, bén dudi
ghi chirc vy cta nguoi ky cong van. Quyén han ky van ban trinh bay chir in hoa, dimg, ¢am, c¢& chir 14;
chirc vu nguoi ky van ban in hoa, ding, cd chir 14.

(11). Noi nhan: in thuong, dung, gach chan, cé chir 14.

(12). Tén co quan, to chic nhan cong van: in thuong, dung, ¢& chir 12, cudi dong két thuc bang dau
cham phay (;), dong cudi cung luu két thic bang dau cham ().



20™M I 13
Mau 8. Ké hoach

BAN CHAP HANH TRUNG UONG (2) PANG CONG SAN VIET NAM (1)

HQC VIEN CHINH TRI QUOC GIA SN A . -
HO CHIi MINH ?3) Ha Noi, ngay 06 thdng 6 nam 2026 (5)

S6 -KH/HVCTQGHCM (4)
KE HOACH (6)
UTUTRUURRRTRRRY (.38 | TOUTSRTS
.......................................... (7)o
Noi nhan: (9) QUYEN HAN KY VAN BAN
30 MM STTUTRR ; (10) CHUC VU NGUOI KY (8) 15 mm
-Lu'uvanthu viét tat tén don vi phat hanh. (Chiz kY, ddu) >
Ho va tén
Ghi chu:

Phong chir ciia van bdn la: Times New Roman

(1). Tiéu dé: chit in hoa, dimg, dam, ¢& chir 15. Gach ké c6 d¢ dai bang kich thudc tidu dé.

(2). Tén co quan cap trén truc tiép: chir in hoa, ding, ¢& chir 14.

(3). Tén co quan ban hanh van ban: chit in hoa, ding, dam, ¢& chir 14.

(4). S van ban: chir in thuong, dung, ¢& chir 14.

(5). Dia danh, ngay, thang, nam: in thuong, nghiéng, c& chir 14.

(6). Tén loai van ban: tir “Ké hoach” viét in hoa, dtmg, dam, ¢& chir 15-16. (6.1) trich yéu noi dung vin
ban: in thuong, ding, dam, ¢& chir 14-15.

(7). Noi dung van ban: in thuong, dung, ¢& chir 14, can déu hai bén I&, dau mdi doan Ui vao 10mm;
khoang cach gitra cac doan t6i thiéu la 6pt, khoang cach gitra cac dong tur 18pt-22pt.

(8). Ghi quyén han, chuc vu caa nguoi ky: Néu ngudoi ky cong van la cap ph6 cua ngudi dimg dau co
quan, don vi thi chir viét tat trudc chire vu cta nguoi ding dau 1a “K/T”, bén dudi ghi chic vu cia ngudi
ky cong van; truong hop Ky thira Iénh ghi chit viét tat “T/L” trugc chic vu cliia ngudi ding dau, bén dudi
ghi chirc vu caa ngudi ky cong van. Quyén han ky vin ban trinh by chit in hoa, dimg, dam, c¢& chir 14;
chic vu nguoi ky van ban in hoa, dang, cd chir 14.

(9). Noi nhan: in thuong, dtng, gach chéan, c& chir 14.

(10).Tén co quan, t& chirc nhan cong van: in thuong, dung, ¢& chit 12, cudi dong két thic bang ddu chim
phay (;), dong cubi cing luu két thic bang dau chiam (.).

20mm I



20mM I 14

M4&u 9. Bao cao

TAI LIEU HQI NGHI (11)

BAN CHAP HANH TRUNG UONG (2) PANG CONG SAN VIET NAM (1)

HQC VIEN CHINH TRI QUOC GIA

HO CHI MINH @) Ha Ngi, ngay 06 thang 6 nim 2026 ()

S —BC/HVCTQGHCM (4)
BAO CAO (6)
..... TR (%% | JUT
.......................................... (7)o
g
—>

Noi nhan: (9) QUYEN HAN KY VAN BAN

T : (10) CHUC VU NGUOI KY (8)

- Lu’uvanter Vlet tat tén don Vl phat hanh. (Chﬁ’ ky dd'u)

Ho va tén
Ghi chu:

Phong chiz ciia vin bdn la: Times New Roman

D).
().
(3).
(4).
(5).
(6).

ban:

(7).

Tiéu dé: chir in hoa, dimg, dam, ¢& chir 15. Gach ké c6 d6 dai bang kich thudc tiéu dé.

Tén co quan cap trén truc tiép: chir in hoa, ding, ¢& chir 14.

Tén co quan ban hanh van ban: chit in hoa, ding, dam, c& chir 14.

S6 van ban: chit in thuong, ding, ¢& chit 14.

Dia danh, ngay, thang, nam: in thuong, nghiéng, cd chir 14.

Tén loai van ban: tir “Bao c4o” viét in hoa, ding, dam, ¢& chir 15-16. (6.1) trich yéu noi dung vin
in thuong, dung, dam, cd chir 14-15.

NOi dung van ban: in thuong, ding, ¢ chir 14, can déu hai bén I&, dau mdi doan lui vao 10mm;

khoang cach gita cac doan t6i thiéu la 6pt, khodng cach giira cac dong tir 18pt-22pt.

(8).

Ghi quyén han, chic vu cta ngudi ky: Néu nguoi ky cong vén la cap pho cua nguoi ding dau co

quan, don vi thi chir viét tat truc chire vu cta nguoi ding dau 1a “K/T”, bén dudi ghi chic vu ciia ngudi
ky cong van; trudng hop ky thira 1énh ghi chir viét tit “T/L” trudc chic vu cia ngudi ding du, bén dudi
ghi chtic vu ctia nguoi ky cong van. Quyén han ky van ban trinh bay chit in hoa, dimg, dam, ¢& chir 14;
chic vu nguoi ky van ban in hoa, dang, cd chir 14.

(9). Noi nhan: in thuong, ding, gach chan, ¢& chi 14.

(10).Tén co quan, t& chirc nhan cong van: in thuong, dung, ¢& chit 12, cudi dong két thic bang ddu chim
phay (;), dong cudi cting luu két thic bang dau cham (.).

(11). Chi dan pham vi luu hanh (néu c6): in hoa, dimg, dam, ¢& chir 12.

20mm I
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