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tt6 ric vi ki thuat trinh biy vin bin c&a HQi N6ng dAn ViQt Nam

ugI xdttc oAx vtpr x.rtrl
BAN CHAP HANH TRI,]NG IJONG
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cQNG HoA xA HQr cHU NGHI{ v$'r NAM
DQc lip - Try do - Hgnh phric

0[N it',i;
L'ni H6 Sd So-:

Cen ct Nghi dinh s(i 30/2020iND-CP ngity 0513/2020 cua Chinh phri vd c6ng
t6c vin thu;

Cin cri Huong d6n s6 :O.m>nfpfW ngiry 031412018 cua Vin phdng Trung
uong Ding v6 th6 thnc vn ki ttruAt trbh biy vin ban cua Dang;

Cnn cri Quy dinh si ZS-Qp I'IDTW ngiy 2}l}ll2}ll cta Ban Thuong vs
Trung uong HQi N6ng den Viet Nam quy dinh vC th€ loai, th6m quy6n ban hinh vri
th€ thfc vin bi.n cua Hgi N6ng dfur Vi$t Nam,

Vdn phdng Trung uong HQi N6ng d6n Vigt Nam huong din vii thri thric vn ky
thu|t.trinh biy vin ban crja HQi N6ng dan Viet Nam d6 thW hipn th6ng nhAt trong
cac cdp HQi N6ng d6n Vigt Nam nhu sau:

I. HI.I6NG DAN CHUNG
l. Ph4m vi didu chinh
Ven ban niy hu6ng a6n v6 th,i thrrc vi kI thuet trinh bny vin ban cta HQi

N6ng d5n Viet Nam.

VEn ban chuy6n nginh, vdn bin khi in thanh sich vi c5c 6n phAm kh6c

kh6ng thugc phgm vi diAu chinh cta Hucmg din nny.

2. D5i tuqng 6p dgng

VEn ban niy rip dgng d6i voi cec c6p Hqi tu Trung uong d6n co sd.

3. Y6u clu
Van ban chinh thtc crja c6c c6p Hgi phii thiing nl6t ttr*i thuc ninh bdy d6

b6o dim gi6 tri ph6p lf vn giri tri thuc tiEn.

tI. cAc rHANH pH.iN Trrt Trri/c BAr BUQC

l. Qu5c hifu vir Ti6u ng&

- eui5c higu..cQNG HoA xA Ir0I cHU NGITiA vIET NAtw': Du-oc

trinh bny bEng cht in ho4 cd cht 13, ki6u chtr dtmg, d4m vi d phia tr€n ctng, b6n

phii trang d6u ti6n cria vdn bAn.

- Ti6u ngE "DQc l$p - Tg do - H4nh phric": Dugc trinh bdy beng chir in
thudng, cO chft 14, ki6u cht tttmg, dfm vi duo. c canh gita dudi Quiic hiqu; cht crii

dAu cta c6c cpm tr-r dugc vi6t hoa, gi&a c6c cgm tu c6 g4ch niSi (r, cO c6ch cht;
phia dudi c6 dudng kE ngang, n€t lidn, c6 it$ dni blng d0 ddi cta ddng ch&.

I
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Vi dU l: VEn bin cta dai hQi

DAr Hor DAr BrtU
HOI NONG DAN TiNH nA. rixn r,Ax rnt/... (banhdnh)

*

- Quiic nieu vi Ti6u ngt ttugc trinh bny tei 6 s6 l, PhU lpc 1. Hai ddng cht
Qui5c hi€u vd Ti€u ngt dugc trinh biy crlch nhau ddng don.

2. Ti6u dA..HOi NOng d6n ViQt Nam.

- Ti€u dA trdn van ban cta HQi N6ng d6n li: ,,HQI N6XC nAX v$f
NAM"

- K! thu6t trinh bdy: Ti6u dE tho. c trinh biy tr-ang tliu, g6c tnii, ddng rtiu,
ngang Quiir hiQu, bEng chtr in hoa drmg, darn, cd cht 13, dugc trinh biy tgi 6 sii 2,
Php lpc l.

Vi du: HQI NoNG DAN VIET NAM (rr?u da)

3. T6n co quan ban hinh vin bin

- TCn HQi c6p tren tr.uc tirlp @dp *En): Chii in ho4 ttimg, cd cht 13.

- T&t co quan ban hdnh vin ban (ban hanh): Ch& in hoa, dung dQm, cd cht 13.

3.1. VAn bAn cria Dai hQi dai bi6u Hgi N6ng dAn toin qu5c, Dqi hqi dd bi6u
HQi N6ng ddn c6c c6p (D{ hQi, Doan Chri t!ch, Doi.n Thu ky, Bao ThAm tra tu
c6ch d4i biilu, Ban Ki,6m phi6u) ghi tOn co quan ban hinh v6n ban nhu sau:

(l) Ven bin cta D?i hQi <lei bi6u HQi N6ng din toan qu5c:

Vi du 1: VAn ban cta tlai hQi

DAr Hor
DAI BITU TOAN QUOCHOI NONG DAN VIETNAM

LAN THIr... (ban hdnh)
,t

Vi dg 2: Ven ban cta doin chri tich

EAIHOI

DAI BIEU TOAN QUOC HOI N6NC OAN VIET NEU

LAN THLI... Gdp tren)

DOAN CI{U TICH (ban hinh'1

*

(2) Ven ban cta Eai hQi dai biriu HOi N6ng den cip tinh, thnnh phi5
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Vi dp 2: Ven ben cta ban thrim tra tu crich ttai biriu

E.1.r Hor DAr BrEU

Hor NONc oAlr riNH HA rfNH LAN TnU...( ciip t€n)
BAN THAM TRA Ttt CACH DAI BrEU ean hdnh)

,r , ri, Ni:, (3)v6n ban cua Per h0i <lai bi,iu rfOilforg dnn c6p huygn (huyQn, quan, thi
xi thu6c tinh, ttranh ph6)

Vi dg l: Ven ban cua dai hQi

D+r HorDAr BrtU
HQt xONc DAN rruyPN cHi LrNH r,Ax rsr]-.. (ban hdnh\

*

Vi du 2: VeA ban cta ban ki6m phi6u

D4J HQI DAI BIEU

HoI NoNG DAN rruyEN veu ourNc IAN rntr... (cip ton)
BAN KItM PHIfU (ban hanh)

*

(4) VAn ban cua D?i hQi <Iai bi6u Hgi Ndng ddn xd, phudng, thi trin
Vi dg l: Vdn ban cta dai hQi

DAr rr0r D4r Briu
HoI NONG DAN xA HtINc soN NHr+M Ki... (ban hnnh)

*

Vi d9 2: VAn ban cta ban ki6m phiiiu

DAI HOI D4J BIEU

sQt NONc DAN Trq rnAN pttc, LAI NHIEM Ki... (cip tran)

BAN KItM PHITU (ban hanh)
,l

3.z.Ydnbin cta Ban Ctrip hinh, Ban Thu&ng vU HQi N6ng dAn c6c c6p ghi
t€n co quan ban hanh vdn b&r nhu sau:

(1) Ven bAn cta Ban Chip hinh, Ban Thuong vg Trung uong HQi ghi t€n co
quan ban hdnh vdn ban (phia duoi ti6u tl€):

HOr NONG DAN vIETNAMgieude)

BAN CHAP HAXII TRT NG LIOI{G (ban hdnh).
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. (2) Ven bin cria Ban ChSp hinh, Ban Thudng vU Hgi N6ng dAn tinh, thdnh
phii tr.uc thu6c Trung uong ghi ld:

BAN cHAp uAur HQr NONG DAN TiNH... hoic BAN cHAp HANH
HQI NONc DAN rHANH pH6...

(c6 th6 viiit tat ra scH HQr NONc oAN riNn... ho{c BCH uQl N6Nc
DAN THANH PHo...).

Vi dU 1: VIn ban cua Ban Ch6p hinh, Ban Thuong w HQi N6ng dtu thenh phi5

Her NoNG oAN wpr NANt|,?eudA)

BcH Ir0I NoNG oAx rn Lxs pHO H,ir pHdNG (ban hdnh)
*

Vi d9 2: Ven ban cta Ban Chip hanh, Ban Thudrng qr HQi N6ng dan tinh

HQr NONG DAN wprN AMgiau d;j)

BCH HOI NONG nAx tixu nA xruu Qan hanh)
*

(3) VAn bAn cta Ban Chip hanh, Ban Thuong W Hgi Ndng d6n huyQn,

quen, thi, thanh ph6 tru. c thuQc tinh, thanh ptr6 gli lA BAN CUAp Hemf gQt
NdNc DAN HUyEN...hoic eUAN, THI xA, THANH pH6...(c6 ttr6 vi6t tit ta

BCH HOI NONG DAN HUyEN... hoic QUAN, rrq xA, THANH rn6...; va

t6n Hgi N6ng dAn c6p tr6n trgc ti6p.

Vi dp 1:

HQI NONG DAN vrPTN AMQiaudil
HQI NONG oAN rsAun PHo HA NQt(ciip ftn)

BCH HOI N6NG DAN HUYPN GIA LAM @an hdnh)
*

Vi du 2:

HQI NoNG DAN VIPT NAM (raz dri)

HQI NONG DAN TiNH NGHE AN (ctip tr€n)

BCH HOI N6NG DAN HUYEN ANH SON (bAN hdNh)

*

(4) VEn bAn cria Ban Ch6p hanh, Ban Thuong vg Hqi N6ng d6'n x5, phuong'

tfri tr5r, gli fa neN CnAp frailrH HQI NflNG O.AN XA...troic PFILJONG, THI

fneN..I vd t€n HQi N6ng d6n c6p tr€n trsc tilip'

Vi ds 1:

HOI NONG DAN VIDT NAM (r'za dd)

HOI NONG DAN FilJYEN ANH soN (ciip tenl

BCH HOt NoNG DAN xA TIIdNG sON (ban hdnh)
*
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Vi du 2:

HQrNONG DAN vrET NAl.lg;audi)
sQr N6trc D,AN HUvEN NGA sON (ciip rr€n)

BCH HoI NONG DAN THI rnAx xcA SON (ban hdnh)
*

(5) Ven bin cta c6c ban chuy€n m6n, don vi sg nghiQp (ban tham mrru, girip
vigc) dugc lQp theo quy5t ttinh cta Ban Thuimg vu Hei N6ng din (c6 thAm quyin
ban hanh vdn ban Oi6 trao C6i, giao dch trong ho4t dQng) can trinh biy diy <hi c6c

thanh phan th6 thrrc bit buQc va U6 ttruc bi5 sung (niiu co).

Ven ban cria c6c co quan nny ghi t6n co quan ban hinh vin ban vd t€n co
,, ^ .1,

quan c6p tren tru. c ti€p, cg th€:

+ Ven ban cta c6c ban tham muu, girip viQc Ban Ch6p hanh Trung uong H6i

N6ng d6n Viet Nam.

Vi dq 1: Don vi ban hdnh vin ben la Ven phdng Trung uong HQi thi ghi ten

co quan ban hinh vnn ban nhu sau:

HQI N0NG DANvI[T Nl:laQieu ila)

BAN CHAP HANH TRUNG uoNG (cdp tr€n)

vAx Pu0xc Qanhdnh)

Vi du 2: Don v! ban hanh vin ban li Ban Kinh t6 Trung uong Hqi thi ghi t6n

co quan ban hanh vin bin nhu sau:

HOI NONG DAN VIET NAM (,,AT dii)

BAN CHAP sANg TRUNG uoNG (cdp ffon)

BAN KINH Tfi,Qanhnnh)
!t

+ Ven ban cta c6c ban tham muu, girip viQc Ban ChAp hanh HQi N6ng d6n

tinh, thenh phi5 t4rc thugc Trung uong.

Vi ds 1:

HQr NONG DAN vrpT NAM eieu di)

BCH HQI NONG DAN TiNH HoA BiNH @dp tr€n)

vAN PHONG (banhdnh)



6

Vi du 2:

HQI NoNG oAx vrpr NAI,/. Uiau di)
BCH HQI NONG oAN riNs rHAr siNH (ciip tr€n)

BAN xAY Dtr'Nc HQt (ban hanh)

+ Vin bin cta c6c .io,r vi sy nghi6p thugc Trung uo:g LiQi t.li,r.g den Vi-et
Nam.

Vi du 1: Ecrn vi ban hanh vdn ban ld Truong Trung cip N6ng den Viet Nam
thi ghi t€n co quan ban hanh vdn bin nhu sau:

HQI NoNG DAN vrEr NAl,QiaudA
BAN CH,AP HANH TRUNG UONG (cip tr1n)

TRttdNG TRLTNG cAp rvOnc DAN vrET NAM(ban hanh)

*

Vi dg 2: Eon v! ban hanh vnn ban li Trung tam H6 trg n6ng d6n, n6ng th6n
thi ghi t6n co quan ban hanh vdn bi.n nhu sau:

HQrNONG DANvTETNAN{

BAN CHAP HANH TRUNG UONG

TRIJNG rAu u0 TRq NONG nAx, udxc rHoN (ban hdnh)

*

Vi dg 3: Eon v! ban hanh v5n ban li 86o NOng th6n Ngiy nay thi ghi t€n co
quan ban hanh v6n b6n nhu sau:

HQI NONG oAx vtPr x.l,wt

BAN CHAP HAT.TH TRUNG IJONG

sAo xONc rHoN NGAY NAY(banhdrt)

(6) Ven bin cta c6c ti6u ban, ban chi d?o, hgi d6ng'..

- Vin ban cta c6c ti6u ban, ban chi d4o, hQi ddng.. . trgc thuQc Trung uong

Hoi.

Vi dq; Ven ban cria Titiu ban V6n kign Dai hQi VIII HQi N6ng din Vigt Nam

thi ghi t6n co qwm ban hinh vin ban nhu sau:

HOI NONG DAN vIET NAM (r;64 dti)

BAN CHAP TTAT.UT TRUNG UONG (CiiP ITON)

TIEU BAN VAN KIpN DAI HQI Yrlr (ban hdnh)
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- Ven ban cta cric ti6u ban, ban chi dao, hQi d6ng... trr;c thuQc Hgi N6ng
.^ I

oan cap tlnn.

Vi 4r: VIn bin cria Ti6u ban Vin ki€n Dai h$i thi ghi t€n co quan ban hinh
vEn brln nhu sau:

HOI NONG DAN vrET NAM (rreu d.i)

BCH HQI NONc oAN TiNH NAM DINH (ciip tan)

TrtU BAN vAN KIEN Ed.r Hor .... (ban hdnh)

- K! thudt trinh biy:

+ T6n co quan ban hAnh vdn ban dai c6 thd trinh bdy thanh nhiiu ddng. D6i

voi vdn bdn cia li6n co quan, ghi t6n co quan, tai chric chri tri tru6c, gifra c6c tOn co

quan, t6 chtic c6 ddu gach ni5i 1-).

+ T6n co quan ban hdnh v5n ban trinh bAy goc tnii, phia duoi ti6u de noac

duoi ti€u dd vir co quan HQi c6p t€n trUc tiiip; phia duoi c6 d6u sao (*) ngin c6ch

voi s5 vi ky hi€u vin ban (6 s5 2a, Phu luc l).

4. 55 vi kj hiQu vin bin

- 56 vdn ban ln sii thir tu dugc ghi li6n tuc ti 0l cria m5i lo4i v[n bin cta
HSi N6ng din c6c cAp, c6c ban chuy€n m6n, clon v! su nghigp (n6u c6 thAm quyAn

ban hanh v6n ban) ban hdnh trong m$t nhiQm k). Nhi€m ki dugc tinh tt ngiy sau

ngdy bi5 m4c E4i hQi tlai bi6u Hgi N6ng dan len niy diSn hiit ngdy bii m4c Dai h$i

ttai biilu HQi N6ng dan lan ti tiiip. 56 vnn ban viiit bang sii A n4p (1, 2, 3.. .).

- Kf hiQu vin bin g6m nh6m chft viilt t6t cria t6n 1o4i vIn bin vi t6n co
quan, don vi ban hd,nh vdn bin.

- Kf hiQu t6n lo4i vnn ban li chfr c6i diu c6c im tilit cria t€n lo4i vdn bin,
nhu: NQ (ngh! quyiit), CT (chi tU), KL (kiit lufn), QC (quy ctri5), eC @6o c6o)...

- Nhtng kj hiQu tl{c tht th6ng nh6t nhu sau:

+ Quyiit ttinh: QD
+ Quy dinh: QD (fAn bqi Qlty ilinh dwc ghi chung mQt h€ thiing sii theo sd cia fin

loqi QuyA dlnh ttd dang bj,tt tliu nhiQn kj,, ltiy chung bj' hiQu ld "QD"t.

rThpc hiQn theo cdng van s6 3294-CVATPTWnb ngiy llt3/2}lg cta VIn ph6ng Trung uong Ding vA

vifu ghi s6, hj hiQu vln brin d6i vdi t6n tosi euy dinh.
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+ Chi thi: CT

+ Chuong trinh: CTr

+ Th6ng tri: TT

+ Td trinh: TTr

- Kj higu t€n co quan ban hanh v6n bin li nhimg cht c6i ttiu c6c im ti6t cria
tdn co quan ban hanh vin bin.

+ K! hiQu t6n cs quan ban hinh vtn bin cria d{ hQi hQi n6ng d6n c6c cdp

G6m: d?i h6i, tloan cht tich, doin thu ky, ban ttrim tra tu c6ch dai bitiu, ban ki6m
phiiiu) ghi chung cht vi6t til la "DH".

Vi dU l: 86o crio cia dai hQi

35I6-BC/DH

Vi dU 2: Bi€n ban cta ban ki6m phi6u

Sii 18-BB/DH
+ Kf hipu t€n co quan ban hinh vin ban cua HOi N6ng din c6c c6p (Ban

Ch6p hanh vi Ban Thutmg vs), vi6t tit t€n co quan ban hAnh ld (HND) (HQi N6ng

d6n) vA th6m (TW) aiSl vOi c6p Trung uong; th6m (T) d6i voi c6p tinh, thenh phii
t4rc thugc Trung uong; th6m (H) ati; voi HND huygn, th€m (TP) Oiii voi fntO
thanh phti thuQc tinh, thCm (Q) a6i vAi fnrp quin, them (TX) d6i voi HND thi xE;

them fi) a5i voi fn[D xa, thCm (P) d6i vsi HND phudng, th€m (TT) d.5i vdi HND
tlri tiin.

Vi dU l: 86o c6o crla Ban Ch6p henh, Ban Thucrng vg Trung uong Hgi

s5 ts-gc&il.rDTw

Vi du 2: 86o c6o cta Ban Chip hnnh, Ban Thutmg vu HQi N6ng dan tinh,

thanh ph6 tryc thuQc Trung ucrng

S.51I.BC/FNIDT

+ Kj hiQu t6n cia ban, don v! thuQc Trung uong HQi vi H$i N6ng dAn c6c

tinh, the,nh ptrO k}ri ban hdnh vin bi.n dugc ghi ch& vi6t tit t6n ban, tlon vi d6'

Vi dr,r l: 86o c6o cta Ban Kinh tii Trung uong HQi

36 26-BC/BKT

Vi d9 2: Huong d6n cria Vin phdng Trung uong Hqi

Si5Is-TD/VPTWH
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Vi dU 3: Cdng vin cta Ban T6 chric Trung uong Hgi

Si5 35-CV/BTC

* C6c co quan tham muu, gi6p viQc kh6c:

+ Ban chi dqo: BCD

+ Ti€u ban: TB

+ HOi diing: HE

- K! thuat uinh biy:
+ S5 v6n ban vi6t bing cht si5 A-r6p. Sii ven ban nh6 hcn l0 phii ghi s6 0

phia trudc; giea s6 vn k! hiQu c6 d6u g4ch niii 1-1, gita cht vi6t tEt ten lo4i vin ban

vd ch& viiit tit t€n cq quan ban hAu:h vdn ban c6 d6u g4ch ch6o (/). Ki6u chfi in
thuong, dimg, cd cht 14.

+ Si5 vi kj hiQu vin ban trinh bny c6n diii duoi t€n co quan ban hdnh v6n

ban (6 si5 3, Phu hrc 1).

Vi dq:

+ Sti vi kj hieu ttui toei Quyiit dinh cta Ban Ch6p hdnh, Ban Thuong vq

Trung uong HQi N6ng d6n ViQt Nam:

HOI NONG DAN YIET NAM

BAN CHAP HAXH TRUNG ['OI{G

s5 22-eElrINDTw

+ S5 vd ky hi€u th,! loai 86o c6o cria Ban Ch6p hanh, Ban Thuong vu HQi

N6ng d6n tinh Bic Giang:

HOI NONG DAN VIET NAM

BCHHoI NoNG PAx rixuBAc GIANG
,l

s6 so- scnn.IDr
+ Si5 vd k! hiQu th6 loai Nghi quyiit cria BCH H$i N6ng d6n huy0n Lang

Giang, tinh Bic Giang.

HOr NoNG DAN vrST NAM

HOI N0Nc PAN riur BAc cIANG

BCH HOI NONG DAN HUYT'N LANG GIANG
*

s6 55-NQ {.IDH



5.Dia danh vi ngiy, th6ng, nim ban hinh vin bin

- Dia danh ban hanh v5n bdn: Dia danh ban hAnh vin bin Ii t€n gqi chinh
thric cria don vi hinh chinh (t€n ri€ng cta tinh, thanh phii trgc thuQc Tnrng uong;
t6n ri6ng crla huyQn, quan, thi x6, thi,nh ph6 ttru6c tinh; t6n ri6ng cira xi, phutrng,
thi t An) noi cs quan, don v!, t6 chric H$i tl{t tru sd.

+ Ven ban cria Trung uong HQi N6ng dAn Viet Narn ghi dfa danh ban hdnh

vin bdn le t€n tinh, thanh phi5 tryc thugc Trung uong.

Vi dq l: Ven ban cria Trung uong Hqi N6ng dAn Vigt Nam (trU sd tai thnnh

6iiuaN6i;
Ha NAi, nCdy........

Vi du 2: Ven ban cira VEn phdng Trung uong HQi Ndng d6n Viet Nam tei

midn Nam (ru sd ta thnnh ph5 Hd Chi Minh)

Thdnh ph6 Hi Chi Mtnh,

+ Ven ban cta HQi N6ng din cdp tinh ghi dia danh ban hanh vdn ban lir t€n

tinh, thdnh ph6 tn;c thuQc Trung ucmg.

Vi ds 1: Ven ban cta HQi N6ng dtu tinh Quang Tri

QuangTrt,

Vi du 2: Ven barl cia HQi N6ng ddn tinh NghQ a"
Nghg An,

+ Vdn bin cta HQi N6ng din cip huy€n ghi dia danh ban hanh vin bdn ld

t6n huy-En, quAn, thi x6, thanh ptriS tlu6c tintr.

Vi dU l: V6n bin cira HQi NOngdin huygn Ldm He (tinh Lnm D6ng)

Ldm Hd,

Vi du 2: Ven ban cta HQi N6ng d6n huyQn Tuin Gi6o (tinh Di€n Bi€n)

- i ^.I uan lJtao,

+ Vdn b6n cria HQi N6ng din cip co sd 6 x6, phulng, thi t"6n ghi dia danh

ban hanh v6n ban ld t€n x6, phulng, thi trin.

Vi dp l: VEn ban cta Hgi N6ng dAn xE Mdn Thing (huyQn Gia Binh, tinh

Bec Ninh)

Nhan Thdng,

vi du 2: Ven ban cia chi Hoi N6ng dan th6n Tri€u Khirc (x6 T6n Triau,

huygn Thanh Tri, tha'nh PnO Ua N99

-. - .;
I an l neu,

l0
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+ Ghi th6m c6p hinh chinh truoc ttia danh ban hdnh vin bin trong c6c
truong hqp sau d6y:

+ Dia danh mang t€n nguoi, dla danh mQt im ti6t, tlla danh theo sii thri ty.

Vi dU l: Dia danh hanh chinh mang t6n ngudi

Thdnh phii Hi Chi Minh; Qudn Hai Bd Trang; Phudng Ii Dqi Hdnh...

Vi dU 2: Dia danh hanh chinh mQt 6m tiSt

Thdnhphd Hui; Phwng Bwi...

Vi dg 3: Eia danh hanh chinh ttreo s6 ttrri t.u

Phrdng 7; Quin 1...

+ Ela danh c6 t6n ri6ng cta huyQn, quan, th! x6, thanh phii tfrugc tinh trtng
voi tOn ri6ng cia tinh; t6n ri6ng cria xi, phuirng, thi trin thu0c huyQn trtng v6i t€n

ri€ng cria huyQn...

Vi dp l: Vin ban cta HQi N6ng dAn thanh ph6 Hoi Binh, tinh Hoi Binh

Thdnh phii Hod Binh,

Vi dq 2: Ven ban cua HQi N6ng d6n Thi trAn Chg M6i, huyQn Chq Mdi, rinh

Bic Kan

Thi triin Chq Moi,

- Ngdy, thang, nlm ban hinh v6n bin lA ngiy, thing, nim vin bdn dugc

nguoi c6 thAm quyAn kf ban hnnh.

- KI thuit trinh biy: Ngiy duoi 10 vd thr{ng duoi 3 phai thdm si5 0 d tru6c
vi vi6t <tAy &) cht ngiy, thring, n5m; gita dla danh vd ngiy, thrlng, nim ban hAnh

v6n bin c6 ddu phAy (,).

Vi ds:

Hd NAi, ngdy 05 thdng l0 ndm 2024

+ C6p hanh chinh tnrdc tlia danh ban hanh v6n b6.tr cO tili ghi cht villt tit ta
TP (thenh ptrii), rx (thixa), TT (thitiin)...

Vi du:

TP. Ha Chi Minh; Q. L2 Ckin...

- Dia danh vd ngdy, th6ng, nlm ban hanh vin ban trinh bdy du6i Qudc hiQu

vdTi6u ngt(6 s64, PhU lUc l).

6. T6n lo4i vIn b6n vir trich y6u nQi dung vin bin

- T6n loai vln ban lA t6n cria trmg loSi v6n ban. C6c vdn ban ban hanh <liu

ghi t6n lo4i vdn ban, trir c6ng vin.
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- Trich y6u ngi dung vin bi.n lir mqt ciu ng6n ggn ho{c mQt cUm tir phin
rinh nQi dung cht y€u cta vin bd,n.

Vi du:

k6t qu6 c6ng tic ,u, ,u oil"? ?:::::r';tr"':;:Tl^ erich ydu nQi dung
vdn bdn)

- Cung mOJ t€n loSi vin ban md ban ch6p hnnh ho{c ban thudmg vu ban hanh
cO ttli gli t€n t6c gi6 trong trich yi5u ngi dung vin bdn.

Vi ds:

rtrluAx
CUA BAN THIJONG VUTRUNG I'ONG HOI

l^
ve cong tac can Dg

- Ri€ng b6o c6o chinh tri do ban ch6p hinh kho6 duong nhigm trinh dai hQi

hQi n6ng din c6c cip ghi t€n lo4i vi trich yriu ngi dung v5n b6n nhu sau:

+ Trudng hqp brlo c6o chinh tri c6 cht dC

Vi ds:

,..(Nor DUNG CnU Dt)...
(bdo cdo cia... khod..- trinh dai h1i... lin th*...)

+ Truimg hgrp b6o c6o chinh tri kh6ng c6 cht d6

- K! thugt trinh bdY:

+ T€n lo4i v6n bin trinh bdy mQt ddng ri€ng, trich ytiu nQi dung vin bin

trinh bAy duoi t6n lo4i vdn bin; phia duoi trich ytiu nQi dung vin ban c6 nnm (5)

d6u g4ch n6i 1-) ngan c6ch voi nQi dung vin ban'

+ T€n loAi vir trich y6u nQi dung vdn be'n trinh biy chinh gita trang tl6u vdn

ban (6 s6 5a, Phu lqc 1).

Vi du:

BAO CAO
...(trich y6u nQi dung)...

ftdo cdo cila... nhiQm k1... trinh dqi hii..- nhi€m ki...)
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Ri6ng trich y6u nQi dung v6n bin cia t6n rqi c6ng vin trinh bdy duoi s6 vd
lcf hiQu vEn bin (6 sis 5b, Phu luc t).

Vi dy l: C0ng vin cta Ban Thuong w Trung uong Hqi

Sii I8-CVAT.{DTW
V/v chudn bi hQi nghi trtrc tuyAn

qwin fiiet Nghi quyet dai hgi VIil
Vi dp 2: C6ng v6n cria Vin phdng Trung uong HQi

56 O8-CV/VPTWH
Y/v g,}i tdi liQu hqi nghi trw tuyin
qwin riQt Nghi Eryit itqi h\i Wil

7. NQi dung vin b6n

NQi dung vdn bin lA thanh pmn thii thtc chri yliu cua vin bfur. Ngi dung vin
ban phii bio dam c6c y6u cAu sau dAy:

- Dung chti truong, duong liii cria Ding, ph6p luit cria Nhd nu6c.

- Pht hqp voi t6n lqi v6n ban; diSn dat ph,5 th6ng, chinh xric, 16 ning, dE

hi6u.

- Chi vi6t tit ntrtmg tu, cBm tu th6ng dune. C6 thd viilt t'it nfrtug tt, cgm tt
sir dgng nhi€u lan trong v6n bin, nhmg c6c chfi vi6t iit tan aau cria tt, cgm tu phii
tlit trong d6u ngo{c don ngay sau tu, cgm tu <t6.

- Khi viQn ddn cAn ghi ttiy dri t6n lo4i vdn bin, sli, ky Uqu vdn bin, ngiy,
thring, nim ban hinh v6n bin, t6n co quan ban hinh vdn bin vd trich y6u ngi dung

vin bin; c6c lAn vign ddn tiiip theo chi ghi t6n lo4i va sii, lcj higu cta vin ban d6.

- Giii thich 16 cric thuit ngii chuy6n m6n sri dqng trong vtur bin.

- Tuj,theo nQi dung, vin bin tluqc bii cgc theo phAn, chuong, mqc, diAu,

khoan, di6m... cho pht hqp.

- NhfrTrg v5n ban dugc bi5 cgc theo phin, chuong, mgc, diiu, khoan, di6m

trinh biy nhu sau:

+ Phin, chuong: C6c tri "PhAn", "Chuong" vi sti thtr tu cria phin, chuong

rinh bdy mQt ddng ri6ng, chinh gi&a; sii thri t.u cria phdn, chuong dtrng chfi s6 La
M6 hoic ghi bang cht; t6n ph6n, chuong (nriu c6) trinh bny ngay duoi tt'Phin'',
"Chuong".

+ Muc: Tir "Mgc" va s6 ttui h.l cta mgc trinh bdy mQt ddng ri6ng, chinh
gita; siS thir tg cta mgc dring cht sii A-r4p; t€n mgc (n6u c6) trinh bny ngay duoi
tu "Mqc".

+ Diiu: Til 'Didu', s6 ttrt qu vi t6n diiu (ho{c nQi dung cria diAu) tinh bny
cung mQt ddng; sii thir tg cria diiu dung ch& sii A-ra. p, sau s6 Ari qu co d6u chim (.).
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+ Kho6n:.Sii thri tu cria khoi.ur ghi beng cht s6 A-rap; sau s5 thri ty cira
khoAn c6 d6u ch6m (.), tiilp d6n t6n khonn (niiu .O; ra n6i dung cua khoan.

+ Ei€m: Thri tp c6c di6m duqc ehi b6ng cht c6i tii5ng ViQt theo thf ty a, b,
.. . ,i

c..., sau cht crii c6 d.,iu ngoic dcm tl6ng vi n$i dung cta di€m.

- Ky thuat tdnh beyr

+ Th6ng thuong n6i dung bdn vdn dugc dirn d€u cA hai li; khi xu6ng dlng,
cht dAu ddng lti viro khoAng l0 mm; khoing c6ch gitra c6c dogn ,en U,an

(Spacing) tiSl tnieu li 6pt; khoang c6ch gita c6c dong (Line spacing) t6i thieu la
1Spt (Exactly); kiSt thric nQi dung vdn bAn c6 d6u ch6m (.;.

+ Nhfng v6n bin c6 phin cdn cu ban hinh, mdi cin cri trinh bdy mqt ddng
ri€ng, culii ddng c6 d6u chdm phiy (;), ri€ng c6n cri cu6i ctng c6 diu phay (,).

+ NQi dung vin b6n trinh bdy duoi t6n lo4i vA trich yiiu ngi dung vin bin (6
s5 6, Phu luc 1;.

8. Quytn h1n, chrirc vp, hg t6n vi cht kf cria nguni c6 thim quydn

- Cht lci th6 hiQn trach nhigm vi thim quyin cria nguoi lcj aOi va van ban

dugc ban hinh. Trong ttr6 ttlic aC fy van ban phii ghi tltng, tlt chuc v9 duo.c biu
ho{c dugc Uo ntriQm vd hg tdn nguoi kj. Nguoi lci kh6ng dugc dtrng brit chi, bft
mlrc d6, myc dE phai nh4t a6 ry van Uan.

- Oiii vsi vdn bAn ttiQn tu, nguoi c6 thim quyin thtrc hiQn ty sii. V! tri, hinh
inh ch8 lcj sii theo quy tllnh tei Phu tuc I Ngh! tlinh sri 30/20204ID-CP ngiy
0513/2020 cta Chinh phri v6 c6ng tric vin thu

- prii vAi vin bin cta co quan linh dgo cria H$i N6ng din c6c c6p: D+i hQi

Dai bi6u HQi N6ng d6n @ai hQi, Doan Cht tich, Doin Thu kf, Ban thAm tra tu
c6ch dsi biiiu, Ban Ki6m phiiiu), Ban Ch6p hanh, Ban Thulng vu H$i N6ng d6n

c5c cAp ghi th,a thftc d6 ki la Tnv{ (thay mat).

(l) Ven bin crla EAi hQi dai bi6u HQi N6ng ddn.

TA{ DOAN CH0 TICH
(chtki)
Hg vi t6n

T[vTDOAN TTIIIKi
TRUONG DOAN

(chr ki)
Hg vh t6n

T/]VI BAN THAM TRA TI.ICACH DAI BITU

TRI.IONG BAN

(Cht k),)

Hg vh t6n
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Trrvl BAN xrtrra pttrtu
TRUONGBAN

(Ch& k)7)

Hg vi tOn

(2) VXn bin cta Ban ChAp hdnh, Ban Thuong vU c,tc c6p HQi.

- Ven ban cta Ban Chip henh cric c6p Hgi

Tn{ BAN CnAp nAmf @uyin hqn b!, vdn bdn)

CHU TICH {chtic v1t cia ngtii h! vdn bdn)

(cht lcj)
Hg vi t6n (ngdi b!, vdn bdn)

- Ven ban cta Ban Thudng vg c6c c6p HQi

T/I\rI BAN TIil.rdNG Yp @ttyin han hj,vdn bdn)

CHU TICH

(ho{c PHO CHU I-ICH) (cluic a cua ngmi hj, vdn ban)

(che ki)
Hg vi t6n (ngrdi bi vdn ban)

Vi du l: Van ban cria Ban Chdp hanh Trung uong HQi N6ng den ViCt Nam

T/]VT BAN CUAP UAMT

CHUTICH
(cht kf)

Hg vir t6n

Vi dq 2: VAn ban crla Ban Thuong vu Trung uong HQi N6ng dan Viet Nam

T/1I,I BAI{ TI{IIONG VU

CHU TICH

(hoac PHO CHU I'ICH)
(ch[ Icj)

Hg vi t6n

(3) Eiii v6i vdn bin cta c6c ban, don v! tham mtru, girip viQc Ban Chip
hdnh, Ban Thuong vu c6c cip HQi.

- C6p truong lci tnlc ti6p.

Vi dg l: Truong ban ky

TRI,OT..IG BAN

(cht kf)
Hg vi t6n
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Vi du 2: Ch6nh VEn phdng kj
CHANH vAx pudxc

(chr ky)

Hg vi t6n

Vi ds 3: Quyin ftj hi6u ld Q) truong ban lci

Q.TRtIOlrc BAN

(cht kj)
Hg vi t6n

- C6p ph6 ky thay.

Vi dp l: Kj thay tru6mg ban

K/T TRI.IONG BAN

PHO TRIJONG BAN

(chfr lc!)

Ho vi t6n

Vi dp 2: Kj thay ch6nh vin phdng

KTT CHANH VAN PHONG

PHO CHANH VAN PHONG

(cht lcj)

Hg vi t6n

(4) Khi chua b6 nhigm cip trucmg thi c6p ph6 <li lc! tarc tii6p, kt6ng tt6 kj
thay c6p truong.

Vi dp: Ph6 trucrng ban phq tnich lci

PH6 TRIJCI\G BAN
(cht ky)

Hg vir t6n

(5) DOi v6i vEn bdn u! quyAn thi ghi th6 thric dC ki la T/L (thta lQnh), ngusi

duo. c uj' quydn tryc ti6p k!, kh6ng u! quyin cho nguoi kh6c ky thay.
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Vi dq l: Lnnh dao Vin phdng Trung uong HQi tluqc Ban Thuong vu Trung
uong HQi uj quy€n lcj

T/L BANTHTIdNG W
cuArqrvAN pHdNG @ofc pHo cHANH vAN pHoNc)

(cht lc!)
IIg vir t6n

Vi dU 2: Linh dqo VEn phdng Trung uong HQi tluqc Tht truong co quan
Trung uong HQi u! quyAn kj

T/L THU TRUOIYG CO QUAN

CHANH vAN pHoNG (hoac pH6 CHANH vAN pHoNG)
(cht lcj)

Hg vir t6n

(6) DOi voi vin bin cta c6c ban chi d4o, tiriu ban, hqi d6ng... c6c c6p.

- Trucmg hqtp ban chi d4o, ti6u ban, hQi ddng... c6 con d6u ri6ng.

Vi du 1:

TRr.Idrvc BAN Crri D4.O
(cht lcf)

IIg vA tGn

Vi dq 2:

KITRUONG TIIU BAN
PHO TRUONG TIEU BAN

(ch& kj)
Hg vi t6n

Vi de 3:

T/M HOI DONG
CHU TICH

(cht kf)
Hg vi t6n

- Truirng hqp ban chi tlqo, tiriu ban, hgi ddng. .. kh6ng c6 con d6u ri6ng, phii
c6 quy dlnh sti dung con d6u cta ban chi d4o, ti6u baq hQi tl6ng (dugc st dqng

con dAu c0a co quan, tlon vi). .. QuyAn han kf vin ban vi. viQc sir dgng con diu cta
ban chi d4o, ti6u ban, hgi <16ng... cAn pht hqp voi quy dlnh sri dgng con d6u cta
co quan, don v!, thu$n lqi cho vigc ban hanh vi qud.n I ven ban. Ghi 16 chtc vU

,, - ,, !
cta nguoi kj vEn ban g5n vdi viQc sri dgng con diu cta co quan, don vl vi chirc v9
ki€m nhiQm d ban chi tl4o, tiiiu ban, hQi d6ng...
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Vi dg: Nguoi lcj vnn ban li l6nh dqo co quan, rlon vi, sri dgng con ddu cia
co quan

T/IVI BAN TnUdNG W
CHU TICH (hoic PHO CHU TfCH)

ki6m
TRIIOTYG BAN CHi D+O

(cht lc!)
Hg vir t6n

(7) Disi voi bi6n ban hQi ngh! co quan, don v!.
- Trudng hqp dugc d6ng d6u t6n ch& lc! cta nguoi cht tri hQi nghi theo quy

dlnh sri dung con d5u cta cs quan.

Vi ds:

Ncrrdr Grrr BrtN BAN crru rRi Hol NGHI
(chtky) (chrkj)

Hg vir t6n Hg vh t6n
- Trudng hgrp kh6ng duo. c tl6ng ddu l€n cht kf cria nguoi cht tri hQi nehi

theo quy dinh sri dung con dAu cta co quan thi Hnh d4o vin phdng thua lQnh ban

thuong vq ho{c thi trudng co quan x6c nhfn cht ky cria nguoi chrl tri hQi nghi.

Vi ds:

NGIId GIII BITN BAN CITU TRi HQI NGHI
(chtkj) (chtlcj)

Hg vi t6n II9 vi t6n

Xric nh4n cht k1i cria d6ng chi. . .

T/L BAN THI,ONG VU (hOiC THU TRIICING...)
CHANH VANPHONG (hoic PHO CHANH VAN PHONG)

(che ki)
Hq vi t6n

- K! thu{t trinh biY:

+ Quy6n han kf vin ban: Ch& in ho4 <limg, dim, cd cht 14'

+ Chric vg cua ngudi kf vnn ban: In hoa, dimg, cd chfr 14'

+ H9 t6n cta nguoi hf v6n ban: In thudng, tlung' tiQm' cd chir 14'

+ QuyAn hen, chrtc vg cta nguoi ki vnn ban trinh bny g6c phii' du6i nQi

dung vin bdn (6 si5 7a, PhP lPc t)

+ Hg vi t€n cta ngudi lci vln ban trinh bay duoi cht h'f cta nguoi hj vin

ban (6 sii 7b, Phg lgc 1)'
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+ Che ki cta nguoi c6 thrim quyin kf v6n brin trinh bdy duoi quydn h4n,
chirc vp cia nguoi lc! ven ban (6 sti 7c, Php lpc t). Kh6ng dtng brit chi, mgc
miu aI6 hoic miu nh3t, mgc dE phai d5 ky ven lin.

9. D6u ccquan ban hinh vdn biin

- D6u co quan, t6 chric ban hanh vEn bin x6c nh{n ph6p nhAn, th6m quyin
cta co quan ban hAnh vin bin. Ven ban ban hanh phai <I6ng O6u A,,A bao &m gi6 tri
ph6p lf vd higu lp thi hnnh.

- Ky thuat trinh beyr

+ DAu co quan ban hanh v6n ban fiinh biy duoi quydn h4n, chirc vu cta
nguoi lcj v6n bin (6 sii 8, Phg lgc l).

, + D5u d6ng phii r6.ring, ngay ngin, dring chi6u, trtm l6n khoing l/3 cht
Icj v€ phia b6n tr6i. Mgc d6u miu d6 tuoi.

+ Bi€n ban hQi nghi c6 tu 2 rang trd l€n phii d6ng diu gi6p lai. DAu gi6p lai
dugc tl6ng vdo khoing gita mdp phii cria vdn ban, phg lpc vin ban" trum l6n mgt
ph6n c6c td gi6y.

+ ViQc d6ng d6u gi6p lai d6i v6i c6c v5n ban kh6c, d6ng diu vio phs lpc
vin ban do nguoi lcj vnn ban quyiSt dfnh. DAu d6ng vio phg lyc vin ban tai trang
diu, trtrm l€n mQt phin t6n cria php lgc.

10. Noi nhin vin bin

- Noi nhan vin bin xrlc dinh nhtng co quan, t6 chric, e6 nhan nhan vin bin
di! brtu c6o, d,i thuc hi€n, d6 gi6i quyi5t, a6 trao d6i, a6 ui.6t, d6 luu...; noi nhin vnn

bdn dugc xric dinh cg th6 trong vin btur.

- Vdn ban chi grii mqt s6 co quan, t6 chric, c6 nhin thi ghi t€n timg co quan,

t6 chric,, c6 nh6n nh6n vnn b6n; vdn ban gui nhiiu co quan, t6 chric, c6 nhan thi ghi

chung theo nh6m co quan, t6 chfc, cri nh6n.

- K! thuit trinh biy:

+ "Noi nh4n" dugc trinh biy tai goc tr6i duoi ph6n nOi dung vin ban (6 sti

9a, Phu h;c I). Tir "Noi nhin" uinh bny mQt ddng ri6ng, phAn li€t k€ c6c co quan,

ti5 chric, cri nhAn nhfn vEn ban trinh biy dudi tir'Noi nhan".

+ Cum tu "Nsi nhin": Cht in thuong' dr?ng, c6 g4ch chin, cd cht 14'

+ TEn co quan, don v! nhan vin ban: Cht in thuong, dung' cd cht 12'

+ D6i voi tdn lo4i c6ng v[n, trinh biy tir *Kinh gui" vA tdn co quan' t6 chirc'

cri nhdn t u" titip nhan giii quy6t c6ng vigc cung ddng voi ttr "finn qtr-t' dchinh

giira, tranj diu vin Uan (O sa 5a, PhU lpc I )' O ddng tliu phin "noi nhin" cu6i v6n

bdn c6 th6m tu "Nhu tr€n'.
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+ Ti, "Kinh gui" dugc trinh biy beng cht in thutrng, nghi€ng cO ch& 14; t6n
co quan, t6 chuc, ci nh6n sau tu "Kinh gril'duo.c trinh biy bnng ch& in thulng,
dfng, cd cht 14.

+ D6i voi t€n lo4i ti hinh, trinh biy th€m tri *Kinh grii' vi t€n co quan, t6
ch(rc, c6 nh6n t4rc tiiip nhfn giii quytit c6ng viQc ctng ddng voi tu *Kinh gui"
duoi t6n lo4i vi trich ytiu nQi dung vEn ban (6 s6 9b, Phu lgc l). d ddng dAu ph6n

noi nhin cu5i ,6n ban c6 th6m tri "Nhu tr€n".

+ Sau c6c tu "Noi nhan",'Kinh gtii" c6 dAu hai ch6m (:1, sau m6i co quan,

t6 chirc, crl nhAn ho4c nh6m co quan, t6 chuc, cri nhAn nh6n vnn ban c6 d6u phAy

(,), k6t thtc noi nhin vdn bin c6 d6u ch6m (.). Truorg hgp: Sau tu *Kinh gui" n6u

chi co mQt ddng t€n co quan, tlon vi, t6 chfc, c6 nh6n tr.uc ti6p nhan giii quyiit

c6ng viQc thi kiit thtc kh6ng c6 d6u l6t ttu:c.

Vi dg I l Gui mQt co quan, don vi

Kinh gui: Ban Thutmg qr HQi N6ng dnn cic tinlu thdnh phri trUc thuQc Tnrng uong

Vi dp 2: *Kinh gii" Gui nhi6u co quan, don v!

Klnh gui: - Ban Thuong vq HQi N6ng d6n c.ic tinh, thenh phd tgc thu$c Trung uong

- C6c ban, tlon vi thu$c Trung uong HQi,

+ phan "Noi nhan'Ci g4ch curii "Lrru" c6 ghi t€n viiit tit don v! cht tri so4n

thao. Vi d9: Ban Tri chirc (BTC), Ban Kinh t6 (BKT), Ban Tuy0n girio (BTG)"'

Vi dq: "Noi nhan"

Noi nhdn:

- Ban Bi thu Tmng uong Dang'

- V6n phong Tnrng uong 1a cac Ban cLra Dang'

- C6c tUc UY vi€n BCH TW HQi'

- Cric ban, cton vi Trung uong HQi'

- CAa tinh, thnnh HOi,

- Luu: VT, BTC.

Vi du 4: "Noi nhin" (d6i vdi c6ng vdn)

- Nhu tr6n,

- Luu: VT, BKT.

lrr. CAC TIIANH PHAN THT THLTC BO SUNG

Ngoii c6c thnnh phAn ttr6 ttrirc bit bu6' ruy n$i dung vd tinh chit timg vin

ban c9 thi!, nguoi ki vin bin quy6t ttlnh b6 sung c6c thnnh phdn ttr6 ttrirc sau diy:
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1. D6u chi mrh rtQ mit, mtfrc ttQ khAn

- Diu chi mfrc <tg mft g6m: Uat, tOi mQt, tuyQt mgt. ViQc x6c dlnh mric dQ
mit thvc hign theo quy dlnh cria ph6p lu{t vi bio v9 bi m4t nhi nu6c vi quy dinh
cia co quan, t6 chtc. con d6u chi mric dQ mQt tluqc khEc theo huong dan cta BQ
c6ng an. Myc ddu mdu d6 tuoi. D6u chi muc dg mQt trinh biy duoi sii vi lcj higu
vin bin (6 sii 10a, Phu luc l).

- D6u chi mric <tQ khAn g6m: KhAn, thuqng ttrAn, noa tOc. fuy muc dQ cAn

chuyGn nhanh vin bdn d6 x6c ttlnh d9 khan. Mpc d,iu mdu d6 tuoi. D6u chi mtc d9
khan uinh biy duoi diu chi mric dQ m4t (6 sii 10b, phu lqc l).

2. Chi din ph4m vi hnr hirnh, dy thio vin bin

- Oril vsi nhfrng vEn ban c6 phgm vi, d6i tuqng ph6 biiln, sri dyng han ch6,

ghi chi din ph4m vi luu hdnh nhu: Tdi IiQu thu hOi; Xong hOi nehitri l4i; Xem
xong tri lqi; Luu hinh nqi b0; Tai ligu hQi nghi; Kh6ng phO bi6n tr6n c6c phuong

tiQn th6ng tin d4i chung...

C6c chi d6n v€ pham vi luu hdnh trinh bdy trang tliu, goc phni, c6ch m6p

tr6n trang gi6y 10 mm (6 sli lla, Phg lgc 1). Ri€ng chi d6n "Kh6ng ph6 bii5n tr6n

c6c phuong tign th6ng tin tl6i chtng" trinh bny chinh gifa, phia duoi quy€n h4n,

ch0c vg, hg t€n vd ch& lo-i cria nguoi c6 thim quyAn.

- Oi5i voi vLn bdn du thAo nhiAu lAn, sri dgng chi din tan ay *rao. Chi ddn v€

dy thio vin bin trinh bdy duoi sri vn kj hi-6u v6n ban (O sis I lb, Phu luc I ).

3. Kf hifu nguli il6nh m6y vi s6 tttqog bin ph6t hirnh

- pt5i vol nhtng vin ban cin quan lf ch+t che vi si5 luqng ban ph6t hnnh, ghi

hj higu nguoi ddnh mrly vir sii luqng ban ph6t hdnh.

- Kf hiQu nguoi ttlnh m6y vd sii loqng ban phrit hanh trinh biy cuiii noi lw
vin bin 16 sti 12, Phu luc 1).

4. Th6ng tin ti6n hQ cta co quan ban hinh vin bin

N6u cin thi6t, trong c6c v6n ban, gi6y td henh chinh cria co quan, tii chr?c

H$i c6c c6p ghi th0m tiia chi co quan, t6 chtc, dia chi thu diQn tt (email), sO aien

tho4i, s5 fax, ttia chi trang th6ng tin ilign tri (website).

Th6ng tin li6n h9 cta co quan ban hinh v6n bin trinh bdy trang cu5i ctng

cta v6n bin, dudi mqt dudng k€ ndt li6n k6o ddi hiit chi€u ngang cta vtng trinh

biy vin ban (6 sd 13, Phg lgc l).
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rv. BAN sAo vA cec rnixn pnAx rrrt THr/c sAu seo
1. C6c lo4i bin sao. C6 3 lo4i b6n sao:

- BiLn sao y ban chinh: Li bin sao nguy6n v6n tt bin chinh do co quan ban
hanh ben chinh nhin sao vi ph6t hinh.

- Bin sao lUc: LA bin sao lai toirr v6n vin bin cria co quan kh6c do cs quan
nh6n vEn bdu'r dugc phdp nhAn sao vd ph6t hanh.

- Brin trich sao: Ld bin sao lai mgt phnn nQi dung tu ban chinh do co quan
ban hanh ban chinh ho{c co quan lrru trfi ilang quan lf ban chinh thyc hign.

2. C6c hinh thrirc sao

- Sao th6ng thudng: LA hinh thirc sao bing cdch trinh bdy lgi ngi dung v[n
bin cin sao.

- Sao photocopy: Ld hinh thrtc sao bing c6ch chqp lgi v6n bin bnng m6y
photocopy, m6y fax hoic c6c thiiit b! chUp inh kh6c.

3. Th6 thric vi ki thu$t trinh biry cric thinh phAn th6 thric bin sao

- O6 Uao dnm gi6 fi ph6p lj vd hiQu luc thi hdnh, c5c lo4i bd.,n sao phii c6 tlt
cic thirnh pnan tire thirc ban sao. C6c thanh ph6n th,i ttuic bin sao trinh bdy cu6i

:-vin ban cin sao, ngin c6ch voi v6n ban can sao bing mQt duong ke n6t Ien, c6 d0

dai hiit chiiu ngang cta vung trinh bdy vin ban.

VQn dUng tn6 *uic vi kI thuat tinh bny c6c thdnh pnan Uat buac dti trinh

biy c6c thdnh ph6n *16 *uic bin sao tuong img, ddng thoi luu f mqt s6 ditim nhu

sau:

+ T€n co quan sao vdn bin x6c dlnh co quan, 6 chric HOi sao vin bin.

TOn co quan sao vin ban trinh biy g6c tr6i, ddng dAu, ngay duoi dudng ngdn

c6ch voi ngi dung vin bdn cin sao (6 s6 14, Phu luc 2)-

+ 36 vn kj hiQu ban sao: 56 b6ur sao ghi li6n tuc tt sii 0l trong mOt nhiem ki
dar hQi; ky hiQu bd,n sao ghi chung cht vi6t tit le UBS''

+ 56 vd kj hi€u ban sao trinh biy cin ai5i auoi t6n co quan sao vin ban (6 s6

15, Phu luc 2).

+ Chi dAn lo.i ban sao giirp cho viQc quan lf vi sri dgng bin sao. Tu| thuQc

vio loai bin sao d,a ghi chi din loli bd.,n sao lir: Sao y ban chinh, sao lgc, ho[c trich

sao.

+ Chi dan loai ban sao ninh biy g6c phii, ddng dAu, ngang voi t€n co quan

sao vdn ban (6 s6 16, Phu luc 2).

+ Dia danh vir ngdy, th6ng, nEm sao v6n bin trinh biy duoi chi d6n lo4i ban

sao (6 sl5 17, Phu luc 2).

+Chricvlr,chtkf,hgt6nctangudih.isaotrinhbiryduoidiadanhvirngiry'
thang, nem sao v6n ban (6 s6 l8a, 18b, 18c, Phq lgc 2)'
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+ D6u co quan sao trinh bdy du6i chric qr nguoi kf sao (6 s6 19, Phu lgc 2;.
+ Noi nhan b6.n sao tinh bay dusi sii vd ky hi€u ban sao (6 s6 20, Phu luc 2).

- Oiii voi vIn bin sao lgc nhi6u l6n chi uinh bdy mgt tAn ttr',A ttlic sao lgc.
Truong hqp v5n bin cin sao tr,5t trang ttri tri,nh bay c.ic thdnh pnan tn€ thric bin sao

vdo trang moi vd d6.nh s6 trang tiep theo s6 trang cria vin ban cdn sao, gita trangr. .- , , ;.cudi VEn b6n c6n sao vd trang trinh bny c6c thanh phAn th6 thirc ban sao d6ng diu
gi6p lai.

- Oiii vOi bin sao b6ng hinh thtc photocopy

+ N6u photocopy v6n bin cin sao vi c6 trinh biy cdc thanh phan tn6 tntc
bin sao thi bin sao tl6 c6 gi6 tr! ph6p lf nhu ban chinh.

+ N6u photocopy v5n ban can sao nhmg kh6ng trinh bdy oic thanh phan thi5

thuc ban sao thi bin sao d6 chi co gi6 tri th6ng tin, tham khio.

4. Ph6ng chii, kh6 gi5y, ttinh li trang vin bin, s6 trang vi phg lgc

4.1. Phdng cht
Ph6ng ch& trinh biy tr6n v5n bd.n cta Hgi li Ph6ng cht ti6ng Vigt Times

New Roman, b$ me kj tg Unicode theo Ti6u ciruin Viet Nam TCVI'{ 6909:2001,

miu den (miu trinh biry c6c thAnh phdn th6 ttrric vEn bin vA ban sao ven ban tai

Phg luc 3).

a.2. Khd gidy

VIn ban trinh bny tr€n khi5 giiiy Aa (210 mm x297 mm). C6c lo4i v6n bin,
gi6y td hanh chinh trinh bAy tr€n kh6 gi6y A4 ho{c 45 (148 mm x 210 mm) ho[c
su drirng mau ln san.

4.3. Dlnh ti trang vdn bdn

- Ven ban cta Hgi trinh bdy theo chidu dgc cta trang gi6y (tlinh huong ban

in theo chi6u dqc), vung tdnh biy nhu sau:

+ LA tr6n: C6ch m6p tren trang gi6y 20 mm.

+ LA du6i: C6ch m6p duoi trang gi6y 20 mm.

+ Li tr6i: C6ch m6p tnii trang gi6y 30 mm.

+ LA phii: C6ch mep phii trang gi6y l5 mm.

Trudng hqrp vin ban in hai m!t, mit sau vtng trinh biy nhu sau:

+ Ld tr€n: C6ch m6p tr€n trang gi6y 20 mm.

+ La duoi: Crich mep du6i trang gi6y 20 mm.

+ Le tr6i: Crich mip tr6i trang giiy l5 mm.

+ Li phai: C6ch mdp phii trang giAy 30 mm.

- Trudng hqp ngi dung vln bin c6 c6c bing bi6u thi c6 th6 trinh bdy theo
i,l , ,:,

chirOu ngang cta trang gi6y (dinh huong ban in theo chi€u ngang). Cin cu virng
trinh biy v6n ban theo chiAu dgc dii trinh bdy vin bin theo chidu ngang cho pht
hqp.
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4.4. Sd trang vdn bdn

Duqc ddnh tu si5 t, b6ng chft s.i A-n4p, c0 cht 14, ki,!u ch& dimg, dugc d[t
canh gita, c6ch m6p tr€n trang gi6y l0 mm vA c6ch tl6u hai mdp phAi, tr6i cta ph,in
c6 cht; kh6ng hi,in th! sii trang tliii voi trang thri nhdt.

4.5. Phlt lqtc vdn bdn

Truong hqp v5n bin c6 phg hrc kdm theo ph6i c6 chi din vA phg lUc. Phg lgc
vdn bdn phai c6 ti6u ttA; vdn ban c6 tt hai phg lqc trd l6n phfi ghi s6 thri tg phU luc
bing cht si5 A-rflp.

Phg tgc v6n ban trinh bdy trang gi6y ri€ng; tt "Php lgc" va s6 tiru t.u cta phU

lgc trinh bdy thinh mgt d6ng ri6ng, chinh gita vEn ban. Ti€u dd cta phg IUc trinh
bdy duoi tir "Phq lpc" vi s6 thri t.u cta php lgc.

V. CAC PHU LUC

r. Phu hrc 1: so Eo Bo TRi cAc THANH PHAN TFIE I'HUC VAN
BANCUA HOI.

2. phs r+c 2: SO Dd Bo rRi CAC THANH PHAN TrD r}IrJC BAN
SAO.

3. phs hlc s: MAU TRiNH BAy THE THrJc vAN BAN vA BAN sAo
VAN BAN.

4. phs rsc l: BANG CHr.J vrEr rAr rRoNG vAN sAN cUA Hor.
5. phs tsc 5: vIET HoA TRoNG vAN BAN cuA HoI.

vr. T6 cHrlc THr/c HrEN

l. Hudmg d6n ndy c6 higu lgc ttr ngiy kf, thay thiS Huong Oin s5 t S-fpnfp
ngdy 24101/201 1 cta Vin phdng Trung uong HQi vA ttr6 thic vin bin cta Hgi
N6ng ddn ViQt Nam.

2. DA nghi cilc ban, don vi thuQc Trung uong HQi vn HQi Ndng dAn c6c tinh,
thAnh phii c6 tnich nhiQm thgc hiQn Hudng ddn ndy.

3. Giao Phdng T6ng hqp, Th6ng tin vd Lrru tr& thuQc Vin phdng Trung
uong HQi theo d6i vi-6c thgc hiQn Huong d6n niy; dA xu6t sta diii, b6 sung ho{c
thay th6 khi cin thiiit./.

Noi nhAn:
- Thudng trgc Trung uong HQi (d6 b/c),
- Cic ban, don vi thuQc Trung uottg HQi.
- HQi N6ng d6n cilc tinh, thanh ph6,

- Luu: VT.

CIIANH VAN PHONG

\\

.--L
NguySn Hdng Hni



SO DO
PHU.LUC t

cAc rHANH pHAN THE rntlc vAN sAN cua HOr

Ghi ch6:
t. Quoc nrlu va flcu ngu;
Z. riCu al *HEi NOng dir via Nam"
2r. T&r cq qusn ban hAnh vtn bin;
3. S6 va ki hieu vln baai
4. Dia danh vi ngiy, thdng nam ban hinh vin bin;
5a- T€n logi vln bin vA rich yiiu nQi dong vin ban;
5b. Trich yiiu n$i dung c6ng vtrn;
6. NOi dung ven bin (c6 thi nhilu trang);
7a 7b, 7c. Quy€n htn, chric vu, hQ t€n vi ch0 ki cu8 nguti c6
thim quyin;

t. D6u co quan, 16 chuc ban hinh vnn bdn:

9a, 9b. Noi nhin vln bin;
l0a. l0b. Diu chi mnc dO mat, mic dO khin:
I I a. Chi din vi phgm vi luu hinh,
I Ib. Chi dL v. du tha.o vIn bin;
12. Ki hieu ngdn denh mny vA s6 lugng bin phat hi'nh;
13. Th6ng tin li€n h9 cua co quan ban himh vnn bdn.

1
20"

5b

llb

l0a

t0b

<-30mn-+
5a e

15"
9b

20*'

2 I

7a

4J

6

l3
ki ndr

-fl -il
E w

|-_m-l

8



PHU LUC 2
so D0 Bo rri cAc rsAmr pHAN rns muc sAN sno

Ghi chri:

14. T6n co quan sao vdn bAn;
.- ^t .l). 5o v8 Ky nr9u Dan sao;

16. Chi dan loai bAn sao;

17. Dla danh vi ngay, thrng, nlm sao vtrn beo;

l8q l8b, l8c. Chric vp, chii kf, h9 t0n nguoi kj sao;

19. D6u co quan sao;

20. Noi nhtn ban sao.

l6

lEa

l9

t&

e'3F-+ {.--{
lr

t2r

IL

r

Iil
Iil

rtut sao)ngdn

t8b



PHU LUC 3
uAu rnhur BAy rHE rmlc vAN sAN vA sAN sao vAN sAN

TT Thinh phin tt 5 tt,i," Lopi CO

ch[? , chir
Ki6u
ch&

Minh hoq

(phdng chfr Times New Roman)

I Quiic hi6u vi Ti6u ngt

- Qu6c hiQu r,,mal rr Dung,
dam

CSNG HOA XA HQr CH0 NGHIA
vrsT NAM

lni
- Ti€u ngt

thudngl
l4

Dimg,
dam

EQc lip - Ty do - H4nh phric

- Ddng kd b€n duoi

2 Ti€u d€
ro r,o"l ri Drmg,

dam

HOI NONG DAN VIPT NAM

2a T6n co quan ban hirnh vdn

bi& co quan sao vin bin
- T6n co quan c6p tr€n truc In hoa
.{

tlep

I
I

I

l

1 -t Dung HOI N6NG DAN TiNH NGHE AN

- TEn co quan ban henh, sao In hoa

v5.n ban

13 Dtmg,
dam

BCII HOI N6NG DAN TTUYEN ANH
soN

3 Si5 ve kj higu v5n berL ban tn lr+
o*elsao th

Dtmg s6 r27-eD/HNDTw; s6 24- cv/vPrwH

4 Dia danh vd ngiry, thring, In
nlm ban hdnh vdn bd,n, sao thuon

vin bin
0

t4 Nghi6nq Hd N|| ngay 30 thdng 10 ndm 2024

5 Tdn lo4i vIn ban vd trich
,t ^. .yeu ngr oung van Dan

- TCn loai vin bdn Di*g,
dam

1THONG nAo gro4c BAo cAo)...
l

- Trich yiiu nQi dung vIn bd'n1 In
ihu&ng

14-

15

Eung,
dam

v6 quy ho4ch cdn bQ l6nh il3o, quin
ri

- Trich y6u ngi dung t6n lo4i
cong van

lrn ltz
Ihudne Ighi€ng V/v rd sotit, xriy dqtng bdo cdo

6

ith

Ini
.;

uongj
IN$i dung vin bin 4 Dtmg Trong c6ng tiic chi d4o...

l

I

In hoa; 15-

r16



- Tt "PhAn", "Chuong" vi
s6 thir tg cria phdn, chuong th

In lt,
ui,rogl

Dung,
dam

PhAn I; Chucrng II
(hofc Phin thrt nh6t; Chuang thr?

hai)
- Tdn phAn, chuong In hoa 14-

15

Dung,
dam

QUY DINH CHUNG

- Tir "Muc" vi s6 thr? tu cta In 14-

,r*rgl tsmuc rh
Dtmg,
dam

Mgc I

- T€n mgc lnhoal t+-

I t5
Dung,
dam

GIAI THICH TUNcU

- Tt "Di€u", s6 thu q vi t6n In
didu thudng

l4- Drmg,

15 dAm

DiAu t. Ph4m vi ili6u chinh

- I(hoin In
thuong

l. Quy dlnh v€. ..

- Di6m
th

In
uong

l4-
l5

Dtmg a) NQi dung vnn bd,n...

7 Quyin han, chr?c 4r, hg t€n

vi chtr kf cta nguoi c6 thAm;
I ., - .,

quyen Ky van ban.

- Quy6n han kli v5.n bin In hoa I 4 Eung,

dam

T/M BANTHIIONG VU

- Chric qr cira nguoi lcf vin ,In hoa

ban
I

I 4 Dtmg CHU TICH

- H9 t€n cua nguoi lo.i vin
ban

In

thulng
I 4 Dung,

dam

8 DAu co quan, t6 chirc ban

hinh vin bdn, sao vin bi.n

Thgc hiQn theo quy dinh cta Ban Bi
thu, huong d6n cria Ban T6 chric Trung

uong vi BQ C6ng an.

9 Nsi nhan vnn bin, bin sao i

- Tir "Kinh gui" d6i voi t€n
lo4i c6ng vin, td finh

In
thudmg

l4 Nghi€ng Kinh g*i:

- T6n co quan, t6 chtc, cri

nh6n sau tu "Kinh gui"
l

th
In
uong

14 Dung

th
In lr+

udngl

+ Gui mQt co quan Dung Kinh gtri: Ban Thulng vu HQi N6ng ddn

cic tinh, thinh ph6 truc thuoc Trung uong

14- Eung
15'

Nguy6n Vin A



+ Grii nhi€u cs quan I

F
In
udng

14 Eung Kinh gin: - Ban Bi thu Trung uong,

- Ban Thucnrg w Hgi N6ng d6n

cric tinh, thinh phii trgc thuQc Trung uong,

- Tt "Noi nhAn"

th
In
udng

I4 Eung,
c6 g4ch

chAn

- T€n cs quan, t6 chric, cri

nhin sau tt "Noi nhan"

In
thuong

l2 Eung - Thudng tryc TW HQi,

- C6c <tdng chi Uy vi6n BCH TW Hgi,

- Lw: VT, BTC.

l0 DAu chi mfc dQ mQt, mtc
dQ kruur

- D6u chi mric d0 mat ThW hign theo huong din cta BQ C6ng an

- DAu chi mric tlQ khAn In hoai t+
I

I

I

Dung,
dam

HOA TOC

1t Chi d6n ph4m vi luu hanh vd

dg th6o vin ban

- Chi d6n pham vi luu hlnh rln hoa 12 Dung,
d+m

XONG HOI NGHI XIN GI.II LAI

- Chi dan dg thio vin ban In 14

[humgt

[.Ich €ng Dqt thdo l6n 2

12 Kj higu nguoi d6nh m6y vir
s6 lugng ban ph6t hinh

In hoa 8 Dtmg A-268

l3 Th6ng tin li6n h9 cta co
quan ban hinh vin bArt &

In
ulng

l0 Drmg sii e, ron niit ttuy&. Nam tu lian, na Noi;

di?r thogi..: crnait: tonghoptud@gmail.com.

Chi dan logi ban sao In hoa 14 Dtmg,
dam

sAo Y nAx csixn

15 Si5 trang vin bin In
thudng

t4 Dung 2: 16:28...

Noi nh6n:

I

t4



PHU LVC4
vrfr rAr rRoNG vAx sAx cuA Her

STT
._.- )!
..',i TGn loqi v5n bin Chr vi6t tit

I Nehi quy€t (c6 bict)
\.y

NQ

2 Quy6t dlnh (c6 bipQ QE

3 Chi thi CT

4 Quy ch6 QC

5 Quy dinh QD

6 Th6ng c6o TC

7 Thdng b6o TB

HD8 Huong d6n

9 Chuong trinh CTr

10 Kii ho4ch KH

PA11 Phuong i.n

t2 De en DA

Du dn DAl3

l4 86o crlo

15 Bi6n bin

TTr16 Td trinh

HD17 Hqp tl6ng

CDC6ng dignl8

BGN19 Ban ghi nhd

2A Bin thoa thu{n BTT

21 GiAy ty quy6n GUQ

22 Gi6y mdi

23 Gidy gi6i thiQu CGT

24 Giiy nghi phdp GNP

25 Phii5u gui PG

Phi6u chuydn PC

BC

BB

GM

26



27 Phi6u b6o PB

28 KCt luan KL

29 Ky hipu €n mQt s6 co quan ban hdnh vin bi,n

(l) Dai hQi, Doin chri tich, Doi.n thu lcj, Ban thAm

tra tu c6ch dai bieu, Ban ki,!m phiiSu

DH

(2) Dang ui ktr6i DUK

(3) Edng dodn EE

(4) HQi N6ng din HND

(s) Ban chi d4o BCD

(6) C6c dang uj, kh6c DU

30 Bin sao v5n bin

(t) Bin sao y SY

(2) Bin trich sao TrS

(3) Bdn sao luc SL



PHU LUC 5

HOA TRONG VAN BAN CUA HOI

Trulng hqpSTT \') Gi6i thfch trulng hgp Vi dg minh hga

I Vi6t hoa vi
ph6p dlit ciu -,,

hoa ch& c6i dAu im ti6t tht nhdt
mQt c6u horin chinh: Sau d6u ch6m

c6u (.); sau d6u chim h6i (?); sarr d6u

ch6m than (!) vn khi xu6ng ddng

II Vi6t hoa danh tir ri6ng chi TGn Nguoi

T6n th6ng thuong: Vi6t hoa ch[ crii diu
t6t ci c6c am tiiSt cta danh tu ri6ng chi
t€n nguoi

Nguy6n Ai quoc, rran
Phri, ...

T€n nguoi ViQt
Nam

T€n higu t€n gqi nhan vat Uch sri: Vi6t
hoa cht crii aiu t6t ca cric 6m tii5t

Vua Htng, Bi Trigu, Ong
Gi6ng, B6c UO, Cu 9d,...

Tnrdng hqp phi6n im sang em H6n -

ViQt: Vii5t theo quy lic t6n nguoi ViQt

Nam

Kim Nhit Thdnh, Mao
Trqch D6ng, Thenh Cat

Tu Hin,...

Vla-ili-mia I-lich L6-nin,
Phri-drich Ang-ghen,...

TEn nguoi nuoc
ngoiri duo. c

phi€n 6m

chuyen sang

tiiing ViQt
Trudng hqp phi6n 6m kh6ng sang im
H6n-Viet (phi6n nm tr.uc tiiip siit c6ch

dgc cta nguydn ngt): Viiit hoa cht c6i

diu 6m ti,lit thu nh6t tong m6i thanh
.).

phan

2.2

III Vi6t hoa t€n tlia lf
T6n don vi hanh chinh dugc c6u qo
gita danh tu chung (tinh, thnnh phiS tluc

thuQc trung ucmg huyQn, quQn, thi x5,

thanh ph6 thu0c tinh, thanh phti thuQc

thanh ph6 tryc thuQc trung uong; x6,

phuong, thi trAn) voi t6n ri€ng cta tlon

v! hanh chinh d6: Viiit hoa chri c6i dAu

cta c6c 6m tii5t tao thiurh t6n ri6ng vi
kh6ng dung g4ch n6i.

thanh ph5 Thrli Nguy6n,

tinh Nam Dinh

T€n dla lf Vi€t
Nam

Truong hqp t€n don vi hanh chinh dugc

c5u t4o gifra danh tu chung t<iit trqp vOi

chfr s6, t6n nguoi, t€n sg kiQn lich sri:

Vi6t hoa ci danh ttr chung chi don v!

hanh chinh d6

Quan I, Phuong Dign

Bi6n Phi,...

2.1

3.1
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Trudng hgrp vi6t hoa dflc biQt Tht d0 He NQi, Thanh
pho Hd Chi Minh

T6n dia ly duqc c6u t4o gita danh tu
chung chi dia hinh (s6ng, nrii, trO, Ui,in,
cti4 b€n, c6u, v0ng, lach, vAm,...) voi
dantr tu ri6ng (c6 mgt 6m tiii| trd thanh
t6n ri€ng cia dla danh d6; Viiit hoa dt
ci c6c cht c6i tAo n6n dia danh

Ctia Ld, Vfing TAu, L4ch
Truimg, Vdm C6, Ciu
^. i,
\Jlay

Truimg hqp danh tir chung chi dia hinh
di li6n voi danh tu ri€ng: Kh6ng vi6t
hoa danh tu chung md chi vi6t hoa danh
tu ri€ng

bi6n Crla Ld, chs B6n
Thi.urh, s6ng Vam C6,
vinh H4 Long,...

T€n dia lli chi mgt vtng, mi6n, khu v.uc

nhdt dinh dugc Ciu tAo blng tu chi
phuong huong k6t hqp voi tt chi
phuong huirng khrlc: Vi6t hoa cht c6i
tliu cta tit cir citc 6m tiiit tao thinh t6n
ggi. Daii voi t6n tlla lj chi virng, mi6n
ri6ng dugc c6u tgo bdng tir chi phuong
huong kiit hqp v6i danh tu chi dla hinh
thi vi6t hoa c6c chE c6i dAu m5; am tii5t

TAy Bic, D6ng Bic, B6c
80,...

3.2 TEn dla lf nudc
ngoi,i dugc
phi6n. im
chuy€n sang
.l --.^tleng vlQt

T€n dia ly duqc phi€n dm sang 6m HAn
- ViQt: Vi6t theo quy tic vilit hoa t6n dia
lli ViCt Nam

Bdc Kinh, Binh Nhu&ng,
Anh, PhAp,...

TEn dia lf phi6n dm kh6ng sang am

H6n - Viet ghi6n Am tr.uc titip s6t crich

dgc cta nguy6n ngt): Vi6t hoa theo quy
! .: ,

l-ac vlet noa ten nguol nuoc ngoar

M6t-xco-v4 Men-bon,...

IV Vi6t hoa t6n co quan t6 chrlc

1 I T€n co quan t6
chric oia ViQt
Nam

Vi6t hoa cht c6i tliu cfia c6c tu, cum tu
chi lo4i hinh co quan, t6 chirc; chric

ndng, linh vgc hogt dgng cta co quan,

t6 chuc

HQi N6ng dan Viet Nam,
Ban ChAp hirnh Trung
uong Hqi N6ng ddn Vigt
Nam, Ban Thulng vq
Trung uong Hqi N6ng
dan Viet Nam, Ban Chi
d6o trung uong ue Pho.tg

ch6ng tham nhtng, Vnn
phdng Chir tich nu6c, B0
Tai nguy6n vd MOi
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tudng, Tip doan DiQn
lyc Vigt Nam, Hgi d6ng
nhin d6n tinh Son La, Sd
Tdi chinh, HQi N6ng dAn
tinh Lio Cai, Ban
Thuong w Hqi NOng dan
tinh Lio Cai...

Truirng hqp dflc biQt Ban ChAp hdurh Trung
uong Ding Cgng san

ViQt Nam, Vnn ph6ng
T D

4.2 T€n co quan, t6
chric nu6c ngodi

T€n co quan, t6 chric nu6c ngoii di
dich nghia: Vi6t hoa theo quy ric vii5t
ten co quan, tii chtic cria Vi6t Nam

Li6n hqp quiic 6rN;, rO
chtc Y ti! th6 girfi

oYHo),...
T€n co quan, t6 chric nu6c ngoiri dugc
sir dgng trong vnn ban d d4ng viiit t,it:
Viiit tang chi in hoa nhu nguy6n ngt
ho[c chuy6n tu La-tinh n6u nguy€n ng!
kh6ng thuqc h€ La+inh

WTO, LINDP, LNESCO,
ASEAN,...

V Vi6t hoa cic trudng hgp kh6c

5.1 Danh tu thuQc trudng hqp tl{c biQt NhAn din, Nhi nuoc

5.2 T6n c6c hu6n chuong, huy chuong, cic
danh hi€u vinh dg: Vi6t hoa cht c.ii dAu.:
cua cdc am det cia cic thdnh phan qo
thanh tdn ri€ng vd c6c t& chi th&, h4ng

HuAn chuong Sao ving,
Nghg si NhAn dAn, Anh
htng Lao <10n9,...

5.3 TEn chric w, hgc vi, danh hiQu: Vi6t
hoa t6n chric vg, hoc vi n6u di li€n voi
^ .. .:

ten nguol cu the

Cht tich Qu6c h0i, Thu
tuong Chinh phti, Gido
su TOn Th6t Tung,...

5.4 Danh tir chung di ri6ng h6a: Vi€t hoa

chfr c6i dAu crla tri, cgm tu chi t€n ggi

d6 trong trudng hqp dtng trong mQt

nh6n nmg, dtmg dgc l4p vd th6 hiQn sg

t6n treng

B6c, Nguoi (chi Chn tlch
H6 Chi Minh), Eang (chi
Dang Cqng sin ViQt

Nam)

5.5 TEn c6c ngny 16, nCey ky niQm: Vi6t hoa

cht c6i dAu cria im ti,5t tao thdnh t€n gqi
. .:

ngay le, ngay Ky nl9m

ngiy Qu6c khenh 2-9,

ngiy TOng tuydn cti dAu

ti6n, ngiy Qu6c tti Lao
dQng l-5, ngdy thanh lQp

HQi N6ng dan Viet Nam
14-10, ngdy Phg nt Vigt
Nam 20-10,...
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TEn c6c logi vin bin: Vi6t hoa cht c6i

dAu cia t€n lo4i vin bin vir ch& c5i diu
cta 6m tilit thri nh5t t4o thinh t6n ggi
cta v6n bin trong tru&ng hqp n6i di6n

mQt v6n ban cu th6

B0 ludt Hinh su, Lu6t T6
chtc Qui5c hQi,...

5.7 Truong hqp vien d5n phin, chuong,

mgc, ti6u mqc, ttiiu, khoan, ttiiim crla

mOt v6n bAn cu th6 thi vi6t hoa cht c6i
-: , , :.
tl6u cta phAn, chuong. mqc, ti6u mgc,

di6u

- Cin cir di6m a khoan 2

Di€u 103 Mgc 5 Chuong
XII Phan I cria B9 lu{t
Hinh sy.

- Theo quy dinh t?i diiim
a khoin I Di6u 24 Tirlu
mpc I Mgc I Chuong III
cta Ngh! quytit sii
35 r/2017AJBTVQH 14.

5.8 TOn c6c n6m Am

l!ch, ngiy tiit,
ngdy vi thang
trong nem

T€n c6c n5m 6m l!ch: Vi€t hoa ch& c6i

d,6u cta tit ci c6c im tiiSt t4o thinh t€n

sai

Kj Ty, TAn Hqi, Mdu
Tu6t, M{u Than,...

T€n c6c ngdy t6t: Vitit hoa cht crii diu
cria 6m ti6t thri nh6t tao thanh t€n gqi

T6n c6c ngiy trong tuin vi ngiy th6ng
trong nem: Viilt hoa ch& c6i diu cua im
ti6t chi ngiy vir thfurg trong truong hqp
kh6ng dirng ch& s6

thir Hai, thri Tu,

thang Nim, thang Tim,...

T6n c6c s\t kiQn lich sri vd c6c triAu d4i:
Vii5t hoa ch& c6i dAu cta c6c Am tii5t tao

thanh sU kiQn vi t6n sy kign, trong
,:truong hqp c6 c6c con s6 chi m6c thoi

gian thi ghi bing cht vd vi6t hoa chii d6

TriAu Lj, Tri6u TrAn,

Phong trdo X6 vitSt Ngh€
finh, Cdch mang thing
TAm,.,,

T€n c6c tic phim, s6ch b6o, tap chi:
Viiit hoa chfr c6i dAu cria Am tiilt thir
nfr6t E9 thinh t€n tric phim, srich b6o

tu di€n B6ch khoa toin
thu, tqp chi Cgng sdn,...

5.6

t6t Nguy6n dan, t5t Doan

ngq, t6t Trung thu. Viist

hoa chfi T6t trong tru]ng
hqp thay cho t6t Nguy€n
.I6n


