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Phu luc I
THE THUC, KY THUAT TRINH BAY VAN BAN HANH CHiNH VA
BAN SAO VAN BAN, BANG CHU VIET TAT KY HIEU PON VI
(Kém theo Quyét dinh s6 0434 /OP-SVHTTDL ngay 24 thang 10 ndam 2025
ciia S¢ Vin héa, Thé thao va Du lich)

Phan I
THE THUC VA KY THUAT TRINH BAY VAN BAN HANH CHINH
I. QUY PINH CHUNG
1. Kho gidy: Kho A4 (210 mm x 297 mm).

2. Kiéu trinh bay: Theo chiéu dai cua khé A4. Trudng hop nodi dung vin
ban co6 cac bang, bi€u nhung khong dugc lam thanh cac phu lyc riéng thi van
ban co6 thé duogc trinh bay theo chiéu rong.

3. Dinh 18 trang: Cach mép trén va mép dudi 25 mm; cach mép trai 30 mm;
cach mép phai 20 mm.

4. Phong chir: Ph(:)ng chir tiéng Viét Times New Roman, by ma ky tu
Unicode tl}eo Ti€u chuan Vi¢t Nam TCVN 6909:2001, mau den, khoang cach
ky tu & ché do Normal (100%).

5. C& chir va kiéu chir: Theo quy dinh cu thé cho ting yéu té thé thuc.

‘ 6. Vi tri trinh bay cac thanh phﬁn thé thire: Puoc thuc hién theo Muc IV
Phan I Phu luc nay.

7. S6 trang vin ban: Puoc danh tir‘sé 1, bang chit s6 A Rép, ¢& chir 13, kiéu
chtr dang, dugc dét canh gitra theo chiu ngang trong phén I€ trén cua van ban,
khong hién thi s6 trang thir nhat.

II. CAC THANH PHAN THE THU'C CHINH

1. Quéc hiéu va Tiéu ngit

a) Quoc hiéu “CONG HOA XA HQI CHU NGHIA VIET NAM”: Duoc
trinh bay bang chir in hoa, c& chir 12, kiéu chir dimg, ddm va ¢ phia trén cung,
bén phai trang dau tién cia van ban.

b) Ti€u ngir “Poc 1ap -Tu do - Hanh phuc”: Dugc trinh bay béng chit in
thuong, c& chir 13, kiéu chir dung, dam va dugc canh gitra dudi Quoc hi¢u; chir
cai dau cua cac cum tir duge viét hoa, gitra cac cum tu ¢6 gach noi (-), co cach
chit; phia dudi c6 duong ké ngang, nét lién, c6 do dai bang d6 dai cuia dong chit.

¢) Qudc hiéu va Tiéu nglr duoc trinh bay tai 6 s6 1 Muc IV Phan I Phu luc
nay. Hai dong chit Qudc hi¢u va Ti€u ngir dugc trinh bay cach nhau dong don.

2. Tén co quan, don vi ban hanh van ban

a) Tén co quan, don vi ban hanh van ban 1a tén chgnh thlﬁ:(;, déy du cua co
quan, don vi hodc chtrc danh nha nudc cua nguoi ¢6 tham quyén ban hanh van



ban (st dung thu cong, thu chiic mung...).

Tén co quan, don vi ban hanh van ban bao gém tén ctia co quan, don vi ban
hanh van ban va tén cuia co quan chu quan tryuc tiép (néu co).

Pbi véi tén co quan chii quan truc tiép & dia phuong c6 thém tén tinh, thanh
phé truc thudc trung wong hoac huyén, quan, thi xa, thanh phé thudc tinh, thanh
phé thudc thanh phd truc thudc trung wong hodc x4, phuong, thi trin noi co quan,
don vi ban hanh vin ban dong tru sé. Tén cua co quan chil quan truc tiép duoc
viét tat nhitng cum tir thong dung.

b) Tén co quan, don vi ban hanh vin ban duoc trinh bay bang chir in hoa,
co chir 13, ki€u chir dung, dam, dugc dat canh gitra dudi tén co quan, to chuc
chu quan tryc tiép; phia dudi c6 duong ké ngang, nét lién, c6 do dai bang tur 1/3
dén 1/2 dd dai cta dong chir va dat can do1 so véi dong chir.

Tén co quan cht quén truc tiép duge trinh bay bang chit in hoa, ¢& chit 13,
kiéu chir dung.

Tén co quan, don vi ban hanh vin ban va tén co quan chu quan tryc tiép
dugc trinh bay cach nhau dong don. Truong hop tén co quan, don vi ban hanh
van ban, tén co quan chu quan truc ti€p dai co6 thé trinh bay thanh nhiéu dong.

c¢) Tén co quan, don vi ban hanh van ban dugc trinh bay tai 6 s6 2 Muc IV
Phan I Phu luc nay.

3. SO, ky hiéu ctia van ban

a) S6 cua van ban 1a sb tha ty van ban do co quan, don vi ban hanh trong
mot ndm dugc dang ky tai Van thu co quan theo quy dinh, s6 cua van ban duoc
ghi bang chir s6 A Rép.

b) Ky hi¢u cua van ban

Ky hiéu ctia vin ban bao gdm chir viét tit tén loai vin ban va chir viét tit
tén co quan, don vi hoac chirc danh nha nudc c6 tham quyén ban hanh van ban.
D061 véi cong van, ky hi¢u bao gom chit viét tat tén co quan, don vi hodc chuc
danh nha nudc ban hanh cong van va chit viét tat tén don vi soan thao hoac linh
vuc dugc gidi quyét.

Chit viét tat tén cac phong, don vi thudc So duoc quy dinh tai Phan III Phy
luc I Quy ché nay.

c) So, ky hi¢u ctia van ban duoc dat canh gitta dudi tén co quan, don vi ban
hanh van ban. Tu “S6” duogc trinh bay bang chit in thuong, cd chit 13, kiéu chir
ding; sau tur “S0” ¢6 dau hai cham (:); véi nhitng s6 nho hon 10 phai ghi thém
s0 0 phia trudce. Ky hi¢u ctia van ban duogc trinh bay bang chir in hoa, cd chir 13,
kiéu chir dung. Gitra s6 va ky hi¢u van ban c6 dau gach chéo (/), gitra cac nhom
chit viét tat trong ky hiéu van ban c6 dau gach noi(-)khong cach chir.

d) S6, ky hiéu cua vin ban duoc trinh bay tai 6 s6 3 Muc IV Phan I Phu luc
nay.

4. Dia danh va thoi gian ban hanh van ban



a) Pia danh ghi trén van ban do co quan nha nudc ¢ trung wong ban hanh
1a tén goi chinh thirc cua tinh, thanh phé tryc thudc trung wong noi co quan ban
hanh van ban dong tru sé. Pia danh ghi trén van ban do co quan nha nudc ¢ dia
phuong ban hanh 1a tén goi chinh thic ctia don vi hanh chinh noi co quan ban
hanh van ban dong tru so.

DPdi vai nhirng don vi hanh chinh dugc dat theo tén nguoi, bﬁng chit sd hodc
su ki¢n lich str thi phai ghi tén goi day du cua don vi hanh chinh doé.

b) Thoi gian ban hanh van ban

Thoi gian ban hanh van ban la ngay, thang, ndm van ban dugc ban hanh.
Thoi gian ban hanh van ban phai dugc Vlet day du; cac s thé hién ngay, thang,
niam dung chit s6 A Rap; d6i v6i nhiing s6 thé hién ngay nho hon 10 va thang 1,
2 phai ghi thém s6 0 phia trudc.

c) bia danh va thoi gian ban hanh van ban dugc trinh bay trén cung mat
dong véi sb, ky hiéu vin ban, tai 6 s6 4 Muc IV Phan I Phu luc nay, bang chit in
thuong, ¢& chit 13, kiéu chit nghiéng; cac chir cai dau cua dia danh phai viét hoa;
sau dia danh c6 dau phay (,); dia danh va ngdy, thang, nim dugc dit dudi, canh
giita so véi Qudc hiéu va Tiéu ngi.

5. Tén loai va trich yéu ndi dung vin ban

a) Tén loai van ban la tén cua tung loai van ban do co quan, don vi ban
hanh. Trich yéu ndi dung van ban 1a mot cau ngan gon hodac mot cum tur phan
anh khai quat ngi1 dung chu yéu cta van ban.

b) Tén loai va trich yéu noi dung vin ban dugc trinh bay tai 6 s6 5a Muc
IV Phan I Phu luc nay, dat canh gitra theo chiéu ngang van ban. Tén loai van ban
duoc trinh bay bang chit in hoa, cd chir 14, ki€u chir ding, dam. Trich yéu ndi
dung van ban dugc dat ngay dudi tén loai van ban, trinh bay bang chir in thuong,
cO chit 14, ki€u chir ding, dam. Bén dudi trich yéu ndi dung van ban c6 duong
ké ngang, nét lién, c6 do dai bang tir 1/3 dén 1/2 do dai ctia dong chit va dat can
doi so voi1 dong chir.

Pdi véi cong van, trich yéu nd1 dung van ban dugc trinh bay tai 6 sb 5b
Muc IV Phan I Phu luc nay, sau chit “V/v” bang chir in thuong, cd chir 12, kiéu
chit ding; dat canh gitra dudi s va ky hi¢u van ban, cach dong 6pt véi s6 va ky
hiéu van ban.

6. Noi dung van ban

a) Can ctr ban hanh van ban

Can ¢t ban hanh van ban bao gém vin ban quy dinh thAm quyén, chuc
nang, nhiém vu cua co quan, don vi ban hanh van ban va cac van ban quy dinh
ndi dung, co s& dé ban hanh vin ban. Can cr ban hanh vian ban duoc ghi day du
tén loai van ban, s, ky hiéu, co quan ban hanh, ngdy thang nim ban hanh vin
ban va trich yéu ndi dung van ban.

Cian ctr ban hanh vin ban duoc trinh bay bang chit in thuong, kiéu chir



nghiéng, ¢ chir 14, trinh bay duoi phan tén loai va trich yéu noi dung van ban;
sau moi can cu phai xuong dong, cudi dong c6 dau cham phay (;), dong cudi
cung két thiic bang ddu cham (.).

b) Khi vién dan lan dau vin ban c6 lién quan, phai ghi day du tén loai, s,
ky hiéu ctia vin ban, thoi gian ban hanh vin ban, tén co quan, t6 chitc ban hanh
van ban va trich yéu ndi dung van ban; trong cac lan vién dan tiép theo, chi ghi
tén loai va so, ky hi¢u cua van ban do.

¢) Bd cuc ctia ndi dung vin ban: Tuy theo tén loai va ndi dung, vin ban c6
thé c6 phan cin cu phap ly dé ban hanh, phan mé dau va cé thé duoc bd cuc theo
phan chuong, muc, tiéu myc, diéu, khoan, diém hodc dugc phan chia thanh céc
phan, muc tir 1on dén nho theo mat trinh tu nhat dinh.

d) DBéi véi cac hinh thire vin ban dugc b6 cuc theo phan, chuong, muc, tiéu
muc, diéu thi phan, chuong, muc, tiéu muc, diéu ‘phai co tiéu dé. Tiéu dé 1a cum
ttr chi ndi dung chinh ctia phan, chuvong, muc, tiéu muyc, diéu.

d) Céch trinh bay phan, chuong, muc, tiéu muc, diéu, khoan, diém:

Tt “Phan”, “Chuong” va sb thir tu cta phan, chuong duoc trinh bay trén
mot dong riéng, canh gifra, br?mg chir in thuong, c& chir 14, kiéu chit ding, dam.
S6 tht ty cta phan, chuong dung chir s La Ma. Tiéu dé cua phan, chuong duoc
trinh bay ngay dudi, canh gitta, bang chit in hoa, ¢& chir 14, kiéu chir dimg, dam.

Tt “Muc”, “Tiéu muc” va sb thtr tu cia muc, tiéu muc dugce trinh bay trén
mot dong riéng, canh gitra, bang chit in thuong, ¢6 chir 14, kiéu chir dimg, dam.
S6 tht ty ciia myc, tiéu muc dung chir s6 A Rap. Tiéu dé cua muc, tiéu muyc duoc
trinh bay ngay dui, canh gitra, bang chit in hoa, ¢& chir 14, kiéu chir ding, dam.

T “Diéu”, sb tht ty va tiéu dé cua diéu duogc trinh bay bang chit in thuong,
i dau dong lcm hodc 1,27cm. sb thtr tu cua diéu dung chi s6 A Rap, sau sb
tht ty c6 dau chdm (.); ¢& chir bang c& chit cua phan 101 vin, kiéu chit dung,
dam.

S6 tht tu cac khoan trong mdi muc dung chit s6 A Rap, sau sd tht tu ¢6
dau cham (.), c¢& chit s6 bang ¢& chit ciia phan 10i vin, kiéu chir dimg. Néu khoan
c6 tidu dé, so thur tu va tiéu dé ciia khoan dugce trinh bay trén mot dong riéng,
bang chit in thudng, ¢& chit bang c& chit ciia phan 161 van, kiéu chir ding.

Thi tu cac diém trong mdi khoan dung cac chir céi tiéng Viét theo thir tu
bang chit cai tiéng Viét, sau c6 diu dong ngoidc don, bang chir in thuong, c¢& chir
bang c& chir cua phan 101 vin, kiéu chit dung.

e) Noi dung vin ban duoc trinh bay bang chit in thuong, duoc canh déu ca
hai 18, kiéu chit dung; ¢& chit 14; khi xuéng dong, chit dau dong lui vao lem
hodc 1,27cm; khoang cach giita cac doan van téi thiéu 1a 6pt; khoang cach giira
cac dong t6i thiéu 1a dong don; toi da 13 1,5 lines.

g) Noi1 dung van ban dugc trinh bay tai 6 $6 6 Muc IV Phan I Phy luc nay.
7. Chtrc vu, ho tén va chit ky ctia nguoi c6 thAm quyén

a) Chir ky ciia ngudi 6 thim quyén 1a chit ky ctua ngudi co thim quyén trén



van ban gidy hodc chir ky s6 cua nguoi ¢d tham quyén trén van ban dién tur.
b) Viéc ghi quyén han cua nguoi ky dugce thuc hién nhu sau:

Truong hop ky thay mat tap thé thi phai ghi chir viét tit “TM.” vao trude
tén tap thé lanh dao hoic tén co quan t chirc.

Trudng hop dugc giao quyén cap trudng thi phai ghi chit viét tit “Q.” vao
trude chire vu cua nguoi dung dau co quan, don vi.

Trudng hop ky thay nguoi dimg dau co quan, don vi thi phai ghi chir viét
tat “KT.” vao trude chire vu ciia ngudi ding dau Trudng hop cap pho dugc giao
phu trach hoidc diéu hanh thi thyc hién nhu cap pho ky thay cép trudng.

Truong hop ky thura 1énh thi phai ghi chir viét tat “TL.” vao trudc chirc vu
cua nguoi dung dau co quan, don vi.

Trudng hop ky thira Gy quyén thi phai ghi chir viét tat “TUQ.” vao trudc
chtrc vu cua nguoi dung dau co quan, don vi.

c¢) Churc vy, churc danh va ho tén ctia nguoi ky

Chure vu ghi trén van ban 1a chirc vu 1anh dao chinh thirc cua nguoi ky van
ban trong co quan, don vi; khong ghi nhiing chtrc vu ma Nha nuéc khong quy
dinh.

Chirc danh ghi trén van ban do céc to chirc tur van ban hanh 1a chitc danh
lanh dao cua nguodi ky van ban trong to chirc tu van.

Déi véi nhitng t6 chirc tu van dugc phép sir dung con déu cua co quan, don
vi thi ghi chire danh ctia ngudi ky van ban trong t6 chirc tu van va chitc vy trong
co quan, don vi. Pbi voi nhitng t6 chtrc tu van khong duoc phép sir dung con
dau ctia co quan, don vi thi chi ghi chtc danh cta ngudi ky van ban trong to
chtrc tu van.

Chirc vu (chtc danh) ctia nguoi ky van ban do Hoi dong hodc Ban Chi dao
cua tinh ban hanh ma lanh dao S& 1am Trudng ban hodac Pho Trudong ban, Chu
tich hoac Phé Chu tich Ho1 déng thi phai ghi r0 chuc vu (chitc danh) va tén S¢&
Vin hoa, Thé thao va Du lich & phia trén ho va tén ngudi ky.

Ho tén ngudi ky vin ban bao gdm ho, tén dém (néu cd) va tén cia ngudi
ky van ban. P61 voi van ban quan ly hanh chinh nha nuéc, khong ghi hoc ham,
hoc vi va cac danh hiéu danh dy khac trudce ho va tén ngu(‘ri ky.

d) Hinh anh, vi tri chir ky sd cla nguoi co tham quyén 1a hinh anh chit ky
ciia ngudi co tham quyen trén van ban gidy, mau xanh, dinh dang Portable
Network Graphics (.png) nén trong sudt; dit canh giita chirc vu cta ngudi ky va
ho tén nguoi ky.

d) Quyén han, chtrc vu cta ngudi ky dugc trinh bay tai 6 sd 7a Muc IV
Phan I Phuy luc nay; chirc vu khac ctia nguoi ky duoc trinh bay tai 6 sb 7b Muc
v Phan I Phu luc nay, phia trén ho tén cua nguodi ky van ban; cac chr viét tat

quyén han nhu: “TM.” , “Q.7, “KT.”, “TL.”, “TUQ.” va quyén han chuc vu cua
nguoi ky dugce trinh bay bang chir in hoa, CG chir 13, kiéu chir diing, dam.



Chit ky ctia ngudi co thim quyén dugc trinh bay tai 6 s6 7c Muc IV Phan I
Phu luc nay.

Ho tén cua nguoi ky van ban dugc trinh bay tai 6 s6 7b Muc IV Phan I Phy
luc r‘léy, bang chir in thuong, ¢d chit 14, ki€u chir dung, ddm, dugc dat canh gitra
quyén han, chlrc vu ctiia nguoi ky.

8. Dau, chit ky s6 cua co quan, don vi

a) Hinh anh, vi tri chit ky s6 cta co quan, don vi 13 hinh anh dau cia co
quan, don vi ban hanh van ban trén véan ban, mau do, kich thudc bang kich thudc
thuc té cua dau, dinh dang (.png) nén trong sudt, trum 1én khoang 1/3 hinh anh
chit ky sb ctia nguoi co thaim quyén vé bén trai.

b) Chir ky s6 ctia co quan, don vi trén vin ban kém theo vin ban chinh dugc
thé hién nhu sau: van ban kém theo cung tép tin vdi ndi dung van ban dién tir,
Vén thu co quan chi thyc hién ky s6 van ban va khong thuc hién ky s6 1én van
ban kém theo; van ban khong cung tép tin v4i ndi dung van ban dién tir, Van thu
co quan thyc hién ky s6 cua co quan, don vi trén van ban kém theo.

Vi tri: Goc trén, bén phai, trang dau cia van ban kém theo;

Hinh anh chir k¥ s cta co quan, don vi: Khong hién thi;

Théng tin: S6 va ky hiéu vin ban; thoi gian ky (ngay thang nim; gio phat
gidy; mui gio Viét Nam theo tiéu chuan ISO 8601) duoc trinh bay bing phong
chit Times New Roman, chir in thuong, kiéu chit dimg, cd chir 10, mau den.

‘ C) DAu, chit ky sb cua co quan, don vi dugc trinh bay tai 6 s6 8 Muc IV
Phan I Phuy lyc nay.

9. Noi nhan

a) Noi nhan van ban gom: Noi nhan dé thuc hién; noi nhan dé kiém tra,
gidm sat, bdo cdo, trao doi cong viéc, dé€ biét; noi nhan dé luu van ban.

b) D61 vé1 To trinh; Bdo cdo (co quan, to chuc, don vi cap dudi guri co quan,
to churc, don vi cap trén) va Cong van, noi nhin bao gdm hai phan:

Phén thr nhat bao gom tu “Kinh gui”, sau d6 1a tén cac co quan, to chuc
hozc don vi, c4 nhan tryuc tiép giai quyét cong viéc.

Phan tht hai bao gom tr “Noi nhan”, phia dudi 1a tor “Nhu trén”, tiép theo
la tén cac co quan, to6 chirc, don vi va cd nhan c6 lién quan khac nhén van ban.

c¢) D61 v61 nhitng van ban khac, noi nhan bao gém tir “Noi nhan” va phan
li¢t k€ cac co quan, t6 churc, don vi va ¢4 nhan nhan van ban.

d) Noi nhan dugc trinh bay tai 6 s6 9a va 9b Muc IV Phan I Phu luc nay.

- Phan noi nhén tai 6 s6 9a (ap dung d6i voi To trinh; Bdo cdo cua co quan,
to chirc, don vi cap dudi gui co quan, td chure, don vi cap trén va Cong van).

Tu “Kinh gui” va tén cac co quan, to6 chtrc, don vi hodc cd nhan nhan van
ban dugc trinh bay bang chit in thuong, cd chit 14, ki€u chir diing; sau tu “Kinh



gui” ¢co dAu hai chAm ); néu vin ban gui cho mdt co quan, to chire, don vi hodc
mot ca nhan thi tir “Kinh gai” va tén co quan, t6 chirc, don vi hodc ca nhén dugc
trinh bay trén cung mot dong; truong hop van ban gu’l cho hai co quan, t6 churc,
don vi hodc ca nhan tr¢ 1én thi xu6éng dong, t€n moi co quan, t6 chirc, don vi, ca
nhan hodc mdi nhém co quan, to chirc, don vi, ca nhan dugc trinh bay trén mot
dong rleng, dau dong c6 gach dau dong (-), cudi dong c6 dau chim phay( ), cudi
dong cudi cung c6 diu cham( ); cac gach dau dong duogc trinh bay thang hang
v6i nhau duéi ddu hai cham.

- Phan noi nhan tai 6 s6 9b (&p dung chung d61 véi cac loai van ban):

Tu “Noi nhan” duogc trinh bay trén mot dong riéng (ngang hang véi dong
chit “quyén han, chirc vu ctia nguoi ky” va sat 18 trai), sau c6 dau hai cham (©),
bﬁng chit in thuong, ¢ chir 12, kiéu chir nghiéng, dam; phan liét ké cac co quan,
t6 chure, don vi va ¢4 nhan nhan vin ban duoc trinh bay bang chit in thuong, c&
chir 11, kiéu chit dimg; tén mdi co quan, to chtre, don vi va c4 nhan hodc mdi
nhém co quan, t6 chirc, don vi nhan vin ban duoc trinh bay trén mot dong riéng,
dau dong co gach dau dong (-) sat 18 trai, cubi dong co dau chdm phay (;), dong
cubi cung bao gom chir “Luu” sau co dau hai cham (¢), tiép theo 1a chir viét tat
“VT7, dau phay(,), chir viét tat tén don vi (hodc bd phan) soan thao vin ban va
s6 lugng ban luu, cudi cung 1a ddu cham ().

I1I. CAC THANH PHAN THE THUC KHAC
1. Phu luc

a) Truong hop van ban c¢6 Phu luc kem theo thi trong van ban phai c6 chi
dan v€ Phu luc d6. Van ban c6 tir hai Phu luc tré 1én thi cac Phu luc phai dugc
danh s6 thu tu bang chir s6 La Ma.

b) Tt “Phu luc” va s6 thir tu ctia Phu luc dugc trinh bay thanh mét dong
riéng, canh gitra, béng chit in thuong, cd chir 14, kiéu chir dung, dam; tén Phu
luc (néu c6) duogc trinh bay canh giita, bang chit in hoa, c¢& chir 14, kiéu chir
dimg, dam.

c) Thong tin chi dan kém theo vin ban trén mdi Phu luc dugc ban hanh bao
gém: s, ky hi¢u van ban, thoi gian ban hanh van ban va tén co quan, to che,
don vi ban hanh vian ban. Thong tin chi dan kém theo van ban duoc canh giita
phia dudi tén cua Phu luc, chir in thuong, ¢& chir 14, kiéu chir nghiéng, cung
phong chit véi nd1 dung van ban, mau den.

Thong tin chi din kém theo vin ban trén mdi phu luc (Kém theo vin ban
sO ngay .... thang ....nam .....) dugc ghi day du doi vdi van ban gidy; doi voi van
ban dién tir, khong phai dién thong tin tai cac vi tri nay.

d) DPéi véi Phu luc cung tép tin véi ndi dung van ban di¢n tr, Van thu co
quan chi thuc hién ky s6 van ban va khong thyc hi¢n ky s6 1én Phu luc.

Déi v6i Phy luc khong cung tép tin véi ndi dung vin ban dién tir, Van thu
co quan thuc hién ky s6 cua co quan, don vi trén tung tép tin kem theo, cu thé:

Vi tri: Goc trén, bén phai, trang dau ctia moi tép tin;



Hinh anh chir ky s cua co quan, don vi: Khong hién thi.

Thong tin: SO va ky hiéu vin ban; thoi gian ky (ngay thang nim; gio phat
gidy; mui gio Viét Nam theo tiéu chuan ISO 8601) duoc trinh bay bang phong
chit Times New Roman, chir in thuong, kiéu chir dimg, ¢& chit 10, mau den.

d) Sd trang cua Phu luc dugc danh sb riéng theo tung Phu luc.

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

2. Dau chi dd mat, mirc 4 khan, cc chi dan vé pham vi luu hanh.
a) Dau chi d6 mat

Viéc xac dinh va dong diu chi d6 mat (tuy€t mat, tdi mat hodc mat), diu tai
liéu thu hdi d6i v&i vin ban c6 noi dung bi mat nha nudc duge thuc hién theo
quy dinh hién hanh. Con dau cac 46 mat (TUYET MAT, TOI MAT hodc MAT)
va déu tai liéu thu hdi duoc khic sin theo quy dinh cta phap luat vé bao vé bi
mét nha nude. Dau chi d6 mat duoc dong vao 6 sb 10a Muc IV Phan I Phuy luc
nay; dau tai liéu thu hdi duoc dong vao 6 s6 11 Muyc IV Phan I Phy luc nay.

b) Dau chi mtrc d6 khan

Khi soan thao vin ban co tinh chat khan, don vi hodc c4 nhan soan thao vin
ban dé xuat mtrc d6 khan trinh nguoi ky van ban quyét dinh. Tuy theo muc do
can duoc chuyén phat nhanh, van ban dugc xac dinh do khan theo cac muc sau:
hoa toc, thuong khan, khan.

Con diu cac mirc d6 khan duoc khac san hinh chit nhét c6 kich thude 30mm
x 8mm, 40mm x 8mm va 20mm x 8mm, trén do cac tir “HOA TOC”, “THUONG
KHAN” va “KHAN”, trinh by bang chit in hoa, phong chit Times New Roman,
cd chir 14, kiéu chir dung, dam va dat can d6i trong khung hinh chir nhat vién
don. D§1u chi m}'Ic do khan duoc géng vao 0 s0 10b Muc IV Phan I Phu luc nay.
Muc dé dong dau chi mirc do khan dung mau do tuoi.

¢) Cac chi dan vé pham vi luu hanh

Poi yéi phﬁ’ng van ban c6 pham vi, ddi tuong, su (}ung han ché, st dung
cac chi dan vé pham vi luu hanh nhu “XEM XONG TRA LAI”, “LUU HANH
NOI BO”. Cac chi dan vé phe_lrm vi luu hanh trinh bay tai 6 s6 11 Muc IV Phan I
Phu luc nay, trinh bay can doi trong mot khung hinh chir nhat vién don, bang
chir in hoa, phong chtr Times New Roman, c& chir 14, ki¢u chir diing, dam.

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

Duoc trinh bay tai 6 5O 12 Muyc IV Phan I Phy luc nay, ky hi¢u bang chir in
hoa, so lugng ban bang chit s6 A Rép, cd chir 11, kiéu chit ding.

4. Diachico quan, don vi; thu dién tu; trang thong tin dién tu; s6 dién thoai;

sO Fax.

Cac thémh,phﬁn nay dugc trjnh bay tai 0 s6 13 Muc IV Phan I Phu luc nay
¢ trang thr nhat ctia van ban, bang chit in thuong, ¢& chir 11, kiéu chit ding,



dudi mot duong ké nét lién kéo dai hét chi€éu ngang ctia vung trinh bay van ban.

5. Chir ky s6 cua co quan, don vi cho ban sao van ban sang dinh dang dién
tir dugc trinh bay tai 6 s6 14 Muc IV Phan I Phu luc nay.
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IV. SO PO BO TRI CAC THANH PHAN THE THUC VAN BAN HANH CHINH
1. Vi tri trinh bay cac thanh phan thé thirc

0 s6 : Thanh phén thé thirc viin ban

1 Quéc hiéu va Tiéu ngit

2 Tén co quan, don vi ban hanh van ban

3 Sd, ky hi¢u cua van ban

4 Dia danh va thoi gian ban hanh van ban

Sa ; Tén loai va trich yéu noi dung vin ban

5b : Trich yéu ndi dung cong vin

6 : Noi dung van ban

7a,7b, 7¢c Chtrc vu, ho tén va chir ky cua nguoi co tham quyén
8 : Déu, Chir ky sb cua co quan, t6 chirc

9a, 9b : Noi1 nhan

10a : Dau chi do mat

10b : Dau chi mirc d khan3

11 : Chi dan vé pham vi lvu hanh

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

bia chi co quan, don vi; thu dién tu; trang thong tin dién

13 P . X
tir; sO dién thoai; s6 Fax.

14 : Hinh thirc ban sao van ban

2.So dod
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14

11

20-25 mm]

Sa

9a

5b

EE%N-m_

10a

10b

Te

7a

13

20-2{mm

12

9b

30-35mm
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V.MAU CHU VA CHI TIET TRINH BAY THE THUC VAN BAN HANH CHINH

Thanh phin thé thirc va

Vi du minh hoa

STT ] Loai chirCo chitt  Kiéu chir Co
chi tiét trinh bay Phong chir Times New Roman ha
chir
(D) 2) 3) 4) ) (6) (7)
1 Quéc hiéu va Tiéu ngir
- Dong trén Inhoa |12-13 | Dung, dam CONG HOA XA HQI CHU NGHIA VIET NAM 12
- Dong dudi In thuong| 13-14 |  Dting, dam Doc lap - Tw do - Hanh phic 13
- Dong ké bén dudi
2 |Tén co quan, don vi
- Tén co quan chul quan cp trén , . .
~ In hoa |12-13 bung UBND TINH BPAK LAK 13
truc tiep
- Tén co quan, don vi Inhoa | 12-13 | Dung, dam SO VAN HOA, THE THAO VA DU LICH 13
- Dong ké bén dudi
- Tén co quan chul quan cp trén
truc tiép (Déi vo1 cac don vi su .. , . , . .
_ In hoa |12-13 bung SO VAN HOA, THE THAO VA DU LICH TINH PAK LAK| 13
nghi¢p truc thudc S&)
- Tén co quan chu quan cip trén \ , . .
Inhoa |12-13 bung SO VHTTDL TINH BAK LAK 13

truc tiép (viét tat)




- Tén co quan, don vi su nghié¢p

thr tir ctia phan, chuong

ruc thudo S5 Inhoa | 13 DPung, dam THU VIEN 13
- Dong ké bén dudi
S, ky hiéu cua vin ban In thuong| 13 Dung S6: .../QD-SVHTTDL; S6: ../SVHTTDL-VP 13
Dia danh va tho1 gian ban hanh .,
i bin In thuong| 13-14 Nghiéng Dak Lak, ngay 01 thang 10 nam 2025 13
Tén loai va trich yéu noi dung
Do6i voi van ban co tén loai
-Tén loai van ban Inhoa |13-14| Ding, dam QUYET DINH 14
- Trich yéu ndi dung In thuong| 13-14 | Pung, dam Ban hanh Quy ché Vin thw, Luu trir 14
- Dong ké bén duéi
Pbi voi cong van
Trich yéu ndi dung In thuong| 12-13 Dung V/vgopyvanban ....... 12
Noi dung van ban In thuong| 13-14 bing Thuc hién nhiém vu cong tac nam ..... 14
Gom phén, chuong, muc, tiéu
muc, diéu, khoan, diém, tiét,
tiéu tiét
- T “Phan”, “Chuong” va sd 13-14 5

In thuong Dtrng, dam Phan 1 Chuong I 14
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‘ ‘ 13-14 QUY PINH

- Tiéu dé cua phan, chuong In hoa bung, dam QUY DINH CHUNG 14
CHUNG

- T "Muc" va s6 thir tu In thuong| 13-14 | Pung, dam Muc 1 14

- Tiéu dé cuia muc Inhoa | 13-14| Ding, dam QUAN LY VAN BAN 14

- T "Tiéu muc" va s6 thir tw | In thuong| 13-14 | Ping, ddm Tiéu muc 1 14

- Tiéu d& cua tidu muyc Inhoa |13-14| Pung, ddm QUAN LY VAN BAN DI 14

- biéu In thuong| 13-14 | DPung, ddm Diéu 1. Ban sao vin ban 14

- Khoan In thuong| 13-14 DPung 1. Céc hinh thuc ..... 14

- Piém In thuong| 13-14 bung a) Poi véi.... 14

- Tiét In thuong| 13-14 Pung - 14

- Tiéu tiét In thuong| 13-14 Pung + 14

Gdm phﬁn, muc, khoan, diém,

tiét, ticu tiét

- Tur "Phéan" va sb thit tw In thuong 13-14| Ptng,dam | Phan I 14

- Tiéu dé ctia phan Inhoa | 13-14  Pung dam TINH HINH THU'C HIEN NHIEM VU 14

- SO thir tur va tidu dé ciamuc | Inhoa | 13-14 | Ping, dam I. NHUNG KET QUA.... 14

- Khoan 13-14

Trudng hop co tiéu dé In thuong| 13-14 | Dung, ddm 1. Pham vi va doi twong ap dung 14
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Truong hop khong c6 tiéu dé |In thuong| 13-14 Dimg 1. Quyét dinh nay c6 hiéu lyc thi hanh ké tir ngay ... 14

- Piém In thuong| 13-14 Ding a) Poi vai.... 14

- Tiét In thuong| 13-14 Ding - 14

- Tiéu tiét In thuong| 13-14 Dung + 14

Phu luc van ban

'gflulshu et vasothrtwelay, pong 14 | Dingdam | Phuluc 14

- Tiéu d& ciia phu luc Inhoa |13-14| Ping,ddim | BANG CHU VIET TAT 14

S trang In thuong 13 Dung 3,6,8 13

, 1 1,2,3
S0 trang cua Phu luc dwoe danbiy ) o0113.14 | Prng Phu luc I _ Phu lye I1 13
sO riéng theo tirng Phu luc N SR . X (khong hién thi so trang
(khong hién thi so trang thir nhat) thi nhét)

Chuc vu, ho tn cua nguoi co

tham quyén

- Quyén han ctia nguoi ky Inhoa |13-14| bDung, dam TM. HOI PONG KT. GIAM POC | 14
13-14 CHU TICH PHO GIAM POC

- Chtrc vu cua nguoi ky In hoa bung, dam 14

GIAM POC SO VHTTDL
- Ho tén nguoi ky In thuong 13-14 | Dimg, dam Nguyén Vin A Nguyén Vin B 14
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a
D4u, Chit ky sb: S& Van hoa (& 80
bR ’ (Vi B TAD
Thé thao va Du lich \+* TA DU LiCH
tinh Dék Lik LoResF”
Tran Hong Tién
Noi nhan

Tu "Kinh gui" va tén co quan,

chinh thong thuong)

. In thuong| 13-14 Dung
don vi, ca nhan
- GUri mot noi Kinh gtri: S& Noi vu 14
Kinh gir:
- Gtri nhiéu noi - Uy ban nhan dan tinh; 14
- S& No1 vu.

Tur "Noi nhan" va tén co quan,

don vi, ca nhan

, _ , ) Noi nhén: (d6i véi VB hanh

- Tr "Noi nhan" In thuong 12 | Nghiéng, dam Nei nhdn: (doi voi quyét dinh) 12
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N . 1A - Nhu biéu...; - Nhu trén;
-hTAen co ?)I}an, don vi, cd nhan In thuong| 11 bung e} I : 11
nhan van ban - Luu: VT, TCPC.A(10). - Luu: VT, VP.Th.(05).
10 (Céc loai du
DAu chi do mat MAT TOI MAT TUYET MAT
11 13-14 14
Dung, dam UON
A 2 4 A A 2 S TH s G 2z
a  Dau chi muc do khan In hoa |13-14 HOA TOC KHAN KHAN
X2 XEM XONG TRA LAI 14
Chi dan vé pham vi luu hanh .
b Inhoa |13-14| Dung, dam - - -
LUU HANH NOI BO
Ky hiéu don vi soan tl}éo van
12 ban/ nguoi soan va s luong |In thuong| 11 Dung VP.Th.(10). 11
ban phat hanh
Dia chi: S6 48 Nguyén Tét Thanh, Phuong Buén Ma Thuot, tinh
— T Pak Lik
bia chi co quan, t6 chuc; dia . ,
13 chi email, web, sb dién thoai... In thuong 11 bung Mail : vanphong@vhttdl.daklak.gov.vn 1
DT: (02623)852405, Fax: (02623).852405
14 Hinh thirc sao Inhoa |12-13| bDung, dam SAO Y, SAO LUC, TRICH SAO 13
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Phén 11

THE THUC VA KY THUAT TRINH BAY BAN SAO VAN BAN
I. BAN SAO SANG PINH DANG PIEN TU
1. Hinh thirc sao
“SAO Y” hoic “SAO LUC” hoic “TRICH SAO”
2. Tiéu chuén cua vin ban sd hoa
a) Pinh dang Portable Document Format (.pdf), phién ban 1.4 tr¢ lén.
b) Anh mau.
d) Ty 1¢ s6 hoa: 100%.
3. Hinh thtrc chir ky s6 cua co quan, don vi trén ban sao dinh dang dién tir

‘ a) Vi tri: Goc trén, bén phai, trang dau cua van ban, trinh bay tai 0 s6 14 Myc IV
Phan I Phu luc nay.

b) Hinh anh chit ky s cta co quan, don vi: Khong hién thi.

¢) Thong tin: Hinh thirc sao, t€n co quan, don vi sao van ban, thoi gian ky (ngay
thang nam; gio phut gidy; mui gio Viét Nam theo tiéu chuan ISO 8601) dugc trinh bay
bang phong chir Times New Roman, chit in thuong, ki€u chit dung, cd chir 10, mau den.

II. BAN SAO SANG PINH DANG GIAY

1. Thé thirc ban sao sang dinh dang gidy

a) Hinh thtrc sao: “SAO Y” hoac “SAO LUC” hoac “TRICH SAO”.
b) Tén co quan, don vi sao van ban.

¢) S4, ky hiéu ban sao bao gdm sb thr ty ding ky (dugc danh chung cho cac loai
ban sao do co quan, don vi thuc hién) va chir viét tit tén loai ban sao theo Bang chix viét
tat tén loai va cach ghi ky hiéu trén vin ban tai Muc I Phy luc II Quy ché nay. S6 duoc
ghi bang chir s A Rép, bit dau lién tiép tir s6 01 vao ngay 01 thang 01 va két thiic vao
ngay 31 thang 12 hang nam.

d) Dia danh va thoi gian sao van ban.

d) Chirc vu, ho tén va chit ky cia ngudi c6 thim quyén sao vin ban.
e) Dau ctia co quan, don vi sao van ban.

g) Noi nhan.

2. K§ thuat trinh bay ban sao sang dinh dang giy

a) Cac thanh phan thé thirc ban sao dugc trinh bay trén cung mot to glay (khd A4),
ngay sau phan cubi cung ctia vin ban can sao dudi mot duong ké nét lién, kéo dai hét
chiéu ngang cta ving trinh bay vin ban.

b) Cac cum tur “SAO Y7, “SAO LUC”, “TRICH SAO” dugc trinh bay b'?lng chir
in hoa, c& chir 13, kiéu chir dung, dam.

c¢) Co chir, kiéu chir cua tén co quan, don vi sao van ban; so, ky hi¢u ban sao; dia
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danh va thoi gian sao van ban; chirc vy, ho tén va chit ky cua nguoi co tham quyén; diu
cua co quan, don vi sao van ban va noi nhan duogc trinh bay theo hudéng dan cac thanh
phan thé thirc van ban tai khoan 2, 3, 4, 7, 8, 9 Muc II Phan I Phu luc nay.

d) Mau trinh bay ban sao dinh dang giéy dugc minh hoa tai Phu luc II Quy ché
nay.

3. So dd b tri cac thanh phan thé thirc ban sao sang dinh dang gidy
a) Vi tri trinh bay cac thanh phan thé thirc

O sb :  Thanh phan thé thirc vin ban

1 Hinh thtc sao: “SAO Y”, “SAO LUC” hoic “TRICH SAO”
2 Tén co quan, don vi sao van ban

3 S, ky hiéu ban sao

4 DPia danh va ngay, thang, nam sao

Sa, 5b, 5S¢ . Chirc vy, ho tén va chir ky ctia ngudi c6 tham quyén

6 . DAu cta co quan, don vi

7 . Noinhan

b) So do

| 3 | 4 ] &
30 mm | ‘ B,
. : o
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Phan 111

BANG CHU VIET TAT KY HIEU PON VI

Tén viét tit

Stt Tén day dua (kb hiéu don vi)
L Tén viét tit ciia cac phong chuyén mén va don vi
sw nghi¢p thu¢c S6 VHTTDL
1. | Van phong VP
2. | Phong Ké hoach — Tai chinh KHTC
3. | Phong T6 chuc — Phéap ché TCPC
4. | Phong Quan ly Van hoa va Gia dinh QLVHGD
5. | Phong Quan Iy Thé duc Thé thao QLTDTT
6. | Phong Quan ly Du lich QLDL
7. | Phong Quan Iy Thong tin, Bio chi, Xuét ban QLTTBCXB
8. | Thu vién tinh Dk Lak TV
9. | Béo tang Pak Lak BTPL
10. | Béo tang Pht Yén BTPY
11. | Trung tdm Vian hoa — Du lich tinh Pak Lak TTVHDL
12. | Poan Ca mua Dan toc bCMDT
13. | Nha hat Ca muaa nhac dan gian Sao Bién NHCMN
14. | Ban Quan Iy Cong vién dia chat Pha Yén BQLCV
15. | Trung tim Huén luyén va Thi ddu thé thao TTHLTDTT
16. | Trung tim Phat hanh phim va Chiéu bong TTPHPCB
17. | Ban Quan ly di tich. BQLDT
IL Tén viét tit ciia Hoi dong, Ban sir dung con diu
S& Van hoa, Theé thao va Du lich
1. | Hoi ddng thi nang ngach, chuyén ngach HDTNN/HDTCN
2. | Hoi ddng xét nang ngach, chuyén ngach HDBXNN/HDXCN
Ho1 déng x¢ét tang danh hiéu Nghé nhan Nhan dan,
3. | Ngh¢ nhan uu t4, Ho1 dong xét tang cac danh HDBXTDH
hi¢u khac
4.  Hoi dong tuyén chon HDTC
5. | Hoi dong Thi dua, khen thudng HDTHKT
6. E?}rll t6 chire cac su kién van hoéa, thé thao va du BTC
7. | Ban vi sy tién bo phu ni BVSTBPN
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Phu luc IT

BANG CHU VIET TAT TEN LOAI VA CACH GHI KY HIEU TREN VAN
BAN, MAU TRINH BAY VAN BAN, PHU LUC VA BAN SAO VAN BAN
(Kém theo Quyét dinh sé /OD-SVHTTDL ngay thang 10 nam 2025
ciia S6 Van héa, Thé thao va Du lich)

I. BANG CHU VIET TAT TEN LOAI VA CACH GHI KY HIEU TREN
VAN BAN

1. Bang chit viét tit

STT Tén loai vin ban Chir viét tat
I. Van ban hanh chinh
1. Quyét dinh Qb
2. Quy ché QC
3. Quy dinh Qyb
4. Thong bao TB
5. Hudng dan HD
6. Chuong trinh CTr
7. Ké hoach KH
8. Phuong an PA
9. bang ky bK
10. Dé 4n DA
11. Du an DA
12. Bao cao BC
13. To trinh TTr
14. Bién ban BB
15. Hop ddng HD
16. Ban ghi nhé BGN
17. Ban théa thuan BTT
18. Gidy uy quyén GUQ
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19. Gidy gidi thiéu GGT
20. Gidy moi GM
21. Gidy nghi phép GNP
22. Phiéu gui PG
23. Phiéu chuyén PC
II. Ban sao van ban
1. Bansaoy SY
2. Bén trich sao TrS
3. Ban sao luc SL
I11. Van ban chuyén nganh khac
1. Két luan KL
2. Thu tuc hanh chinh TTHC

2. Cach ghi ky hi¢u trén van ban

a) Ky hi¢u cac van ban hanh chinh

b) Ky hiéu van ban chuyén nganh khac




23

II. MAU TRINH BAY VAN BAN, PHU LUC VAN BAN VA BAN SAO VAN BAN

1. Miu trinh bay viin ban

a) Mau vin ban ldy sé S¢ Van héa, Thé thao va Du lich

Mau 1.1 Bao cao
Mau 1.2 Bio céo cua co quan, don vi cAp dudi giri co quan, don vi cap trén
Mau 1.3 T trinh
Mau 1.4 Thong bao
Mau 1.5 Quyét dinh quy dinh tryc tiép
x Quyét dinh ban hanh van ban kém theo (quy ché, quy dinh, diéu 18,
Mau 1.6 X .
ké hoach, chuong trinh ...)
Miu 1.7 Mau vin ban (dugc ban hanh, phé duyét kém theo quyét dinh) ddi
’ v01 van ban gidy
x Mau van ban (dugc ban hanh, phé duyét kém theo quyét dinh) dbi
Mau 1.8 e < s A
vo1 van ban dién tir
Mau 1.9 Cong vin

Mau 1.10 Gidy moi

Mau 1.11 Gidy gi6i thiéu

b) Mau van ban ld'y $6 don vi sur nghiép thuoc So Van hoa, T hé thao va Du lich

Mau 1.12 Quyét dinh cua don vi thudc So

Mau 1.13 Cong vin cua don vi thudc S&

Mau 1.14 Cong van cua don vi thudc S¢ xin y kién ndi bo

Mau 1.15 Gidy nghi phép (4p dung cho S& VHTTDL va cac don vi thuc So)

Mau 1.26 Bién ban

¢) Mau van ban cua Hoi dong, Ban, To su dung con dau cua So Van hoa, Thé
thao va Du lich

Mau 1.17 Cong vin ciia Hoi dong st dung con dau ctia S6 VHTTDL

d) Mau van ban chuyén nganh khdc

Mau 1.18 Két luan
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d) Mdau van ban noi bo

Mau 1.19 Phiéu trinh giai quyét cong viée

Mau 1.20 K& hoach lién tich

2. Mau trinh bay phu luc vin ban

Mau 2.1 Mau Phy luc vin ban hanh chinh gidy

Mau 2.2 Mau Phu luc vin ban hanh chinh dién tr

3. Miu trinh bay ban sao viin ban

Mau 3.1 Ban sao sang dinh dang giy

MaAu 3.2 Ban sao sang dinh dang dién tir

Miu 4.1: Mau viin ban ban hanh lién quan thi tuc hanh chinh linh vue Vin ho4,
Thé thao, Du lich

Mau 4.1 Cong vin

Mau 4.2 Quyét dinh

Mau 4.3 Van ban co tén loai
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Mau so0 1.1: Bao cao

UBND TINH PAK LAK CONG HOA XA HQI CHU NGHIA VIET NAM
SO VAN HOA, THE THAO VA DU LICH Poc lap - Tw do - Hanh phic
S4: /BC-SVHTTDL Pdk Lik, ngdy thdng ndm 20...
BAO CAO
V& e, €1 TR
(2) et e et ee oo
'''''''' L
Noi nhin: QUYEN HAN, CHUC VU CUA
= rerrreeeeenerans ; NGUOI KY (5)

- Giam dbc, cac Phé Giam déc;
- Luu: VT, 3)(4).
(Chi ky ciia nguwoi ¢é tham quyén
dau/chir ky so cua co quan)

Ho va tén

Ghi chu:

(1) Trich yéu: Tém tit ndi dung ctia Bao céo,
(2) N6i dung Bao céo.

(3) Chix viét tat don vi soan thao.

(4) S6 luong ban phat hanh.

(5) Tham quyén ky 1a Giam ddc, cac Pho Giam dbc ky thay (KT.) hodc Lanh dao
don vi soan thao Béo cao ky thtra 1énh (TL.).
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Mau so 1.2: Bdo cdo cia co quan, don vi cap dwdi giri co quan, don vi cap trén

UBND TINH PAK LAK CONG HOA XA HQI CHU NGHIA VIET NAM
SO VAN HOA, THE THAO VA DU LICH Péc lap - Tu do - Hanh phiic
S4: /BC-SVHTTDL Pdk Lik, ngdy thdng ndm 20...
BAO CAO
V@ eereeenernenesaesnes €]
Kinh gtri: ............ (2)eeeennnn.
(3) ettt ettt
................ /.

Noi nhin: QUYEN HAN, CHUC VU CUA
- Nhu trén; NGUOI KY (6)

- Giam doc, cac Pho Giam doc;

- Luu: VT, (4)(5). (Chit ky ciia nguwoi ¢é tham quyén

dau/chir ky so cua co quan)

Ho va tén

Ghi chu:
(1) Trich yéu; Tém tit ndi dung ctia Bao céo.

(2) Tén cac co quan, td chirc hodc c4 nhan nhan Béo cdo (4p dung dbi voi co quan
quan 1y cap trén nhu: Uy ban nhan dan tinh,....).

(3) Noi dung Béo cdo.
(4) Chir viét tit don vi soan thao.
(5) S6 lwong ban phat hanh.

(6) Tham quyén ky 12 Giam ddc, cac Pho Giam ddc ky thay (KT.) hodc Lanh dao
don vi soan thao Bao cdo ky thtra Iénh (TL.).
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MAiu s6 1.3: To trinh

UBND TINH PAK LAK CONG HOA XA HOI CHU NGHIA VIET NAM
SO VAN HOA, THE THAO VA DU LICH Péc lap - Tu do - Hanh phiic
S4: /TTr-SVHTTDL Pak Lak, ngay thang ndm 20...
TO TRINH
V@ arerreenesensesessssssssssanns (Davrrererererenesessssesessssens
nb gUi: e, )
(3) ettt
................ /.

Noi nhgn: QUYEN HAN, CHUC VU CUA
:Nhu trén; . NGUOI KY (6)

- Giam doc, cac Pho Giam doc;

- Luw VI, (96)- (Chi ky ciia nguwoi ¢é tham quyén

ddu/chit ky s6 ciia co quan)
Ho va tén

Ghi chu:

(1) Trich yéu: Tém tat ndi dung ctia To trinh.
(2) Co quan, don vi, ca nhan nhan T¢ trinh.
(3) Noi dung To trinh.

(4) Chir viét tat don vi soan thao.

(5) S6 luong ban phat hanh.

(6) Tham quyén ky 12 Giam ddc, cac Pho Giam ddc ky thay (KT.) hodc Lanh dao
don vi soan thao Bao cdo ky thtra Iénh (TL.).
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MAu s6 1.4: Thong bao (Vi du: Mdau Théng bdo ciia S¢ VHTTDL do Vin phong
soan thao)

UBND TINH PAK LAK CONG HOA XA HOI CHU NGHIA VIET NAM
SO VAN HOA, THE THAO VA DU LICH Péc lap - Tu do - Hanh phiic
S4: /TB-SVHTTDL Pak Lak, ngay thang ndm 20...
THONG BAO
V& ueeereresenesesesnans €1 W
(2) ettt ettt ettt ettt ettt et ettt ettt ee s e eeeeeeee
................ /.

Noi nhin: TL. GIAM POC (5)
e ; CHANH VAN PHONG

- Giam dbc, cac Pho Giam dbc;
-Luu: VT, 3.4.( ) (Chir ky cua nguoi co tham quyén
dau/chir ky so cua co quan)

Ho va tén

Ghi chu:

(1) Trich yéu: Tém tat ndi dung dé cap ciia Thong bao.
(2) No1 dung Thong bao.

(3) Chir viét tit don vi soan thao, trudng hop nay 13 VP.
(4) Tén ngudi soan thao va s6 lugng ban phat hanh.

(5) Tham quyén ky 1a Chanh Vin phong, hodc Pho Chanh Vian phong ky thay
(KT.) soan thdo Thong bao ky thura 1énh (TL.).
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MAu s6 1.5: Quyét dinh ciia S¢ Vin hoa, Thé thao va Du lich quy dinh true tiép

UBND TINH PAK LAK CONG HOA XA HQI CHU NGHIA VIET NAM
SO VAN HOA, THE THAO VA DU LICH Péc lap - Tu do - Hanh phiic
Sé: /QD-SVHTTDL Pdk Lik, ngdy thdng ndm 20...
QUYET PINH
V& VIEC weureerrscnnsssnscnsssenssanes (60 T

GIAM POC SO VAN HOA, THE THAO VA DU LICH

Can cwr Quyet dinh s6 43/2021/0P-UBND, ngay 30/12/2021 cua Uy ban
nhdn dan tinh Pk Lik quy dinh chirc nang, nhiem vy, quyén han va co cdu té
chire cia 8¢ Van héa, Thé thao va Du lich tinh Pdk Lik;

QUYET PINH:
DU Le oo, (3)
PiCU 2. oo,
Picu 3. oo, chiu trach nhiém thi hanh Quyét dinh nay./.

Noi nhgn: QUYEN HAN, CHUC VU CUA
- Nhu biéu .. ; NGUOI KY (6)

- Giam dbc, cac Pho Giam déc;
- Lnu: VI, (D(5)- (Chit ky cua nguoi co tham quyén

dau/chit ky sé ciia co quan)

Ho va tén
Ghi chu:
(1) Trich yéu ndi dung ctia Quyét dinh.
(2) Chirc danh thi trudong don vi c6 tham quyén trinh.

(3) Tuy theo ndi dung ngin hay dai dé chia cac Piéu 1,2,3..Néu Diéu dai c6 thé chia
thanh cac khoan 1,2,3... va cac diém a,b,c...

(4) Chir viét tit don vi soan thao.
(5) S6 luong ban phat hanh.

(6) Thim quyén ky la Giam déc, cac Phé Giam dbc ky thay (KT.) hodc ngudi duogc iy
quyén ky Thira ay quyén (TUQ.).



30

Miu s6 1.6: Quyét dinh ciia S& Vin héa, Thé thao va Du lich ban hanh viin
ban kém theo

UBND TINH PAK LAK CONG HOA XA HOI CHU NGHIA VIET NAM
SO VAN HOA, THE THAO VA DU LICH Péc lap - Tu do - Hanh phiic
Sé: /QDb-SVHTTDL Pak Lik, ngay  thang nam 20...
QUYET PINH

Ban hanh (phé duyét) ........ (1)

GIAM POC SO VAN HOA, THE THAO VA DU LICH

Can cwr Quyet dinh s6 43/2021/0P-UBND, ngay 30/12/2021 cua Uy ban
nhdn dan tinh Pk Lik quy dinh chirc nang, nhiem vy, quyén han va co cdu té
chirc ciia S6 Van héa, Thé thao va Du lich tinh Pak Lak;

CON CU oo ;
Theo dé nghi clid ............cocoee.... (2)
QUYET PINH:

Piéu 1. Ban hanh kém theo Quyét dinh ndy .............. (3)

DHCU 2. oo,

DHEU 3. e /.
Noi nhén: QUYEN HAN, CHUC VU CUA
- Nhu biéu ...;

NGUOI KY (6)

- Giam doc, cac Pho Giam doc;

- Luu: VT, (4)(5). (Chit ky cua nguoi co tham quyén

dau/chit ky sé ciia co quan)

Ho va tén

Ghi chu: ) . )

(1) Tén ctia van ban kém theo (quy ché, quy dinh, diéu 1€, ké hoach, chuong trinh ...)
duoc ban hanh. i ‘

(2) Chirc danh Thu truong don vi c6 tham quyén trinh. ) . q

(3) Tuy theo ndi dung ngan hay dai dé chia cac Diéu 1,2,3...Néu Dicu dai c6 thé chia
thanh cac khoan 1,2,3... va cac diém a,b,c...

(4) Chir viét tat don vi soan thao.

(5) S6 luong ban phat hanh.

_(6) Tham quyén ky la Giam dbc, cac Pho Giam ddc ky thay (KT.) hodc ngudi dugc uy

quyén ky Thura uy quyén (TUQ.).
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Maiu 1.7: ,Mﬁu vin ban (dwoc ban hanh, phé duyét kém theo quyét dinh) dbi
voi van ban giay (¥)

UBND TINH PAK LAK CONG HOA XA HOI CHU NGHIA VIET NAM
SO VAN HOA, THE THAO VA DU LICH Péc lap - Tu do - Hanh phiic
QUY CHE/QUY PINH
...................... €1 N

(Kém theo Quyét dinh sé ... /OD-SVHTTDL ngdy thing ndm
ciia S¢ Van héa, Thé thao va Du lich tinh Pdk Liik)

Chuong I
QUY PINH CHUNG

DU e oo e
DU 2e oo

Ghi chu:

(*) Mau nay ap dung d6i voi cac vin ban duoc ban hanh kém theo quyét dinh (ca
biét), bd cuc cé thé bao gom chuong, muc, diéu, khoan, diém.

(1) Trich yéu noi dung ctia vin ban.
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MAu 1.8: Miu vin ban (dwoc ban hanh, phé duyét kém theo quyét dinh) dbi
véi van ban dién tir (*)

S6:...(3)...: ngay/thang/nam; gid: phat:  gidy(4)

UBND TINH PAK LAK CONG HOA XA HOI CHU NGHIA VIET NAM
SO VAN HOA, THE THAO VA DU LICH Péc lap - Tu do - Hanh phiic
QUY CHE/QUY PINH

(Kém theo Quyét dinh s6 ... /OP-SVHTTDL ngay thdng ndm
ciia S6 Vin héa, Thé thao va Du lich tinh Pck Lak) (2)

Chuong 1
QUY DPINH CHUNG
DHEU Lu oo
DHEU 2. .o
Chuong.........................
DU .o et nen e nneees
Chuong.........................
DU .o e e reeeeaeen.
Chuong.........................
DU .o reneneneenn
DU .o e e e s e s e s e s eeereneenn /
Ghi chu:

(*) Mau nay ap dung ddi v6i van ban dién tir kém theo khong cung tép tin véi noi
dung quyét dinh ban hanh hay phé duyét.

(1) Trich yéu néi dung cuia vin ban.
(2) Dbi véi van ban dién tir, khong phai dién thong tin tai cac vi tri ndy.
(3) S6 va ky hiéu Quyét dinh ban hanh hay phé duyét.

(4) Thoi gian ky sf) cua co quan, don vi (ngay thang nam; gid phut gidy; mui gio
Viét Nam theo tiéu chuan ISO 8601).
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Mau s6 1.9: Cong vin ciia S& Vin hoa, Thé thao va Du lich

UBND TINH PAK LAK CONG HOA XA HOI CHU NGHIA VIET NAM
SO VAN HOA, THE THAO VA DU LICH Poc 1ap - Tw do - Hanh phiic
Sé: /SVHTTDL-........ (1) Dak Lik, ngay  thang — nam
VIV et )
Kinh gui:
e ) IR :

() et

............................................................................................................................... /.
Noi nhin: QUYEN HAN, CHUC VU CUA
R NGUOIKY (7)

- Siér'n S%c gac6Phé Gigm déc; (Chit ky ctia ngudi ¢é tham quyén
- Luu: VT, (5)(6). dau/chir ky so cua co quan)

Ho va tén

. e
Vidu (8): S& Van hoa, Thé thao va Du lich tinh Dak)Lék
48 Nguyén Tat Thanh, thanh phd Buon Ma Thuot, tinh Dak Lk (9)
vanphong@vhttdl.daklak.gov.vn

* Ghi chu:

(1) Viét tit don vi soan thao Cong vin

(2) Trich yéu ndi dung Cong van.

(3) Co quan, don vi, ca nhan nhan Cong van (chi ghi co quan, don vi, c4 nhan xtr
Iy chinh; nhitng co quan, don vi, c4 nhan c6 lién quan khac ghi & phan Noi nhan).

(4) No1 dung Cong van.

(5) Chix viét tat don vi soan thao.

(6) S6 luong ban phat hanh,

(7) Tham quyén ky 1a Giam ddc, cac Pho Giam dbc ky thay (KT.) hodc Lanh dao
Vian phong S¢ ky thura 1énh (TL.).

(8) Pia chi co quan, t6 chtc; thu dién tir; trang thong tin dién ti, s6 dién thoai; s6
Fax (néu can)

(9): dia chi co quan ban hanh vin ban (c6 thé thay d6i)
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MAu s6 1.10: Gidy moi (Vi du: Gidy moi ciia S6 VHTTDL soan thdo)

~_ UBND TINH DAK LAK CONG HOA XA HOQI CHU NGHIA VIET NAM
SO VAN HOA, THE THAO VA DU LICH Péc lap - Tu do - Hanh phic
S6: /GM-SVHTTDL Pak Lik, ngay — thang — nam
GIAY MOI
.................................... 0] T

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

Chu tll. R R R R R N I O I T T N A R R R R T

.
Dia die
18 QIEIM: .eiiiiiiiie e e et

Noi nhgn: QUYEN HAN, CHUC VU CUA
- Nhur trén; NGUOI KY (7)

- Giam doc, cac Pho Giam doc;

- Luu: VT, (5)(6). (Chit ky cua nguoi co tham quyén

dau/chir ky so cua co quan)
Ho va tén

Ghi chu:

(1) Trich yéu noi dung cudc hop,

(2) Tén céac co quan, td chtrc, ca nhan duoc moi hop.

(3) Noi dung cudc hop.

(4) Cac van dé can luu y.

(5) Chir viét tit co quan, don vi soan thao.

(6) S6 luong ban phat hanh.

(7) Tham quyén ky 1a Giam ddc, cac Phé Giam dbc ky thay (KT.) hodc Lanh dao
Vin phong Sé¢ soan thao Gidy moi ky thira 1énh (TL.).
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MAu s6 1.11: Gidy gi6i thiéu

UBND TINH DAK LAK - ) ~ , . B
. > : CONG HOA XA HOI CHU NGHIA VIET NAM
SO VAN HOA, THE THAO VADU LICH  ° A A ,
: Doc lap - Tw do - Hanh phuc

Sé: /GGT-....(1)...

Padk Lk, ngdy — thdng — ndm

GIAY GIOI THIEU
S& Vin héa, Thé thao va Du lich tinh Pék Lk tran trong gidi thi¢u:

ONE (DA): e, (2)
ChillC VU oo
DUOC CU GEI: oottt e, 3)
V8 VI, oot e e e e e e e ettt nenerenens

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

Pé nghi Quy co quan tao diéu kién dé ong (ba) c6 tén & trén hoan thanh
nhiém vu.

Gidy nay c6 gia tri dén hét NGAY: ooovveeeeeeeeeeeeeeeeeeeeeeeee e /.
Noi nhgn: QUYEN HAN, CHUC VU CUA
e NGUOI KY (4)

(Chit ky cua nguoi co tham quyén
dau/chir ky so cua co quan, don vi)

Ho va tén

Ghi chu:

(1) Tén co quan, to chitc ban hanh van ban (cip Gidy giéi thiéu)

(2) Ho va tén, churc vu va don vi cong tac cia nguoi dugc gioi thicu.
(3) Tén co quan, to chirc duoc ctr dén 1am viée

(4) Tham quyén ky 1a Giam dbc, cac Pho Giam doc ky thay (KT.) hodc Linh dao
Vian phong S¢ soan thao Gidy gidi thiéu ky thura 1€nh (TL.).
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MAu s6 1.12: Quyét dinh ciia Thi trudéng don vi thude Sé Vin héa, Thé thao
va Du lich tinh Dak Lak (Trong truwong hop nay la Thw vién tinh Dak Lak)

SO VAN HOA, THE THAO  CONG HOA XA HOI CHU NGHIA VIET NAM

VA DU LICH TINH PAK LAK Poc 1ap - Tw do - Hanh phiic
THU VIEN
S&: i, /QD-TV Pk Lék, ngay thdng nam 20...
QUYET PINH
Ve VI€e ..o, (1)

GIAM POC THU VIEN TINH PAK LAK

Can cir Quyét dinh s6 252/0P-UBND ngay 25 thang 01 nam 2016 cia Uy
ban nhdn dan tinh Pak Lék vé viéc quy dinh chikc ndng, nhiém vu, quyén han va
co cdu té chire ciia S& Van héa, Thé thao va Du lich;

Can cir Quyét dinh s6 1868/QD-SVHTTDL ngay 01 thing 9 nam 2016 ciia
Sé Van héa, Thé thao va Du lich tinh Ddk Lék vé viéc Quy dinh chirc nang, nhiém
vu, quyén han va co cau té chire cia Thie vién tinh;

CaN CU oo ;

CaN CU oo ;

Theo dé nghi ciia .................... (2)

QUYET PINH:

DHBU e oottt e ettt ee et eeee. 3)

DHEU 2. .ottt

iU 3. oo, chiu trach nhiém thi hanh Quyét dinh nay./.
Noi nhgn: QUYEN HAN, CHUC VU
- Nhu biéu , CUA NGUOI KY (6) ‘
:Lu'uVT(4),(5) (1 Chﬁ’ ky cua ngwo"i co tham quyén

’ dau/chir ky so cua co quan, don vi)
Ho va tén
Ghi chu:

(1) Trich yéu ndi dung ctia Quyét dinh.

(2) Chirc danh truéng don vi ¢6 tham quyén trinh.

(3) Tuy theo ndi dung ngin hay dai dé chia cac DPiédu 1,2,3..Néu Diéu dai c6 thé chia
thanh cac khoan 1,2,3... va cac diém a,b,c...

(4) Chit viét tit don vi soan thao.

(5) S6 luong ban phat hanh.

(6) Tham quyén ky 1a Tha truong don vi, cdp phé ky thay (KT.) hoic nguoi duoc uy
quyén ky Thira ay quyén (TUQ.).
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MAu s6 1.13: Cong vin ciia don vi sw nghiép truc thude Sé Vin héa, Thé thao
va Du lich
CONG HOA XA HQI CHU NGHIiA VIET

NAM
Poc lap - Tu do - Hanh phic

SO VHTTDL TINH DAK LAK
TRUNG TAM HUAN LUYEN
VA THI PAU THE THAO

S6: ..../TTHLTPTT-...(1)
Ddk Lak, ngay thang nam 20...

A )
Kinh gtri:
....................... () FSU
....................... () FSU
()t tet e t e e e e e e e t e he et e h e e e h e e bt e bt e ettt eeat e e beenbe e bt e bt ebeennes
................. ;
Noi nhin: QUYEN HAN, CHUC VU CUA
- Nhur trén; NGUOI KY (7)
-Luu: VT 5, 6). , \
ru: VT, (G)6) (Chit ky ctia nguoi c6 tham quyén
ddau/chit ky so cua co quan, don vi)
Ho va tén
Ghi chu:

(1) Viét tat tén phong/ban thudc Truong Niang khiéu Thé duc Thé thao (don vi soan théao

van ban).

(2) Trich yéu néi dung Cong van.

(3) Co quan, don vi, ca nhan nhan Cong van (chi ghi co quan, don vi, ca nhan xtr Iy chinh;
nhiing co quan, don vi, c4 nhan c6 lién quan khac ghi & phan Noi nhén).

(4) Noi dung Cong van.

(5) Chir viét tat Phong/Ban thudc don vi soan thao Cong van.

(6) S6 lugng ban phat hanh. )
(7) Tham quyén ky 1a Thu truong don vi, cap pho ky thay (KT.) hodc Lanh dao cap Phong
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soan thao cong van ky thtra 1énh (TL.).

MAu s6 1.14: Cong vin caa don vi sy nghiép thuéc S6 VHTTDL xin y kién
ndi bd (Vi du: Cong van cua Trung tam Phat hanh phim va Chiéu bong do phong Hanh
chinh — Tong hop soan thao)

SO VHTTDL TiNH PAK LAK CONG HOA XA HOI CHU NGHIA VIET NAM
TRUNG TAM PHAT HANH PHIM Péjc lap - Tw do - Hanh phic
VA CHIEU BONG
So: v/ / TTPHPCB('II—)ICTH Pdk Lik, ngdy — thdng ndm 20...
Vit

(3)eeeeeeeeeeeeeee e eeeeeeee e e eeeeeeeeen
T
Noi nhgn: QUYEN HAN, CHUC VU CUA
- Nhur trén; NGUOIKY (6)

- Phong......... ,S6 VHTTDL;
- Luw VI (96). (Chit ky/chit ky s6)

Ho va tén

Ghi chu:
(1) Trich yéu néi dung Cong vin.

(2) Co quan, don vi, ¢4 nhan nhan Cong van (chi ghi co quan, don vi, ¢ nhan xu 1y chinh;
nhitng co quan, don vi, cd nhan c6 lién quan khac ghi & phan Noi nhan).

(3) Noi dung Cong van.

(4) Chir viét tit don vi soan thao( trwong hop nay 1a HCTH).
(5) S6 lugng ban phat hanh.

(6) Tham quyén ky 1a Thi trudong don vi, Cap pho ky thay (KT.).
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MAu s6 1.15: Gidy nghi phép

UBND TINH PAK LAK CONG HOA XA HQI CHU NGHIA VIET NAM
SO VAN HOA, THE THAO VA DU LICH Poc 1ap - Tw do - Hanh phiic
Sé: JGNP-....(1)... Pak Lik, ngay — thdng — ndm
GIAY NGHI PHEP

Xeét Pon dé nghi nghi phép ngay .......... cua ong (ba)

........... (2)...... cap cho: Ong (DA): w.eevveceeeeeeeeeeecee (3 e,

Chic VU v, (4) e

Duoc nghi phép trong thoi gian: ........ ké tu ngay ....... dén hét ngay .........
tal ........... () ISP

S6 ngay nghi phép néu trén dugc tinh vao thoi gian ............. ((C) I
Noi nhén: QUYEN HAN, CHUC VU
) I 2 ; :
- Luu: VT,...(8).... CUANGUOILKY (9)

(Chir ky cua nguoi co tham quyén
ddu/chiv ky s6 ciia don vi)

Ho va tén

Xac nhén cua co quan (t6 chirc) hodc chinh
quyén dia phuwong noi nghi phép (néu can)

(Chit kY, dau)
Ho va tén

Ghi chu:

(1) Chir viét tat tén co quan, don vi cap Gidy nghi phép.

(2) Tén co quan, don vi cap Gidy nghi phép.

(3),(4) Ho va tén, chirc vu va don vi cong tac ctia nguoi duoc cip gidy phép.

(5) Noi nghi phép

(6) Thot gian nghi theo Luat Lao dong (nghi hang nam c6 luong hodc nghi khong
huong luong hodc nghi viée riéng ma van huong nguyén luong...)

(7) Nguoi dugce cap gidy nghi phép.

(8) Chir viét tat tén don vi soan thao va sd lwong ban luu (néu can).

(9) Quyén han, chirc vu cia ngudi ky.
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MAiu s6 1.16: Bién ban

UBND TINH DAK LAK (1) CONG HOA XA HOI CHU NGHIA VIET NAM

SO VAN HOA, THE THAO VA DU LICH Péc lap - Tw do - Hanh phiic

Sé: /BB-....(2)... Pak Lak, ngay — thang — ndm

BIEN BAN
............................................ ) TS

Thoi gian bat dAu: .........coevvveeveeeenne.

Dia GM: v,

Thanh phan tham AU ......o.oveeeeeeeeeeeee et

(@] 0140 2 (131 10 T 1 RS

Thu ky (nguoi ghi bi€n ban): .....c.eeveeeiiiieeiieeee e

No1 dung (theo dién bién cudc hop/hdi nghi/hdi thao):

Cudc hop (hoi nghi, hoi thao) két thac vao ... gio ...., ngay .... thang .... nam
.
THU KY CHUTQA
. (Chit ky cua nguoti co tham quyén
dau/chit ky so cua co quan, to chirc(néu co)
(Chiz ky)
4)
Ho va tén Ho va tén
Noi nhdn

Ghi chu:

(1) Tén co quan chii quan truc tiép.

(2) Chir viét tit tén co quan, don vi ban hanh vin ban.
(3) Tén cudc hop hoac hoi nghi, hdi thao.

(4) Ghi chtrc vu chinh quyén ctia ngudi ky Bién ban.
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MAu s6 1.17: Cong viin cia cac Hoi dong, Ban, Té sit dung con diu cia S&
Vin héa, Thé thao va Du lich tinh Pak Lik (Vi du: Cong vin cia HOI DONG XET
TANG DANH HIEU NGHE NHAN NHAN DAN, NGHE NHAN UU TU soan théo)

SO VHTTDL TINH PAK LAK CONG HOA XA HOI CHU NGHIA VIET NAM

HOQI PONG XET TANG Poc 1ap - Tw do - Hanh phiic
DANH HIEU NGHE NHAN
NHAN DAN, NGHE NHAN
UU TU
) Pk Lik, ngdy thdng ndam 20...
Sb:enn. /....(1)-
HDXTDH
VIV oo 2)........
Kinh gun
e, (3o,
() e,
................................................................................................................................ /.
Noi nhén: TM. HQI PONG
- Nhu trén; CHU TICH (7)

- Luu: VT, (5)(6). (Chit ky ciia nguoi c6 tham quyén

ddu/chit ky s6 ciia co quan)

QUYEN HAN, CHUC VU NGUOI KY
Nguyén Vin A

Ghi chu:

(1) Viét tat d6i v6i van ban co tén loai (vi du: GM, TB, BC....). Trong trudng hop

Cong van thi chi ghi HDXTDH.

(2)Trich yéu ndi dung Cong vin.

(3) Co quan, don vi, cd nhan nhan Cong van (chi ghi co quan, don vi, ca nhan xur
1y chinh; nhitng co quan, don vi, c4 nhan c6 lién quan khac ghi ¢ phan Noi nhén).

(4) Noi dung Cong van.

(5) Chir viét tat don vi soan thao.

(6) S6 luong ban phat hanh.

(7) Tham quyén ky 13 Chu tich ky thay mat Hoi ddng (TM.), Pho Chu tich thay
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mat Hoi dong ky thay Chu tich (KT.).

MAu s6 1.18: Két luan (Vi du: Mau Két lugn pda S6 Van héa, Thé thao va Du lich
tinh Dak Lak do Quan ly Thong tin Bao chi va Xudt ban soan thado)

UBND TINH DAK LAK (1) CONG HOA XA HOI CHU NGHIA VIET NAM
SO VAN HOA, THE THAO VA DU LICH Poc lap - Tu do - Hanh phiic
Sb: /KL-SVHTTDL Pak Lik, ngay — thing — ndm
KET LUAN
V& o, S
(2) et e,
................. /.
Noi nhin: QUYEN HAN, CHUC VU CUA
: .................... , NGU()’I KY (6)

- Luu: VT, (3)(4).
Chir ky ciia nguoi c6 tham quyén

dau/chit ky s6 cia don vi)

Ho va tén

Ghi chu:

(1) Trich yéu: Tém tit ndi dung dé cap cua Két luan.

(2) Noi dung Két luan.

(3) Chir viét tat don vi soan thao, trudng hop nay 1a TTr.
(4) S6 lwong ban phat hanh.

(5) Tham quyén ky
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MAu 1.19: Phiéu trinh giai quyét cong viéc
SO VAN HOA, THE THAO VADULICH  CQNG HOA XA HQI CHU NGHIA VIETNAM

_ TINHPAK LAK Déc 1ap - Tw do - Hanh phic
PHONG
Pak Lak, ngay....thang ... ndm.........

PHIEU TRINH GIAI QUYET CONG VIEC

Kinh giri: Ban Giam dbc S& Vin hoa, Thé thao va Du lich tinh Dik Lik
(hodc ghi dich danh, chuc vu Lanh dao So VHTTDL)

I. TOM TAT NQI DUNG CAN TRINH

II. CAN CU DE TRINH
- van ban cua BO VHTTDL, UBND tinh..... (néu cd).

- Chuyén vién trinh: ..................cooooiiiiiiie, (Ghi 6 ho va tén)

- Phé Trudng phong phan cong phu trach linh vue...............(¥ kién cu
thé ngi dung do Chuyén vién trinh) (trong truong hop can xin y kién d/c Phé
Truong phong phan cong phu trdach)

- Trwémg phong/don vi......................oooiiiin. () kién cu thé)

IV. Y KIEN CUA LANH PAO SO PHAN CONG PHU TRACH

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

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



44

7 MAu 6 1.20: Ké hoach liép tich (Vi du: Mau Ké hoach lién tich gira So'Van hoa,
Thé thao va Du lich tinh Dak Lak voi So Gido duc va Dao tao tinh Pak Lak)

~_ UBND TINH DAK LAK CONG HOA XA HQI CHU NGHIA VIET NAM
SO VAN HOA, THE THAO VA DU LICH Poc 1ap - Tw do - Hanh phiic
— SO GIAO DUC VA PAO TAO (1)
S6: (2)/KHLT-SVHTTDL-SGDDT (3) Pk Lék, ngay thdng nam 20...
KE HOACH LIEN TICH
...................... (4) oo,
L0213 1 01§ SRR PUUPRRR ; (5)
S& Van hoa, Thé thao va Du lich tinh Pak Lak va S& Giado duc va Pao tao
tinh Dak Lak ban hanh K& hoach lién tich ..........c..ccoccoviiiiiiinnnn. 4)
.................................................................................................... (6)

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

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

SO GIAO DUC VAPAOTAO SO VAN HOA, THE THAO VA DU LICH

(7b) 7(a)
(Chit ky, déu) (Chit k¥, dau)
Ho va tén Ho va tén

- Luu: VT(..), (9)9).

Ghi chu:

(1) Tén don vi chi tri va tén co quan tham gia ban hanh Ké hoach lién tich.

(2) S6 ctia Ké hoach lién tich duoc diang ky va ghi s6 thi ty tai van thu ciia co quan
chu tri ban hanh.

(3) Chir viét tit tén Co quan chu tri va tén co quan tham gia ban hanh.

(4) Tén goi cua Ké hoach lién tich (trich yéu noi dung).

(5) Can ctr phap 1y dé ban hanh.

(6) Noi dung cua Ké hoach lién tich.

(7a) Giam dbc co quan chu tri ban hanh Ké hoach lién tich hodc Phé Giam déc ky
thay (K.T.).

(7b) Chue vu cua ngudi dimg dau co quan tham gia ban hanh Ké hoach lién tich;
chirc vu cta nguoi ky Ké hoach lién tich phai ghi day du, bao gdm chirc danh va tén co
quan, t chirc; truong hop cap pho ky thay thi ghi chir viét tit "KT," vao trudc chic vu
ctia ngudi dimg dau, bén duéi ghi chic vu cta nguoi ky thay.

(8) Chir viét tit don vi soan thao.

(9) S6 luong ban phat hanh.

2. Miu trinh bay phu luc viin ban



45

Mau s6 2.1: MAu Phu luc vin ban hanh chinh giay

Phu luc ...(1)...

Ghi chu:

(1) S6 thtr tu ctia Phu luc (I, 11, I11...).

(2) Tiéu dé cua Phy lyc

(3) S6 va ky hiéu cta van ban.

(4) Thoi gian ban hanh van ban.

(5) Tén co quan, don vi ban hanh van ban.
(6) NoO1 dung cua Phu luc
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Mau 2.2: Miu Phu luc vian ban hanh chinh dién ti (*)

S6: ...(5)......... ; ngay/thang/nam; gio: phut: giay (6)
Phu luc ...(1)...
......... () F—
(Kém theo Vin ban sé... (3) ngay... (3) thang... (3) nam ...(3) cia ...(4) ......... )
................................................... (7) et
.................................................................................................................... /.

Ghi chu:

(*) MAu nay ap dung ddi voi vin ban dién tir 6 phu luc khong cung tép tin voi ndi
dung van ban,

(1) S6 thtr ty ctia Phu luc (I, 1L, II1...).

(2) Tiéu d& cta Phy lyc.

(3) P6i v6i vin ban dién tir, khong phai dién thong tin tai cac vi tri ndy.
(4) Tén co quan, don vi ban hanh van ban.

(5) S6 va ky hiéu vin ban.

(6) Thoi gian ky sf) cua co quan, don vi (ngay thang nam; gid phut gidy; mui gio
Viét Nam theo tiéu chuan ISO 8601).

(7) No1 dung cua Phu luc.



47

3. MAiu trinh bay ban sao vin bin

X Maiu 3.1: Ban sao sang dinh dang giéy 3 ) N
TEN CO QUAN, TO CHUC CONG HOA XA HQI CHU NGHIA VIET NAM

A CHU QUAN ] Doc 1ap - Tu do - Hanh phic
TEN CO QUAN TO CHUC
P ngay... thang... nam ......
SO: v [oviinan.
TEN LOAI VAN BAN
................................................................................................................. /.
Noi nhin: QUYEN HAN, CHUC VU CUA
e ; NGUOI KY 7 ‘
e ; (Chit ky ciia nguoi co tham quyén
- Luu: VT,... ddu cua co quan, don vi ban hanh van
ban)
Nguyén Vin A
UBND TINH PAK LAK
SO VAN HOA, THE THAO VA DU LICH SAO Y (1)
(2)
S6:..(3)../(4)-...(5)... Dadk Lak, ngay thang nam
QUYEN HAN, CHUC VU CUA
Noi nhan: NGUOI KY 7 ‘
e ; (Chir ky cua nguoi co tham quyén)

.................... )

- Luu: VT(...).

Ho va tén
Ghi chu:
(1) Hinh thirc sao: “SAO Y hoic “SAO LUC” hoic “TRICH SAO”.
(2) Tén co quan, don vi thuc hién sao van ban.
(3) S thir tu ctia ban sao.
(4) Ky hiéu ban sao.
(5) Chir viét tit tén co quan, don vi sao vin ban,
(6) Ghi quyén han, chirc vu ciia ngudi ky ban sao.
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Maiu 3.2: Bin sao sang dinh dang dién tir

...(1..(2)..; ngay/thang/nam; gio: phut: giay (3)
TEN CO QUAN, TO CHUC CHU QUAN  CONG HOA XA HQI CHU NGHIA VIET NAM

TEN CO QUAN TO CHUC Poc 1ap - Tw do - Hanh phiic
Sé: ............ / ............... , ngdy thdng ndm 20
TEN LOAI VAN BAN
.................................................................................................................... /.
Noi nhén: QUYEN HAN, CHUC VU CUA NGUOI KY
T e, 5 (Chﬁ’ kJ} Cda ngl/fo"l Cé thdm quyén)

Nguyén Vin A

Ghi chu:
(1) Hinh thtc sao “SAO Y” “SAO LUC” hoic “TRICH SAO”
(2) Tén co quan, don vi thyc hién sao van ban.

(3) Thoi gian ky s6 cta co quan, don vi.
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MAu 4.1: Mau viin bian ban hanh lién quan thii tuc hanh chinh linh vue Viin ho4,

Thé thao, Du lich
UBND TINH PAK LAK CONG HOA XA HOI CHU NGHIA VIET NAM
SO VAN HOA, THE THAO VA DU LICH DPoc lap - Ty do - Hanh phiic
JSVHTTDL-.......(1) Dk Lak, ngay  thang  ndam

Kinh gui:
e &) I :
1o o § TR
() ettt
............................................................................................................................... /.
Noi nhin: QUYEN HAN, CHUC VU CUA
- Nhur trén; NGUOIKY (7)

- Giam doc, cac Pho Giam doc;

(Chit ky cua nguoi co tham quyén
dau/chir ky so cua co quan)

- Luu: VT, (5)(6).

Ho va tén

Ghi chu:

(1) Chit viét tit don vi soan thao.

(2) Trich yéu ndi dung vin ban.

(3) Tén don vi nhan van ban.

(4) Noi dung van ban.

(5) Chit viét tit don vi soan thao.

(6) S6 luong ban phat hanh.

(7) Tham quyén ky 1a Giam déc, cac Pho Giam doc ky thay (KT.) hodc ngudi duge ay

quyén ky Thira ay quyén (TUQ.).
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MAu 4.2: MAu Quyét dinh thii tuc hanh chinh linh vie Vin ho4, Thé thao, Du lich

UBND TINH PAK LAK CONG HOA XA HOI CHU NGHIA VIET NAM
SO VAN HOA, THE THAO VA DU LICH Péc lap - Tu do - Hanh phiic
Sé: /QDb-SVHTTDL Pak Lik, ngay  thang nam 20...
QUYET PINH
V& VIBC weureerrscuncscnecssscssnsnes (6 YT

GIAM POC SO VAN HOA, THE THAO VA DU LICH

Can cur Quyet dinh s6 43/2021/0P-UBND, ngay 30/12/2021 cua Uy ban
nhdn dan tinh Pk Lik quy dinh chirc nang, nhiem vy, quyén han va co cdu té
chire cia S Van héa, Thé thao va Du lich tinh Pdk Lik;

CON CU oo ;
Theo dé nghi clid ............cocouee..... (2)
QUYET PINH:

DU 1o oo, (3)

Dieu 2. oo,

Dieu 3. oo chiu trach nhiém thi hanh Quyét dinh nay./.
Noi nhgn: QUYEN HAN, CHUC VU CUA
- Nhu biéu .. ; NGUOI KY (6)
T ; (Chit ky cua nguoi co tham quyén
- Gidam ddc, cac Pho Giam ddc; déu/chip ky so cua co quan)

- Luu: VT, (4)(5).TTHC.

Ho va tén
Ghi chu:
(1) Trich yéu néi dung cta Quyét dinh.
(2) Chirc danh thu tredng don vi ¢ tham quyén trinh.

(3) Tuy theo ndi dung ngin hay dai dé chia cac Diéu 1,2,3.. Néu Piéu dai c6 thé
chia thanh cac khoan 1,2,3... va cac diém a,b,c...

(4) Chir viét tat don vi soan thao.
(5) S6 luong ban phat hanh.

(6) Tham quyén ky la Giam dbc, cac Pho Giam dbc ky thay (KT.) hodc ngudi duge
iy quyén ky Thira iy quyén (TUQ.).
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MAu 4.3: Miu vin ban c6 tén loai lién quan dén thi tuc hanh chinh linh vue
Van hoa, Thé thao, Du lich

UBND TINH PAK LAK CONG HOA XA HOI CHU NGHIA VIET NAM
SO VAN HOA, THE THAO VA DU LICH Doc lap - Tu do - Hanh phiic
S4: /(1)-SVHTTDL Pak Lak, ngay thang ndm 20...
TEN LOAI VAN BAN (2)
V& urerrerseeseescsnessssssessns () T
(5) e
................ /.

Noi nhin: QUYEN HAN, CHUC VU CUA
- Nbwr trém; NGUOIKY (7)

- Giam dbc, cac Pho Giam déc;
- Luu VT, (3)(6)- TTHC (Chit ky ciia nguoi c¢é tham quyén
dau/chir ky so cua co quan)

Ho va tén

Ghi chu:

(1) Tén loai vin ban gdm: Thong bao,Dang ky, Gidy ching nhén, Gidy phép...
(2) Co quan, don vi, cad nhan nhan van ban.

(3) N¢i dung van ban.

(4) Chir viét tat don vi soan thao.

(5) S6 lugng ban phat hanh.

(6) Thim quyén ky 1a Giam déc, cac Pho Giam dbc ky thay (KT.) hodc Linh dao don vi soan
thao Bao cao ky thtra 1énh (TL.).
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Phu luc III
LAP HO SO VA GIAO NQP HO SO, TAI LIEU VAO LUU TRU CO QUAN
(Kem theo Quyét dinh so ......... /OD-SVHTTDL ngay thang nam 2025

ciia S6 Van héa, Thé thao va Du lich)

I. XAY DUNG DANH MUC HO SO

Danh muc ho so gom céc thanh phan: Cac dé muc, s6 va ky hi¢u cua ho so, tiéu
deé ho so, thoi han bdo quan cta ho so, nguoi lap ho so.

1. Bé muc trong Danh muc ho so duoc xay dung theo co cau t chirc (tén cac don
vi trong co quan, don vi) hodc theo linh vyc hoat dong (t€n cac linh vyc hoat dong chu
yéu ctia co quan, don vi). Trong tung de muc 16n duoc chia thanh cac d& muc nho tuwong
ing v&i tén cac don vi (theo co cau to chirc) hodc chia thanh cac mat hoat dong (theo
linh vuc hoat dong). Trong cac dé muc nho, trat tu cac hd so duoc sap xép theo nguyén
tac tir chung dén riéng, tir tong hop dén cy thé.

Céac dé& muc 16n duoc danh sd lién tuc bang chir s6 La Ma. Cac dé muc nho (néu
c0) trong tung dé muc 16n dugc danh so riéng bang chir s6 A Rap. Chir viét tat cua cac
dé muc 16n trong Danh muc ho so do co quan, don vi quy dinh nhung can ngan gon, dé
hiéu.

2. S6, ky hiéu ctia hd so bao gom: sd tht ty (dugce danh bang chir s6 A Réap) va ky
hiéu (bang cac chir viét tat) cua dé myc lon.

Viéc danh s6 ho so c6 thé ap dung mot trong hai cach sau: sé cua hd so duge danh
lién tuc trong toan Danh muc, bat dau tir s6 01 hoac s6 cua ho so dugc danh lién tuc
trong pham vi tirng dé muc 16n, bat dau tur s6 01.

3. Tiéu dé ho so: Can viét ngin gon, rd rang nhung phai khai quat dugc ndi dung
cua céc van ban, tai liéu s€ hinh thanh trong qua trinh theo doi, gidi quyét cong viéc.

4. Thoi han bao quan cta hd so duge xac dinh theo quy dinh hién hanh: Vinh vién
hodc thoi han bang s6 nam cu thé.
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II. MAU DANH MUC HO SO

UBND TINH DAK LAK

SO VAN HOA, THE THAO
VA DU LICH

DANH MUC HO SO

Nam...

, ngay thang nam 20...

CONG HOA XA HQI CHU NGHIA VIET NAM
Déc lap - Tw do - Hanh phic

(Kém theo Quyét dinh sé  ngay ... thing ... nam ... cia S6 VHTTDL)

hsiguvﬁ (“)ks}’IO' Tén dé muc va tiéu dé hd so :;:’:1322 Nguoi 1ap ho so! Ghi chu
(1) 2) 3) 4) (5)
I. TEN PE MUC LON
1. Tén dé muc nhé
01.VP Tiéu d& ho so 20 nam | Nguyén Vin A

Danh muyc ho so nay c6 ..... ho so, bao gom:

.... h0 so bdo quan vinh vién;

.... h0 so bdo quan c6 thoi han.
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III. MAU MUC LUC HO SO, TAI LIEU NQP LUU

SO VHTTDL DAK LAK

VAN PHONG

Doc 1ap - Tu do - Hanh phuc

MUC LUC HO SO, TAI LIEU NQP LUU

CONG HOA XA HQI CHU NGHIA VIET NAM

Nam
o . e e N e A 3D I A
S8 TT  $6, ky hiéu hé so' Tiéu dé hd so' 101 gian| Thoi han | S0 07750 s o
tai licu | bao quan | trang
1) 2) 3) 4) () (6) (7)
01 | L e e
02 | L e e L e
MUC TUC NAY GOM: .o hd so (don vi bao quan).
VBt DANG CHEL oot ho so (don vi bao
quan).
....... , ngay .... thang ..... nam ....

Negwoi lap

(Ky va ghi r6 ho va tén, chirc vu)

! Thoi han bao quan: Bao quan vinh vién hodc bao quan co6 thodi han. Muc luc hd
s0, tai liéu bado quan vinh vién va Muc luc ho so, tai liéu bao quan c6 thoi han dugc 1ap
riéng thanh 02 Muc luc khéac nhau. DPdi vi Muc luc hd so, tai liéu bao quan vinh vién
bd cot thoi han bao quan.

2 Ap dung ddi véi vin ban gidy.

3 Ap dung d6i v6i van ban dién tir.



55

IV. MAU MUC LUC VAN BAN, TAI LIEU TRONG HO SO*

MUC LUC VAN BAN, TAI LIEU

S6, ky hiéu hd so ......

Nam ...

Tén loai va trich

STT SO’ka l}leu 1\V1gay fhanog yéu ndi dung vin Tvac g1 Torso/ «/Ghi chu
van ban | nam van ban bin van ban [Trang so
(L 2) 3) 4 ©) (6) (7)

4 Ap dung cho ho so ¢ thdi han bao quan vinh vién
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V. MAU BIEN BAN GIAO NHAN HO SO, TAI LIEU

SO VHTTDL TiNH PAK LAK CONG HOA XA HQI CHU NGHIA VIET NAM

VAN PHONG Poc 1ap - Tu do - Hanh phiic

BIEN BAN
Giao nhan ho so, tai li¢u

Cin ctr Nghi dinh s6 30/2020/ND-CP ngay 05 thang 3 ndm 2020 cta Chinh phu

vé cong tac van thu;

Cin ctr Quyét dinh 86 ................ /QD-SVHTTDL ngay ...... thang 9 nim 2020

cua S¢ Van hoa, Thé thao va Du lich Pik Lak ban hanh Quy ché cong tac van thu ciia
S¢ Van hoa, Thé thao va Du lich Bak Lak ;

mét

Canct ...... (Danh muc hé so nam..., Ké hoach thu thap tai liéu...),
Chung t6i gdom:

BEN GIAO: (1én cd nhan, don vi giao ndp hé so; tai liéu)

ONE (DA): e,
ChlIC VU CONE tAC: .iineiieiieeiie ettt ettt e
BEN NHAN: (Luu trit co quan)

ONE (DA): ettt
ChUIC VU CONE TAC: eviiiiiiieeeiie ettt et et e e
Théng nhat 1ap bién ban giao nhan tai liéu véi nhitng ndi dung nhu sau:
1. Tén khdi tai liéu giao ndp:

3. S6 luong tai liu:
a) D6i voi hd so, tai liéu gidy
- Tong s6 hop (cap):

- Tong s6 hd so (don vi bao quan): ......... Quy ramét gia: ...........

b) D61 véi ho so, tai lidu dién tir
- Tong s6 ho so:
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4. Tinh trang tai li¢u giao ndp:
5. Muc luc ho so, tai liéu ndp luu kem theo,

Bién ban nay dugc lap thanh hai ban; bén giao gitt mot ban, bén nhan gitr mot
ban./.

PAI DIEN BEN GIAO PAI DIEN BEN NHAN
(Ky va ghi ro ho tén) (Ky va ghi ro ho tén)
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Phu luc IV
MAU VE QUAN LY VAN BAN

I. MAU SO PANG KY VAN BAN DI

1. Bia va trang dau

TEN CO QUAN/BON VI

SO DANG KY VAN BAN DI

Nam: ...............
TP NGay ............... dénngay .............
TP SO oo dén SO .....ccccee......
Quyén sé: ....

TEN CO QUAN CHU QUAN TRUC TIEP

2. No6i dung dang ky van ban di

Téi thiéu gdm 10 ndi dung sau:

S6, ky | Ngay | Tén loai va . Pon vi, £
oA . , X ns .. Noi \ . So N . .
hi¢u | thang trich yéu nfi Nguoi A nguoi Ngay | Ky | Ghi
5 - 9 , nhan ~ . | lwgng 2 . .
van van | dung van ky | . ;. | nhanban %~ |chuyén nhan chu
- - > van ban ban
ban ban ban luu
@3 | @) 3) @ | O (6) M @) | (9) (10
II. MAU BI VAN BAN (Bi thw)
Bidu tuong TEN CO QUAN, TO CHUC
cua co quan BPiachi..........ooooi
(nu co) Pién thoai: ............... Fax: .....cooonn..
E-mail: ................ Website: ................
Sb/ky hiéu van ban............................
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1. MAU SO GUI VAN BAN PI BUU DPIEN

1. Bia va trang du

TEN CO QUAN CHU QUAN TRU'C TIEP
TEN CO QUAN/DON V|

SO GUI VAN BAN bl BUU DIEN
Nam: ................

Tirngay ....... .dén ngay ...............
Trso ......... dén SO ....ccceevvvcieae

Quyén sé: ....

2. Noi dung dang ky gui van ban di buu di¢n

Téi thiéu gdm 06 ndi dung sau:

Ngay | SO, ky hiéu A et SO lwong | Ky nhén va | Ghi
chuyén | vinban | \vinhanvinban bi | diubwu dién | chu
(1) (2) 3) 4) ) (6)

IV. MAU SO SU DUNG BAN LUU

1. Bia va trang dau

TEN CO QUAN CHU QUAN TRUC TIEP

TEN CO QUAN/PON VI

SO SU’ DUNG BAN LUU

Nam: .......

Tirngay ... ..dén ngay ................
Tirso....... dénsd ....c.coovvvvceennn.

Quyén so: ....
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2. Noi dung dang ky stir dung ban luu

Tbi thiéu gdm 09 ndi dung sau:

Ngay H(_)‘t.e n SO" ky h,l #u T’en logu va S,O va Ky | Ngay Ngu’(r! Ghi
. nguoi st ngay thang| trich yéu ngi ky hi¢u ." icho phép ,
thang D « 1 nhan| tra |, chua
dung van ban |dung van ban, HS j str dung
(1) 2) 3) (4) ®) (6) () (®) (©)]

V.MAU DAU “PEN”: Pugc khic sin, hinh chit nhat, kich thudc 35mm x 50mm

50 mm

A
v

TEN CO QUAN, TO CHUC
35 mm Sé:

DEN | S

CRUYEN: covvvveeieeeeeeeeeeieeiieeeeeeeeeenee
v SO va ky hidu HS: vevvveeeeeeeeerenrnrennnnnnnn.

VI. MAU SO PANG KY VAN BAN DEN

1. Bia va trang dau

TEN CO QUAN CHU QUAN TRUC TIEP
TEN CO QUAN/DON VI

SO DANG KY VAN BAN DEN

Nam: .......

Tirngay ........ dén ngay ...............
Tirso....... dén s ...............

Quyén sé: ....

2. Noi dung dang ky vin ban dén

Téi thiéu gdm 10 ndi dung sau:

X £ . | S6,ky Ngay Ténloaiva = Don vi
Ngay | 50 Taoc hiéu | thang |trich yéu noi hoidc nguoi

Ngay | Ky | Ghi
den | deén | gid | y ) bin vin bin dung vin ban  nhin

chuyén | nhan | chi

OINCRNEC); “4) ) (6) (7 ®) ©) | (10)
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VII. MAU PHIEU GIAI QUYET VAN BAN PEN(Ding dé gén 1én van ban gidy dén )

TEN CO QUAN, PON VI CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phic

..... , ngay ... thang ... nam ...

PHIEU GIAI QUYET VAN BAN PEN
(Tén loai; s6 va ky hiéu; ngay, thang, nam; co quan ban hanh va trich yéu noi dung
van ban dén)

1. Y kién ciia linh dao co quan, té chirc:

- Giao don vi, ca nhan chu tri;

- Giao cac don vi, ca nhan tham gia phéi hop giai quyét van ban dén (néu c6);
- Thoi han giai quyét ddi voi mdi don vi, ca nhan (néu co);

- Ngay thang cho ¥ kién phan phdi, giai quyét.

2.Y kién ciia linh dao don vi:

- Giao cho ¢4 nhan; thoi han giai quyét dbi véi ca nhan (néu co);

- Ngay, thang, nam cho y kién.

3. Y kién dé xuat ciia nguoi giai quyét:

- 'Y kién dé xuat giai quyét van ban dén cta ca nhan;

- Ngay, thang, nim d¢ xuat y kién.
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Miu tham khio (Phiéu giai quyét vin ban gidy dén S6 VHTTDL)

UBND TINH DAK LAK CONG HOA XA HQI CHU NGHIA VIET NAM
SO VAN HOA, THE THAO VA DU LICH Péc lap - Tu do - Hanh phiic

PHIEU GIAI QUYET VAN BAN PEN

Sodén: ....oonnnnniin.l.

Tén 10ai; SO KY MIBU VB: ...oniie el
Coquanbanhanh VB:........................ Ngay thang nam van ban: ..................

Y KIEN CHI PAO CUA
LANH PAO SO

Ngay:.../.../20.....

Y KIEN LANH PAO
PHONG

Ngay:.../.../20....

Y kién dé xuat cia nguoi
gidi quyet

Ngay:.../.../20......
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VIII. MAU SO THEO DOI GIAI QUYET VAN BAN PEN

1. Bia va trang du

TEN CO QUAN CHU QUAN TRU'C TIEP
TEN CO QUAN/BON VI

SO THEO DOI GIAI QUYET VAN BAN DEN

Nam: .......

Quyén sé: ....

2. Noi dung diang ky theo ddi giai quyét vin ban dén

Téi thiéu gdm 07 ndi dung sau:

, | Tenloai,so, kyhieu, |y o o Iqignap | S8, ky hicu | .
So ngay thang va tén co 9 * ..|Thoi han cor e, Ghi
£ O X hoac nguoi ... £, giai van ban tra ,
dén | quan, to chirc ban hanh * A giai quyet £ \ . chu
R nhan quyeét 10i
van ban
(1) (2) (3) (4) (3) (6) (7)
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