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L C f l  n 6 i  d a u

Soan tlido u&n ban la. mot cong viic rdt quan trgng vd duqc thuc hidn thudng xuybn 
trong tdt cd cdc ca quan chink quykn dia phuang, dan vi hank chinh sU nghUp. Nhdm ndng 
cao hiiu qua cua cong tdc soqn thdo vdn ban, giup ban doc c6 thSm tdi lieu de nghien ciiu 
vd ling dung trong vide soqn thdo vdn ban dung vd chinh xdc, TT Phdp Ludt Sdi Gdn Hd 
Nqi lidn kdt vdi Nhd xudt ban Tdi Chinh xudt ban cudn sack:

TUYEN CHON 238 MAU SOAN Th Ao  VAN b An  THl/dNG DUNG TRONG 
CAC CG QUAN DGN VI h ANH CfflNH Si/ NGHifiP VA DOANH NGHifiP

Nqi dung cudn sack boo g6m:
Phdn thii nhdt. ThS thiic vd ky thudt trinh bdy vdn ban hdnh chinh 
Phdn thd hoi. M&u vdn bdn hdnh chinh trong cdc ca quan, dan vi hdnh chinh sU nghi&p 
Phdn thii ba. M&u vdn bdn dung trong trUdng hoc 
Phdn thii tu. M&u vdn bdn dung cho Uy ban nh&n d&n dia phUang 
Phdn thii ndm. M&u vdn bdn li&n quan ddn edn bd c6ng chile, vi&n chile, ngudi lao ddng 
Phdn thit sdu. Cdc m&u vdn bdn liin quan ddn ddt dai, nhd d - mdi triCang 
Phdn thic bay. M&u vdn bdn dung trong tS chile dodn thd d cdc dan v{ hdnh chinh sii 

nghi^p
Phdn thit torn. M&u diin vdn, bdi phdt biiu, thu tii ditng trong dan vi hdnh chinh sU nghiip 
Phdn thit chin. M&u hop ddng thiidng dung trong cdc dan vi hdnh chinh sU nghiip 
Phdn thit miiM Cdc m&u vdn hdn gi&y td nhdn thdn, tU phdp, t6 tqng 
Ph&n thit mudi mdt. Cdc m&u vdn bdn vi tdi chinh, sd dung, mua sdm tdi sdn, in dn 

hda dan
Cudn sack Id tdi liiu tham khdo edn thiit cho can bd edng tdc trong cdc ca quan dan vi 

de soqn thdo vdn bdn cua ca quan minh chinh xdc han.
Trdn trqng gidi thieu cudn sdeh cung bqn doe.

TT phAp  luAt  sAi g 6 n  hA n Oi





R h d n  t h t i n h u t .

T H E  T H t f C  V A  K Y  T H U A T  T R I N H  B A Y
■

v A n  b a n  h a n h  c h i ' n h

I. H E  T H d N G  CAC LOAI V A N  b A n

1. loai v&n bin
He thong vSn ban ditoc sil dung d Viet Nam khd da dang vd duoc phan thdnh hai nhdm 

:hinh, cu the Id:
a) Van ban guy phgm phdp lu&t, gSm c6 cdc logi vdn bin sau:
- Hifin phdp, lu?t, nghj quyet cua Qu6c hpi.
- Phdp l?nh, nghj quyet ciia Uy ban thudng vy Quoc hgi.
- L?nh, quyet djnh cua Chii tjch nude.
- Nghi djnh cua Chlnh phu.
- Quyet djnh ciia Thii tuomg Chinh phii.
- Nghi quySt ciia Hpi dong Tham phdn T6a dn nhdn dfin toi cao, Thong tu cua Chdnh dn 

Tda dn nhdn ddn tdi cao.
- Thong tu cua Vipn trudng Vi?n kiem sdt nhan dan t6i cao.
- Th6ng tu ciia Bp trudng, Thu trudng co quan ngang bp.
- Quyet d)nh cua Tong Kiem ton Nhd nude.
- Nghi quydt lidn tich giua Uy bsui thudng vy Qude hpi hope giua Chinh phii vdi co quan

uomg ircmg cua to ohuc chinh tri - xd hpi.
- Thdng tu lien tich giua Chdnh dn Tda dn nhdn ddn toi cao vdi Vien tnfdrng Vipn kilm 

>dt nhdn dan toi cao; giua Bp tnidng, Thu trudng co quan ngang bp vdi Chdnh dn Tda dn 
ihdn ddn toi cao, Vipn trudng Vipn ki^m" sdt nhan ddn tdi cao; giua cdc Bp trudng, Thu 
arudng co quan ngang bp.

- V5n ban quy phpm phdp lupt ciia Hpi dong nhdn dan, Uy ban nhan dan.
b) Van bin hanh chinh, gSm c6 cdc logi van bin sau:
• Quyet dinh hdnh chinh (vdn ban cd biet).
- Thdng cdo.
- Thdng bdo.
- Td trinh.
- Bdo cdo.
- Bien >dn.
- Cdng vdn.
- Cdng dif n.
- Gidy gidi thipu.
- Gidy di dudng.



- ThiJ mcfi hop.

2. Ph&n loai vAn b&n.
PhSn loai v8n ban giiip cho vifc soan thdo vSn bdn phu hop v<Si muc ti6u y& thufin loi 

cho vi$c to chiJc qudn ly, nghi@n cilP v4 stf dung vSn bdn.
C6 nhiSu tieu chi l̂ lm cftn cCt d l phfin load v4n bin. Thdng thudng chia ra;
- Phan loai theo th£m quydn ban hanh (cO quan ban hdnh vdn bdn).
- Phan loai theo ten goi (tSn vdn ban nhiT luat, phdp l§nh, nghi dinh...).
- Phan loai theo npi dung (nhii v l quin da't dai, vS kilm toin, ve ndng nghi§p...).
- Phin loai theo tlnh chit phip 1̂  (nhif vin bin quy pham phip luit hay vBn bin hinh chlnh).
- Phin loai theo pham vi dilu chinh (nhu van bin quy dinh p h ^  vi dieu chinh rgng 

hay van bin quy dinh pham vi dilu chinh hep).
Theo cich phin lorn load vin bin theo tlnh chit phip ly, thi h$ thdng van bin dUOc 

chia thanh hai nhdm chinh la van bin quy pham phip luat va van bin hanh chinh (gom c i 
van bin c i  bi|t).

II. KHAI QUAT V E  VAN b A n  H AN H  CHINH

1. Khii nidm
Nhang van bin cung do cO quan Nhi nUdc c6 thim quyin ban hinh nhung khdng c6 

diy du cic  yeu to' cua van bin quy pham phip luit de giii quydt nhflng vu vi^c cu thI ddi 
nhung ddi tiiqng cu the trong hoat d5ng hinh chinh cua ca quan, td chdc thi dUOc coi l i  van 
bin hinh chinh.

van bin hinh chinh thdc chi't l i  van bin  ip  dung hoic thi hinh cic  quy dinh cua 
vin bin  quy pham quy p h ^  phip luit, giii quyet nhOng c6ng vifc cu the cua hoat d$ng 
quin ly; thong tin, bio cio  tinh hinh lin  ci'p trin; chi dao, hudng din, din doc, kiem tra 
cdp dudi; trao ddi, giao dich, lien h# cdng vide gida cic cO quan, td chde vdi nhau; thdng tin, 
ghi chip nhdng cdng vide thu$c n$i bp cd quan, td chde...

2. Cac loai vin bin hinh chinh thdng dimg
Cic vin bin hinh chinh ddoc suf dung khi phd bidh trong cic  cct quan Nhi nddc, td 

chde, cu thd li;
- Thdng cio l i  loai vin bin  cua cic  cO quan Nhi nddc trung dtmg ddpc sd dung dd 

cdng bd vdi nhin dan mpt quydt dinh hoic mpt sd kipn quan trong v l dd'i n|i, ddi ngoai.
- Thdng bio l i  loai vin bin de thdng tin ve ndi dung v i ke't qui hoat dong cua ca 

quan Nhi nUde hoic truyen dat cic  quyd't dinh cua co quan cd thdm quyen.
- Bidn bin l i  loai vin bin ghi lai cic npi dung, diin bid'n trong cic  cude hop, hdi nghi 

cua CO quan, td chde v i cic sd ki|n phip ly.
- Cdng vin  l i  loai vin bin  de trao ddi thdng tin gida cic  cO quan Nhi nddc vdi nhau, 

gida cd quan Nhi nddc vdi cic  td chde v i vdi cdng din nhd trinh vdi ci'p tren mot dd thio 
vin bin, dl in , hoic dl nghi mpt van d l cu the cin  ddqc cap tren giii quyet hoic giii quyl't 
dl nghi cua cap dddi hoic d l ddn doc nhic nhd cap dddi thde hi|n cic  chi dao hoic v in  bin 
cua cip  trin...



 ̂ - Cong di#n la loai vSn bin de thSng tin hoSc truyen dat mot m$nh lenh cua ca quan,
to chCifc cap tren hoSc ngitdi c6 tham quyen cho cap dirdi trong nhCfng trqdng hop khan cap.

- Giay di dt^dng U loai van ban cap cho cdn bo, nhan vien khi di c6ng tdc. Gitfy chi c6 
gia tri de tinh phu cap di diicrng, khong c6 gid tri gidi thi^u.

- Giay nghi phep la loai vkn ban cap cho cdn bo. nhan vien cua co quan, to chdc khi 
nghi phdp, c6 the thay thg' giaiy di dirdng trong thdi gian nghi phdp,

- Ngoai ra cdc loai van ban nhu thiT mdi hpp, giSy gidri thi#u, phid'u gdi... cung dirqc 
xem la van ban hknh chinh va ditqc suf dung rat phS bien trong cdc cO quan, to chiirc.

Jll. Hl/dNG DAN T H E  THUfC VA KY TH U A T T R In H BAY VAN b A n  H A n H CHINH 
(Theo thOng tir s e '0 1/2 0 11/n -B N V  ngay 19-0 1-20 11 huOng d in th^ thiJc v i  ky 
thuOt trinh bay vdn b in  hanh chinh)

1 .  NH ffN G  QU Y O jN H  C H UN G V E  PH O NG C H ff, KHd G IA Y , KIEU T R IN H  B A Y ,
0 |N H  L E  T R A N G

Di^u 1. Pham vi va ddi ti^^g ap dung

Thong tu nay hudng dan the thdc va ky thudt trtnh bay van bdn hanh chinh va ban sao 
van ban; dupe dp dung doi vdi ede co quan nha node, td’ chde xd hpi, to chde xa hgi - nghe 
nghipp, to chde kinh te va don vi Idc lupng vu trang nhan dan (sau day goi chung la co 
quan, td chde).

Didu 2. The thde vdn bdn

The thde van bdn la tdp hop ede thdnh phdn cdu thdnh vdn ban, bao gdm nhOng thdnh 
phdn chung dp dung ddi vdi ede loai vdn bdn vd ede thdnh phdn bd sung trong nhOng 
trudng hop cu  thd hoftc d6'i vdi mpt ad lo a i vfln bdn nha't dinli theo quy dinh tai Kliodn 3 ,
Didu 1 Nghi dinh so 09/2010/ND-CP ngdy 08 thdng 02 ndm 2010 cua Chinh phu sda ddi, bd 
sung Nghi dinh sd 110/2004/ND-CP ngdy 08 thdng 4 ndm 2004 cua Chinh phu v l cong tdc 
van thd vd hirdng dan tai Thong td ndy.

Dilu 3. Ky thu^lt trinh bay vdn bdn
Ky thuat trinh bdy vdn bdn quy dinh tai Thong td ndy bao gdm khd giay, kieu trinh 

bdy, dinh le trang vdn bdn, vi tri trinh bdy ede thdnh phdn thd thde, phong chS, c3 chC, 
kieu chi? vd ede chi tidt trinh bdy khde, dope dp dung ddi vpi vdn bdn soan thdo tren mdy vi 
tinh vd in ra gid'y; vdn bdn dope soan thdo bang ede phoong phdp hay phOOng tien ky thuat 
khde hodc vdn bdn dope 1dm tren giay mdu in sdn; khong dp dung ddi vPi van bdn dope in 
thdnh sdeh, in tren bdo, tap chi vd ede loai an phdm khde.

Didu 4. Ph6ng chC trinh bay vdn bdn

Phong chO so dung trinh bdy vdn ban tren mdy vi tinh Id phong chO tieng Vipt cua bp 
ma ky to Unicode theo Tieu chudn Vipt Nam TCVN 6909:2001.

Dieu 5. Khd giay, kieu trinh bay, dinh Id trang vdn ban va vi tri trinh bay
1. Khd giay
van bdn hdnh chinh dope trinh bdy tren khd giay khd A4 (210 mm x 297 mm).
Cdc vdn bdn nho giay giPi thipu, giaiy bien nhan hd sO, phieu giM, phieu chuyen dope



trinh b̂ iy tren khd giS'y A5 (148 mm x 210 mm) hoftc tren gitfy mSu in sSn (Icho A5).
2. Kilu tnnh b^y
Van bdn hanh chinh dUHc trinh bay theo chidu dai cua trang gidy khd A4 (dinh hudnf 

bdn in theo chilu dai).
Tnldng hop noi dung vdn ban c6 cdc bang, bidu nhung khong diioc lam thanh cdc phi 

luc ridng thi van bdn c6 the difOc trinh bay theo chidu rdng cua trang gidy (dinh hifdng bii 
in theo chieu rgng).

3. E)inh le trang van ban (ddi vdi khd giay A4)
L l trSn: cdch mdp trdn tCf 20 - 25 mm;
lA  dudi; cdch mdp ditdi tCr 20 - 25 mm;
Ld trdi: cdch mdp trdi til 30 - 35 mm;
Ld phdi: cdch mdp phai til 15 - 20 mm.
4. Vi tri trinh bay cdc thanh phan the thilc van ban trSn mdt trang giSy khd A4 dilO( 

thilc hidn theo so dd bd tri cic  thanh phin thd thiJc van b4n kdm theo Th6ng til nay (Phi 
luc II). Vi tri trinh bay cdc thanh phdn the thilc van bdn trdn mdt trang gidy khd A5 diigi 
ap dung tiiong til theo so dd tai Phu luc tren.

2 . T H ^  THiJC V A  KY TH U A T TR IN H  B AY VAN b A n

Didu 6. Qudc hidu
1. Thd thilc
Qudc higu ghi trdn van bdn bao gdm 2 ddng chCC: “C0NG H^A XA h OI CHU NGHll 

VlfiT NAM” va “D$c l$p - Til do - Hanh phuc”.
2. Ky thudt trinh bay
Qudc hidu dugc trtnh bdy tgi 6 so 1; chid'm khodne 1/2 trang gidy theo chidu ngang, ( 

phia tren, ben phdi.
Ddng thil nha't: “C6NG h 6 a  XA h 6 I  CHU NGHIA VI$T NAM” dugc trinh ba; 

bdng chut in hoa, cd chil til 12 ddn 13, kieu cha dilng, ddm;
Ddng tha hai: “Dpc l|Lp - Tut do - Hanh phuc” dilOc trinh bay bdng chfl in thudng, c 

chO ta 13 dd'n 14 (nd'u ddng tha nhdt c8 cha 12, thi ddng tha hai c3 cha 13; nd'u ddng thi 
nha't c3 cha 13, thi ddng tha hai c3 cha 14), kieu cha dilng, dam; daoc dat canh giaa dad 
ddng tha nhat; cha cdi ddu cua cdc cum ta dagc vidt hoa, giaa c&c cum ta cd gach ndi, c 
each cha; phia dadi cd dadng ke ngang, ndt lidn, cd dd ddi bing dp dai cua ddng cha (s 
dung Ipnh Draw, khong dung l^nh Underline), cu thi:

c On g  h 6 a  XA H d i cwCr n g h i a  v n fT  n a m
D$c l|lp - Ttf do - Hanh phuc

Hai ddng cha trdn dape trinh bdy edeh nhau ddng dOn.
Dilu 7. Tdn c<l quan, chde ban hanh vAn bdn
1. The thac
Ddi vdi ede B6, cO quan ngang Bp, cO quan thupc Chinh phu; Vdn phdng Qudc hpi; H( 

ddng ddn tpe, ede Uy ban cua Qudc h|i hodc Hpi ddng nhdn ddn vd Uy bah nhdn ddn ^


