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~ QUYETDINH
Ban hanh Quy dinh vé thé thire, ky thut trinh bay va mau cac loai van ban
ctia Cong ty Co phan Than Vang Danh - Vinacomin

) ~_ GIAMBOC
CONG TY CO PHAN THAN VANG DANH - VINACOMIN

Cén cir Diéu 1é t6 chite va hoat dong cia Cong ty Co phan Than Vang
Danh-Vinacomin;

Cén cir Nghi dinh s6: 30/2020/NP-CP ngay 05/3/2020 vé Cong tac Vin
thu cua Chinh phu;

Cén cit Quyét dinh s6 09/0P- TKV ngay 11/01/2021, Ban hanh Quy dinh
vé thé thitc, k¥ thudt trinh bay va mau cdc loai van ban cua Tap doan Cong
nghiép Than- Khoang san Viét Nam;,

Theo dé nghi ciia Chanh véin phong Cong ty.

QUYET PINH:

Piéu 1. Ban hanh kém theo Quyét dinh nay Quy dinh vé thé thurc, ky thuat
trinh bay va mau céac loai vian ban cua Cong ty C6 phan Than Vang Danh-
Vinacomin.

Piéu 2. Quyét dinh nay co hiéu luc tir ngay ky ban hanh.

Piéu 3. Cac Pho giam ddc, Ké toan truong, Trudng cac phong ban, Quan
ddc cac phan xudng trong Cong ty Co phan Than Vang Danh - Vinacomin chiu
trach nhiém thi hanh Quyét dinh nay./.

Noi nhan:

- Nhu Diéu 3 (e-copy):

- Pang uy, HDQT, BKS (e-copy);

- CB, boan TN, Héi CCB (e-copy, p/h):
- Luu VT, VP (02).
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CONG TY CO PHAN Poc 1ap - Ty do - Hanh phic
THANVANG DANH-VINACOMIN

QUY DINH
V& thé thire, ky thuit trinh bay va miu cdc loai viin ban
ctia Cong ty Co phan Than Vang Danh-Vinacomin
(Ban hanh kém theo Quyét dinh so Y3§/OD-TVD, ngayA9thing 6nam 2025
cria Giam doc Cong ty ¢o phan Than Vang Danh-Vinacomin)

Chuong I
NHUNG QUY PINH CHUNG

Piéu 1. Pham vi diéu chinh

Quy dinh nay quy dinh nhiing nguyén tic, noi dung co ban vé thé thue, ky
thudt trinh bay van ban va ban sao vin ban: kém theo mau céc loai van ban cua
Cong ty Than Cophan Than Vang Danh-Vinacomin.

Piéu 2. Pdi twong ap dung

Cac Co quan. phong ban. don vi va CBCNV Cong ty C6 phan Than Vang
Danh- Vinacomin.

Piéu 3. Giai thich tir ngir

Trong Quy dinh nay, nhirng tr nglr dudi day duge hiéu nhu sau:

1. *Van ban” la thong tin thanh van duoc truyén dat bang ngdn ngit hodc
ky hiéu, hinh thanh trong hoat djng ctia cac co quan, td chirc va dugc trinh bay
dung thé thirc, k¥ thuat theo quy dinh.

2. “Vin ban chuyén nganh™ la van ban hinh thanh trong qué trinh thuc
hién hoat dong chuyén mon. nghiép vu ciia mot nganh, linh vue do nguoi dimg
dau co quan quan ly nganh, linh vue quy dinh.

3. “Van ban hanh chinh™ la van ban hinh thanh trong qué trinh chi dao,
diéu hanh, giai quyét cong viée cua cde co quan, t6 chure.

4. *“Vian ban dién ta” 1a van ban dudi dang thong diép dir liéu dugce tao lap
hodc duge so hda tir viin ban gidy va trinh bay ding thé thire, ky thudt, dinh dang
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theo quy dinh.

5. *“Van ban di” la tat ca cac loai van ban do co quan, td chirc ban hanh.

6. “Van ban dén™ la tat ca cac loai van ban do co quan, t6 chirc nhan dugc
tir co quan, to chuec, ca nhan khac gui dén.

7. “Ban thao van ban™ la ban dugc viét hodc danh may hodc tao lap bang
phuong ti¢n di¢n tu hinh thanh trong qua trinh soan thao mdt van ban cua co
quan, to chtre.

8. “Ban goc van ban™ la ban hoan chinh vé ndi dung. thé thirc van ban,
dugc nguoi co tham quyén true tiép ky trén védn ban gidy hoac ky so trén vin
ban dién tu.

9. “Ban chinh van ban giay” la ban hoan chinh vé ndi dung, thé thirc van
ban, dugc tao tr ban co chir ky truc tiép cua nguoi c6 tham quyén.

10. *Ban sao y” la ban sao day du. chinh xac ndi dung cua ban gdc hoic
ban chinh van ban, dugc trinh bay theo thé thire va ky thudt quy dinh.

11. *Ban sao luc™ la ban sao day du. chinh xdac ndi dung cua ban sao vy.
duoc trinh bay theo thé thirc va kv thuat quy dinh.

12. *Ban trich sao™ la ban sao chinh xac phan ndi dung cua ban gde hodc
phan ndi dung cua ban chinh van ban can trich sao, dugc trinh bay theo thé thirc
va k¥ thudt quy dinh.

13. “Danh muc ho so™ la bang ké ¢6 hé thong nhitng hd so du kién dugc
lap trong nam cua co quan, 0 chuec.

14. *Ho so™ la tdp hop cdc van ban. tai lidu co lién quan véi nhau vé mot
van dé, mot su viéc, mot doi tugng cu thé hodc c6 dac diém chung, hinh thanh
trong qua trinh theo doi, giai quyét cong viée thugc pham vi, chire nang, nhiém
vu cia co quan, to chire. ca nhan.

15. “Lap ho so™ 1a viée tap hop. sap x¢p vin ban, tai li¢u hinh thanh trong
qué trinh theo déi, gidi quyét cong viée cua co quan, to chire, ca nhan theo
nhitng nguyén tac va phuong phap nhat dinh.

16. “H¢ thong quan ly tai liéu dién tu™ la Hé thong thong tin dugc xay
dung vai chie nang chinh dé thuc hién viée tin hoe hda cong tac soan thao, ban

hanh van ban; quan ly van ban; lap ho so va nop luu ho so, tai li€u vao Luu trit
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co quan trén moi truong mang (sau day goi chung la H¢ thong).

17. “Vin thu co quan™ 1a b phan thue hién mot s0 nhi¢m vu cong tac van

thu cta co quan, to chire.
Diéu 4. Phin loai viin bin
1.Van ban hanh chinh.

Bao gom: Quyét dinh (ca bi¢t). Nghi quyét, Chi thi, quy ché, quy dinh,
thong bao, hudng dan, chuong trinh, ké hoach, phuong an, dé an, du an, bdo
c40, bién ban, to trinh, hgp dong, cong van, ban ghi nh¢, Ban thoa thuan, giay
Gy quyén, gidy gidi thiéu, gidy nghi phép. phicu gui, phiéu bao, phicu chuyén.

2. Ban sao vin ban: “Ban sao vy, “Ban sao luc” va “Ban trich sao™.

Piéu 5. Thé thire van ban

1. Thé thirc vin ban 1a tdp hop céc thanh phan céu thanh van ban, bao
gdm nhitng thanh phan chung dp dung cho moi loai van ban va céac thanh phén
bo sung trong nhiing truong hop cu thé hodc ddi voi mot so loai van ban nhat
dinh.

2. Thé thirc vin ban hanh chinh bao gdm cdc thanh phan chinh sau:

a) Quoc hiéu va Tiéu ngfr.

b) Tén co quan, to chirc ban hanh van ban.

¢) SO, ky hiéu cua vin ban.

d) Pia danh va thoi gian ban hanh vén ban.

d) Tén loai va trich yéu ndi dung vin ban.

¢) Noi dung vén ban.

g) Chtrc vy, ho tén va chir ky cua ngudi co tham quyén.

h) Dau, chit ky ctia co quan, to chuc.

i) Noi nhan.

3. Ngoai céc thanh phan quy dinh tai khoan 2 Dicu nay, véan ban ¢6 thé bo

sung céc thanh phan khac

a) Phu luc.
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b) Déau chi dé mat, mac do khan. cac chi dan vé pham vi luu hanh.

¢) Ky hiu nguoi soan thao van ban va s6 lugng ban phat hanh.

d) Dia chi co quan. to6 chuc; thu di¢n w; trang thong tin dién tr; s6 dién
thoai; s6 Fax.

4. Th¢ thae van ban hanh chinh dugc thuc hién theo quy dinh tai Chuong
[T Quy dinh nay.

Diéu 6. Ky thuit trinh bay viin bén

K¥ thuat trinh bay van ban quy dinh tai Quy dinh nay bao gom:

- Khoé gidy, ki€u trinh bay. dinh I¢ trang van ban, vi tri trinh bay céc thanh
phén thé thirc, phong chit, ¢& chir, kicu chir va cac chi tiét trinh bay khac.

- Cac quy dinh v¢ vict hoa, vict tat tén loai van ban hanh chinh dugc quy
dinh tai cac phu luc kem theo.

- Quy dinh dp dung doi voi van ban dugc soan thao trén may vi tinh va in
ra gidy: c¢6 thé dp dung doi vai van ban duge soan thao bang cic phuong phap
hay phuong tién k¥ thudt khac hodc doi vai van ban duge lam trén gidy mau in
san: khong dp dung doi voi van ban duoc in thanh séch. in trén bdo. tap chi va
cac loai an pham khac,

Diéu 7. Phong chir vin ban

Phong chir sir dung dé trinh bay van ban trén may vi tinh phai la Phong
chir tiéng Viét Times New Roman. b ma ky tu Unicode theo Tiéu chuan Viét
Nam TCVN 6909:2001, mau den.

Co chir va kiéu chir: Theo quy dinh cu thé cho tirng yéu t6 thé thiec.

biéu 8. Kho gidy, kiéu trinh bay, dinh Ié trang van ban, vi tri trinh

1. Kho giay

Tat ca cac van ban déu phai trinh bay trén kho giay A4 (210 mm x 297

2. Kiéu trinh bay

Van ban hanh chinh dugc trinh bay theo chiéu dai trang gidy kho A4

(dinh hudéng ban in theo chiéu dai).
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Truong hop ndi dung vin ban ¢o cac bang. biéu nhung khong dugce lam

thanh cac phu luc riéng thi van ban co thé duoc trinh bay theo chiéu rong (dinh

hudng ban in theo chiéu rong).

3. Dinh 18 trang van ban (kho gidy A4)

Trang mat truoc:

Trang mat sau:

+ Lé trén: cach mép trén tir 20 - 25 mm:
+ Lé dudi: cach mép duoi tir 20 - 25 mm:

+ L@ trai: cach mép trdi tir 30 - 35 mm:

+ L& phai: cach mép phai tir 15 - 20 mm.

+ L& trén: cach mép trén tr 20 - 25 mm;

+ L& dudi: cach mép dudi tir 20 - 25 mm;

+ L& trai: cach mép trai tir 15 - 20 mm;

+ L& phai: cach mép phai tir 30 - 35 mm.

Chii v: Trang mdt sau phuc vu trieong hop in 2 mdt, dam bao cdn doi lé
4 ¢ l g noj (

gitta 2 mat.

4.Vi tri trinh bay

Cac thanh phan thé thirc van ban dugc thé hién trén mot trang gidy kho

A4 (So d6 3.1, Phu luc I11).

Chuong 11

THE THUC VA KY THUAT TRINH BAY VAN BAN

Pieu 9. Quoc hiéu va Ti¢u ngir

1. Thé thirc

- Quéc hidu: “CONG HOA XA HQI CHU NGHIA VIET NAM”

- Tiéu ngfr:

2. K¥ thuat trinh bay

“Pje Iip - Tu do - Hanh phiic”

Quodc hiéu va Tiéu ngit dugc trinh bay tai 6 so 1, so d6 3.1, phu luc I

chiém khoang 1/2 trang gidy theo chiéu ngang, ¢ phia trén ctng, bén phai trang

dau tién cua van ban.

Québe hiéu: “CONG HOA XA HQI CHU NGHIA VIET NAM” duoc trinh

bay bang chir in hoa, ¢& chir tur 12 dén 1

3. kiéu chir dirng, dam:;

Tiéu ngii: “Pgc 1ap - Ty do - Hanh phiie” dugc trinh bay bang chit in

thuong, cd chir tur 13 dén 14 (néu Qudc hiéu ¢ chir 12, thi Tiéu ngit ¢& chir 13;

néu Qudc hicu c& chir 13, thi Tiéu ngir cd chir 14), kiéu chir dimg, dam; dugc

dat canh gitra dudi Quoc hi¢u: chir cai dau cua cdc cum tur dugce viét hoa, gilta
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cic cum tir ¢6 gach ndi. ¢o cach chir: phia dudi ¢ duong ké ngang, nét lién, ¢o
do dai bing do dai cua dong chir (sur dung I¢nh Draw, khéng dung 1énh
Underline). cu thé:
CONG HOA XA HOI CHU NGHIA VIET NAM

Doc lap - Ty do - Hanh phue

Hai dong chir Quoc hi¢u va Ticéu ngtr dugce trinh bay cach nhau dong don.

Diéu 10. Tén co quan, to chire ban hanh vin bin

1. Thé thure

Tén co quan, t6 chirc ban hanh van ban la tén chinh thirc, day du cuia co
quan, to chire hodc chire danh nha nude cua nguoi ¢6 tham quyén ban hanh van
ban. Tén co quan, t6 chirc ban hanh van ban bao gom tén cua co quan, to chirc
ban hanh van ban va t¢n cua co quan. 10 chire chu quan truc tiép (néu co). doi
voi Cong ty CO phan Than Vang Danh-Vinacomin thi don vi chu quan la Tap
doan Cong nghi¢p Than — Khodang san Viét Nam, doi voi cac phong ban, phan
xuong thi don vi chu quan la Cong ty C6 phan Than Vang Danh-Vinacomim va
tén don vi ban hanh van ban.

- T€n co quan, t6 chire ban hanh van ban phai dugc ghi day du, hoac duoc
viét tat theo quy dinh tai van ban thanh lap. quy dinh chic ning nhiém vy,
quyen han va co cau t6 chire by mdy, phé chuan, cap giay phép hoat dong hoic
cong nhan tu cach phap nhan cua co quan. t6 chire ¢6 tham quyén.

- Tén co quan. to chirc chu quan cap trén truc ticp duge phép viét tat
nhitng cum tir thong dung nhu: Trach nhiém hru han mét thanh vién (TNHH
MTV), Viét Nam (VN), Co phan (CP)....

2. Ky thuat trinh bay

- Tén co quan, t6 chure ban hanh véan ban dugc trinh bay tai 6 s6 2, so do
3.1, Phu lyc III:; chiém 1/2 trang gidy theo chicu ngang. phia trén cling, bén trai
trang dau tién cua van ban.

- Tén co quan, t6 chire ban hanh vin ban dugc trinh bay bang chir in hoa.
ciing ¢& chit nhu ¢d chir dong thtr nhat cua Quoc hiéu. kiéu chir ding, dam, cd

chir 12 dén 13, duogc dat canh gitta dudi tén co quan. t6 chtre chu quan tryc tiép
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(néu ¢6); phia dudi co duong ké ngang. nét lién, c6 do dai bang tir 1/3 dén 1/2
do dai ctia dong chir va dit can doi so véi dong chir. Truong hop tén co quan, t6

chire dai c6 thé trinh bay thanh nhiéu dong, cu thé:

+ Déi véi tén co quan, to chie ban hanh van ban (truong hop ¢6 co quan
chu quan tryc tiép) thi dong ghi tén co quan ban hanh véan ban in dam, con co

quan chu quan in thuong. cu thé nhu sau:
Cap Cong ty:
TAP DPOAN CN THAN-KS VIET NAM
CONG TY CO PHAN
THAN VANG DANH-VINACOMIN

Cép céc don vi trong Cong ty:
CONG TY CP THAN VANG DANH-VINACOMIN

VAN PHONG

Luu y: Cdc dong chit trén dwoc trinh bay cdch nhau mét dong don.

Piéu 11. So, ky hiéu ciia vin bin

1. Thé thuc

a) SO cua vin ban:

La sé thir ty van ban do co quan, to chitc ban hanh trong mgt nam dugc
dang ky tai Van thu co quan theo quy dinh. SO cua vin ban dugc ghi bang chir
s6 A-Rép. bt dau tir s6 01 vao ngay dau nam (ngay 01 thang 01) va s6 két thuc
vao ngay cuodi cung cua ndm (ngay 31 thang 12).

S ctia van ban dugce cip theo s6 van ban cu thé. Moi s6 ¢ 1 hé¢ thong s6
riéng.

Céc co quan t6 chire duge ghi duge ghi la “Co quan ban hanh vén ban” va
duge stir dung con ddu, chir ky sO ctia Co quan, to chirc dé ban hanh van ban thi
phai lay h¢ thong s6 riéng.

b) Ky hiéu cua van ban:

- Ky hiéu ctia vin ban c6 tén loai bao gobm chir viét tat tén loai van ban,
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chir viét tat tén co quan ban hanh van ban. phan tach bai dau gach noéi (-) khong
cach chit (trinh bay tai Phu luc I).

Vi du:

+ Quyét dinh ctia Cong ty C6 phan Than Vang Danh-Vinacomin, s6 va ky hiéu duoc
ghinhursau: So: ... /QD-TVD

+ Thong bao cua Cong ty CO phan Than Vang Danh-Vinacomin, s6 va ky hiéu
dugc ghi nhu sau: S6: ... /TB-TVD

- Ky hi€u cua cong van bao gom chir viét tat tén co quan, tO chirc ban
hanh vian ban va chtr viét tat tén don vi soan thao hodc chu tri soan thao cdng
van (néu ¢o). phan tiach boi dau gach noi (-) khong céch chir (Phu luc II).

Vi du:

+ Cong van cua Cong ty CO phan Than Vang Danh-Vinacomin do Van phong
soan thao: S6...../TVD-VP

+Cong van cua Cong ty C6 phan Than Ving Danh-Vinacomin do phong T6 chire lao
dong soan thao: So. ... /TVD-TCLD

Chir vict tat tén co quan, o chirc va cdc don vi trong mdi co quan, to chire
hodc linh vuc do nguoi dung dau co quan. to chire quy dinh cu thé, bio dam
ngan gon, d¢ hicu.

2. K¥ thudt trinh bay

SO, ky hi¢u cua vin ban dugc trinh bay tai 6 s 3, so do 3.1, Phu luc 111,
dugc dat canh gitra duoi tén co quan, td chire ban hanh vin ban.

Tur *S6™ dugc trinh bay bang chir in thuong. “ky hi¢u™ bang chit in hoa,
¢O chir 13, kiCu chtr dimg, sau so ¢o dau hai cham (:). v6i nhiing s6 nho hon 10
phai ghi thém s6 0 dang trude: gitra s0 va ky hi¢u van ban ¢6 dau gach chéo (/);

gitta cac chir viét trong ky hi¢u van ban ¢6 dau gach noi (-) khong cach chir,

Vi du:
S6: 06/TVD-VP: Sé: 18/TVD-TCLD:
S6: 16/TB-TVD; Sb: 99/QD-TVD: Sé: 08/BC-TVD

Piéu 12. Pia danh va thoi gian ban hanh viin ban

1. Thé thire
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a) Dia danh ghi trén van ban la tén goi chinh thirc cia don vi hanh chinh
(tén riéng cua tinh. thanh pho tryc thudc Trung wong; huyén, quan, thi xa, thanh
pho thudc tinh; xa, phuong, thi tran) noi co quan, to chire dong tru s¢; do1 voi
nhirng don vi hanh chinh dugc dat tén theo tén nguoi, bflng chit so hodc su kién
lich sr thi phai ghi tén goi dy du ctia don vi hanh chinh d6, cu thé:

- Dia danh ghi trén van ban cua Cong ty CO phan Than Vang Danh-Vinacomin
¢6 tru s¢ dong trén dia ban thanh pho Uong Bi thi ghi la: “Udng Bi”.

- Dia danh ghi trén van ban cua Cong ty C6 phan Than Vang Danh-Vinacomin
¢0 tru s dong trén dia ban tinh Quang Ninh thi ghi la: *Quang Ninh™

b) Thoi gian ban hanh vin ban

Thoi gian ban hanh van ban la ngay. thang, nam van ban dugc ban hanh.

Ngay, thang, nam ban hanh van ban phai dugc viét ding, du; cac so chi
ngdy. thang, nim dung sé A-Rép: D46i véi nhimg s chi ngay nhé hon 10 va
thang 1, 2 phai ghi thém s6 0 ¢ trudc.

2. K¥ thuat trinh bay

Dia danh, ngay. thang, nam ban hanh van ban dugc trinh bay tai 6 s6 4, so
do 3.1, phu luc II1, dat canh gitra dudi Quoc hi¢u va Tiéu ngil, trén cuing maot
dong véi s6 va ky hi¢u van ban, trinh bay bang chit in thuong, c¢& chir tir 13-14,
kiéu chir nghiéng; cic chir cai dau ctia dia danh phai viét hoa; sau dia danh ¢6
dau phay.

Vidu: Udng Bi, ngay 02 thang 01 nam 2024

Pieu 13. Tén loai va trich yéu ndi dung van ban

1. Thé thuc

- Tén loai van ban la tén goi cla ting loai van ban do co quan, t6 chirc ban
hanh, trtr cong van hanh chinh.

Vi du: Quyét dinh, Thong bao, Béo cdo, Bién ban, To trinh,...

- Trich yéu ndi dung van ban la mot cau ghi ngan gon, hodc mét cum tir,
phan anh khai quat n1 dung cua van ban.

2. K¥ thuat trinh bay

a) Poi véi van ban hanh chinh ¢ tén loai, tén loai van ban dugc trinh bay
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bang chir in hoa, ¢& chir tir 13 dén 14, kicu chir ding, dam, dat ngay ngén ngay
gilra van ban; trich yéu nodi dung vin ban duoc dit canh gitta ngay dudi tén loai
vin ban, trinh bay bang chir in thudong, ¢& chir tir 13 dén 14, kiéu chir dung,
dam, dudi trich yéu c¢6 dudong ké ngang, nét lién, ¢6 do dai bang tir 1/3 dén 1/2
do dai cua trich yéu, dugc trinh bay tai 6 sd 5a. so dod 3.1, Phu luc IIL.

Vi du: QUYET PINH

Vé viée diéu dong cin b

b) Doi voi cong van hanh chinh (khong co tén loai): Trich yéu ndi dung
cong vian duge dat canh gitta ngay dudi s6 va ky hi¢u vin ban, cach dong 6pt
vGi sO va ky hiéu van ban: dugc phép viét tat hai chr V/v (V¢ viée), trinh bay
bang chir in thuong, ¢& chir 12 dén 13, kicu chir ding. Khong dung dau ngoac
don hoac ngoac kép tai phan trich yéu cua vin ban.

Vi du: So: 20/TVD-TCLD

V/v huéng dan binh xét danh hi¢u thi dua nam 2024

Piéu 14. Ngi dung van ban

1. Thé thtrc

a) Noi dung van ban: la thanh phan chu y€u cua mdgt van ban, trong do
cac quy dinh, chi thi, yéu cau dugc dit ra: cac van dé. su viée dugce trinh bay.

Noi dung van ban phai bao dam nhirng y¢u cau co ban sau:

- Phu hop voi hinh thire van ban duoc sur dung:

- Phu hop vai duong 16i. chu truong, chinh sach ctia Dang; phu hop véi
quy dinh cua phdp luat: phu hop véi cdc quy dinh, quy ché hoat dong ctuia Cong
ty C6 phan Than Vang Danh-Vinacomin:

- Cac quy pham phép ludt, cac quy dinh hay cac van dé, su viéc phai dugc
trinh bay ngan gon, rd rang, chinh xdc:

- Str dung ngdn ngir vict. cach dién dat don gian. dé hiéu;

- Dung tr nglr pho thong: khong dung tor nglr dia phuong va tir nglt nude
ngoai néu khong thue su can thiét. Doi voi thuat nglr chuyén mon can xac dinh

rd ndi dung thi phai dugc giai thich trong van ban:
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- buoc viét tit nhing tu, cum tUr thong dung. Dbi vai nhiing tir, cum tur
duoce str dung nhiéu lan trong vin ban thi c6 thé viét tit nhung cac chit vict tat
lan dau cua tir, cum tir phai duoc dat trong ngodc don ngay sau tir, cum tir do:

- Viéc viét hoa duge thuc hién theo quy tic chinh ta tiéng Viét (Phu luc

IV):

- Can ct ban hanh vin ban: Bao gom vin ban quy dinh tham quyén, chirc
ning, nhiém vu cta co quan. to chirc ban hanh van ban va céac van ban quy dinh
ndi dung, co s& dé ban hanh vin ban. Céan ¢t ban hanh van ban dugc ghi day du
tén loai vin ban, s6. ky hiéu. co quan ban hanh, ngay thang nam ban hanh van
ban va trich yéu noi dung vén ban (riéng Ludt, Phap 1¢énh khong ghi so, ky hi¢u,
co quan ban hanh). Can ¢ ban hanh van ban dugc trinh bay bing chir in
thuong, kiéu chit nghiéng. cd chir tr 13 dén 14, trinh bay dudi phan tén loai va
trich yéu ndi dung van ban; sau moi can ctr phai xuong dong, cudi dong ¢d dau
cham phay (:), dong cudi cung két thic bang dau cham (.).

- Khi vién dan Ian dau viin ban ¢6 lién quan, phai ghi day du tén loai, so,
ky hiéu ctia van bén, thoi gian ban hanh van ban, tén co quan, to chirc ban hanh
vin ban va trich yéu ndi dung van ban (doi voi Luat va Phap Iénh chi ghi tén
loai va tén cta Luat, Phap 1énh): trong cdc lan vién dan ticp theo. chi ghi tén loai
va s0, ky hi¢u cua vin ban do.

b) BoO cuc vin ban

Tuy theo thé loai va ndi dung, van ban c6 thé ¢é phan can cir phép ly dé
ban hanh, phan m& dau va co thé duge bo cuc theo phan, chuong. muc, diéu,
khodan, diém hodc dugc phan chia thanh cac phan, muc tir Ion dén nho theo mot
trinh tu nhat dinh.

Vin ban hanh chinh ¢6 thé dugce bo cue nhu sau:

- Nghi quyét (ca biét): theo dicu, khoan, diém hoac theo khoan, di€m;

- Quy¢t dinh (ca biét): theo dicu. khoan, diém: cdc quy ché (quy dinh) ban
hanh kém theo quyét dinh: theo chuong, mue, dicu, khoan, di€ém;

- Chi thi (ca biét): theo khodn, diém;

- Céc hinh thic van ban hanh chinh khéc: theo phan, muc, khoan, diém

hodc theo khoan, diém:
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D61 véi céac hinh thire van ban dugc b cuc theo phan, chuong, muc, tiéu
muc, dicu thi phan. chuong. muc. ticu muc. dicu phai ¢6 tiéu dé. Tiéu dé 1a cum

tir chi ndi dung chinh cua phan. chuong. muce, tiéu muc, diéu.
2. K¥ thuat trinh bay

Noi dung viin ban duge trinh bay bang chit in thuong duoc dan déu ca hai
&, kiéu chir dimg; ¢& chir 13 dén 14 (phén 1o van trong mot van ban phai diung
cung mot ¢d chir);

Khi xuéng dong. chir diu dong phai 1di vao tir 1 ecm dén 1,27 em (!
default tab); khoang cich gitra cdc doan vian dat tbi thiéu 1a 6 pt; khoang cach
gilta cdc dong hay cach dong (line spacing) chon tdi thiéu tir cach dong don
(single line spacing): khoang cich t6i da gitra cac dong 1a 1,5 dong (1,5 lines),

dugc trinh bay tai 6 s0 6. so do 3.1, Phu luc 111,

a) Truomg hop noi dung vin ban duge bo cuc theo phan, chuong, muc,

diéu, khoan, diém thi trinh bay nhu sau:

- Phan, chuong: Tir “Phan™. “Chuong™ va sd thir ty cua phan. chuong
dugc trinh bay trén mot dong riéng. canh gitra. bang chit in thuong, c¢d chir tur 13
dén 14, kiéu chir dimg, dam. SO thir tu cta phan, chuong ding chir sé La Ma.
Tiéu dé ctia phan, chuong dugce trinh bay n gay dudi, canh gitra, bang chir in hoa,
cd chit tir 13 dén 14, kiéu chir dimg. dam.

- Muc: Tur “Muc”, “Tiéu muc” va so tha tu ctia muc. tiéu muc duoc trinh
bay trén mdt dong riéng, canh gitra, hﬁng chit in thuong, ¢& chir tir 13 dén 14,
kiéu chir dang, dam. SO thir twr cua muc. tiéu muc dung chir s6 A Réap. Tiéu dé
clia muc, tiéu muc duoe trinh bay ngay dudi, canh gitra, hz"mg chir in hoa, ¢& chir
tir 13 dén 14, kiéu chr ding. dam.

- Diéu: Tir “Diéu™, s6 tht tr va tiéu dé cua didu dugc trinh bay bang chir
in thuong. I0i dau dong 1 cm hodc 1.27 em. S6 tht tu cta didu dung chir s6 A
Rap, sau sd thir ty ¢6 ddu chdm (.); c& chir bang c& chir ciia phin 1o van, kiéu
chir dimg. dam.

- Khoan: S6 thtr tv cac khoan trong moi muc dung chtr sd A Rap, sau )
thir tu ¢6 dau chdm (.), ¢& chit $6 hfmg ¢d chir cua phfm 101 van, kiéu chix ding.
Néu khoan ¢6 ticu dé. sd tha tu va tiéu dé cua khoan duoc trinh bay trén mot

dong riéng, bang chir in thuong. ¢& chir bang ¢& chir ctia phan 101 vin, kiéu chir
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dimg, dam.

- Piém: Thir ty cic diém trong moi khoan dung cac chir céi ticng Viét
theo thur tu bang chir cai tiéng Viét, sau co dau dong ngoidc don, bang chir in
thuong, ¢& chir bang ¢ chix cua phan 1o van, kiéu chir dimg.

b) Truong hop ndi dung vin ban duge phan chia thanh cdc phén, muc tr
16n dén nho thi trinh bay nhu sau:

- Phéan (néu co): tur “Phan™ va so tht tu cua phfm dugc trinh bay trén mot
dong riéng, canh gitra, bang chir in thuong. ¢d chir 14, kiéu chir dimg, dam. 86
thir tu ctia phan dung chit s6 La-Ma. Tiéu dé cua phan dugc dat ngay dudi, canh
giita, bang chir in hoa, co chir tir 13 dén 14, kiéu chir dimg, dam:;

- Muc: sd thr tu cac muc dung chir sO La-Ma, sau c6 dau cham; tiéu de
ctia muc duoc trinh bay bang chir in hoa, ¢& chix tir 13 dén 14, kiéu chir dimg,
dam:

- Khoan: s6 tha tu cac khoan trong moi muc dung chit s0 A-Rép, sau do
¢6 ddu chdm: sd thir tu va tiéu dé cua khoan (néu c6) duoc trinh bay bang chit in
thuong, ¢& chir bang cd chir cua phan 1o vin (13-14), kiéu chir ding, dam;

- Biém: thir tu cac diém trong moi khodn dung cac chir cai tieng Viét theo
thr tu abe, sau do co ddu dong ngodc don, bang chir in thuong, ¢& chit bang c&

chit cua phan 101 van (13-14), kiéu chir dang.

Pidu 15. Quyén han, chirc vy, ho tén va chir ky ciia ngudi c6 thim quyén
1. Thé thie

a) Viéc ghi quyén han cua nguoi ky duge thye hién nhu sau:

Néi dung | Thé thire
~ TM. HOI PONG QUAN TRI
CHU TICH

+ Ky thay mdgt (TM.): Truong hop ky thay mat
| tap thé thi phai ghi chir viét tat “TM.” vio |
trude tén tap thé lanh dao hay tén co quan, o |

chtrc. ‘

KT. GIAM POC

+ Ky thay (KT.): Truong hop kv thay nguoi 2 : p
Y Y ( ) g hop X3 v Re PHO GIAM POC

dimg dau co quan, t6 chic thi phai ghi chir vict

tat “KT.” vao trude chie vu cia nguoi ding |

dau. |




| - TL. GIAM DOC
CHANH VAN PHONG

+ Ky thiva Iénh (TL.): Truong hop ky thira 1énh | : :
' TL. GIAM POC

KT. TRUONG PHONG
PHO TRUONG PHONG

thi phai ghi chir viét tit “TL.” vao trude chire

vu cua ngudt ding dau co quan, to chie.

_— ‘ ) ; TL. GIAM O
+ Ky quyén (Q.): Truong hop duge giao quyén | .

% , SR A o3 i Q. TRUONG PHONG
cap truong thi phai ghi chir viét tat “Q.” vao

| trude chire vu cua nguoi dimg dau co quan. 1o

chure. |

TUQ. GIAM POC

+ Ky thira ity quyén (TUQ.): Truomg hop ky ‘ . )
- ¥ gayen (TUQ) NP Y L RUONG PHONG KE HOACH

thira Gy quyén thi phai ghi chix viét tit “TUQ.”

vao trudce chire vu cua nguoi dirng dau co quan.

to churec.

Luu y: Truong hop cap phé diroc giao phu trach thi thue hién nhwe cap phd ky thay
cap trueong.

b) Chure vu cua nguoi ky:

Chire vu ghi trén van ban la chire vu lanh dao chinh thac cua nguoi ky
van ban trong co quan. to chire: chi ghi chire vu nhu : Giam ddc: Phé giam doc:
K€ toan truong: Chanh Vian phong: Truong phong: ...

Khong ghi nhimg chirc vu ma Nha nude khong quy dinh nhu: Cép pho

ban lién tich, vdn ban do hai hay nhic¢u co quan. to chire ban hanh; viéc ky thira
Iénh, ky thira iy quyén va nhiing truong hop céan thiét khac do cic co quan, to

chtrc quy dinh cu thé bang van ban.

D6i v6i nhitg Ban. Hoi dong khong duge phép sir dung con déu cua co
quan, t6 chire: Chire danh ghi trén van ban do cde td chtre tur van (khong thudc
co ciu to chire clia co quan duge quy dinh tai quyét dinh thanh lap: quyét dinh
quy dinh chirc nang, nhiém vu. co cdu t6 chiic ciia co quan) ban hanh 1a chirc
danh lanh dao ciia ngudi ky van ban trong Ban hodc Hoi dong. Truong hop Ban
hodc Hoi dong duoc phép str dung con diu cua co quan, don vi thi c6 thé ghi

thém chure danh lanh dao trong co quan. don vi cua nguoi ky ¢ dudi.

Vi du:
CHI HUY TRUONG




(Chit ky, dau cua Ban chi huy Qudan su)

PHO GIAM p(‘)c CONG TY
Nguyén Vin A

Chtrc vu ctiia ngudi ky van ban do Ban hogdc Hoi dong cia Cong ty ban
hanh ma Giam déc Cong ty lam Trudng ban hoge Chu tich Hoi dong thi dugc
ghi nhu sau:

TM. HOI DONG THI DUA - KHEN THUONG
CHU TICH

(Chit kb, ddu ciia Cong 1y)

GIAM POC CONG TY
Nguyén Vin A

a) Ho tén bao gom ho, tén dém (ncu co6) va tén cua nguoi ky van ban:

+ Péi v6i van ban hanh chinh, trude ho tén cua nguoi ky, khong ghi hoc

ham, hoc vi va cdc danh hiéu danh du khéc.

+ P4 voi van ban giao dich: van ban cta cde to chire sy nghiép gido duc,
y té, khoa hoc hogc luc lugng vii trang duge ghi thém hoc ham, hoc vi, quan
ham trude ho tén clia nguoi ky do ngudi dimg dau co quan quan Iy nganh, linh

vuc quy dinh.
2. Ky thuat trinh bay

a) Quyén han, chirc vu cta nguoi ky dugc trinh bay tai 6 sO 7a, so dd 3.1,
Phu luc III; chirc vu khéac cua ngudi ky dugce trinh bay tai 6 7b, Phu luc III; cac
chir viét tat quyén han nhu: “TM.”, “KT.”, “TL.”, “Q.”, “TUQ.”, hodc quyén
han va chirc vu ctia nguoi ky dugc trinh bay biang chit in hoa, c& chir tir 13 dén
14, kiéu chit ding, dam.

b) Chir ky clia ngudi ¢6 thim quyén thé hién tai 6 s6 7b, so 6 3.1, PLIIL
Chir ky cua nguoi co thdm quyén la chit ky cta ngudi co thim quyén trén vin
ban gidy hodc chir ky s6 cua ngudi ¢o tham quyén trén vin ban dién tu. béi voi
vin ban gidy, khi ky van ban dung bat ¢6 myc mau xanh, khong dung céc loai

muc dé phai.
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¢) Ho tén cua nguoi ky van ban dugc trinh bay tai 6 s 7¢, so do 3.1, Phu
lyc II1, bang chit in thuong, ¢& chir tir 13 dén 14, kiéu chir ding, dam, dugc dat
canh gitra so vdi quyén han. chirc vu cua nguoi ky.

Diéu 16. Dau, chir ky so cia co quan, té chire

1. Quy dinh vé dong dau trén ban giay:

a) Dau dong phai rd rang, ngay ngan. ding chicu va ding ding muc diu
mau do theo quy dinh.

b) Khi dong dau 1én chit ky. dau dong phai trum 1&n khodng 1/3 chir ky vé
phia bén trai.

¢) Cac van ban ban hanh kém theo van ban chinh hodc phu luc: Dau duge
dong lén trang dau. trim mot phan tén co quan, to chire hodc tiéu dé phu luc.

d) Viée dong dau treo. dau gidp lai. dong dau noi trén van ban gidy do
nguoi dimg dau co quan. to chire quy dinh.

d) Dau gidp lai dugc dong vao khoang gitra mép phdi cua van ban hoic
phu luc vin ban. tram Ién mot phan cdc 1o gidy; mdi dau dong tdi da 05 to vin
ban.

2. Quy dinh vé Dau, chir ky s0 cua vin ban dién ta:

a) Hinh anh, vi tri chir ky s6 cua co quan. to chire la hinh anh diu cta co
quan, to chirc ban hanh van ban trén vin ban, mau do. kich thuée bang kich
thude thye t€ cua dau, dinh dang (.png) nén trong suét. tram 1én khoang 1/3 hinh
anh chtr Ky s6 cua nguoi o tham quyén vé bén trai.

b) Chir ky so cua co quan, to chie trén van ban kém theo vin ban chinh
dugc thé hi¢n nhu sau: Van ban kém theo cung tép tin véi noi dung van ban dién
ta, Van thu co quan chi thye hién ky so vin ban va khong thuc hién ky so lén
van ban kem theo: van ban khong cung t¢p tin véi ndi dung van ban dién tir, Vin

I3

thu co quan thuce hién ky s6 cua co quan, 16 chire trén van ban kém theo.
Vi tri: Goc trén, bén phai. trang dau cia van ban kém theo.
Hinh anh chit ky so ctia co quan. 6 chire: Khéng hién thi.

Thong tin: s6 va ky hi¢u van ban: thoi gian ky (ngay thang nam:; gi0 phut

»w

gidy; mii gid Viét Nam theo tiéu chuan 1SO 8601) duoc trinh bay bing phéng
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chir Times New Roman, chit in thudng. kiéu chir ding, ¢& chir 10, mau den.

3. Du. chit ky sb cua co quan. t6 chire dugce trinh bay tai 6 s6 8, so' do
3.1, Phu luc III.

Lueu y: Khoang cdch giita chitc danh dén ho va tén nguoi ky dam bao vira
vai kich thude cua dau (tron).

Pieu 17. Noi nhan

1. Thé thuec

Noi nhén xéc dinh nhitg co quan, t0 chirc, don vi va cd nhan nhdn van
ban va ¢6 trach nhiém nhu: “dé xem xét”, “giai quyet”™; “dé thi hanh™; “d€ kiém
tra, gidm sat”; “dé bao cdo™: ~d¢ trao doi cong viée™; “de bict” va “deé luu”.

Noi nhan phai dugc xac dinh cu thé trong van ban. Can cir quy dinh cuta
phap lut; cin ¢t chirc nang, nhiém vu. quyén han cua co quan, to chirc va quan
hé cong tac; can ci yéu cau gidi quyét cong viée, don vi hogc cé nhén soan thao
hodc chu tri soan thao van ban ¢6 trach nhi¢ém dé xuat nhitng co quan, to chure,
don vi va ca nhan nhan van ban trinh ngudi ky van ban quyét dinh.

a) D6 voi van ban chi gui cho mt s6 doi tuong cu the thi phai ghi tén
ting co quan, to chirc, ca nhén nhdn van ban; déi v6i van ban dugc guri cho mot

hozic mot s6 nhom ddi tuong nhét dinh thi noi nhan dugc ghi chung, vi du:
- Cac Ban, cac don vi truc thudc:
- Céc phong, phan xuong.
b) Dbi véi To trinh, Bdo cdo (co quan, to chtrc cap dudi gii co quan, to

chire cép trén) va Cong van, noi nhdn bao gom:

- .

- Phén thir nhét bao gom tir “Kinh gui”, sau do 1a tén cdc co quan, to chue
hodc don vi, ca nhan tryc tiép giai quyct cong viéc.

- Phén tht hai bao gom tir “Noi nhidn™, phia dudi la tir “Nhu kinh guri/Nhu
trén”, tiép theo la liét ké theo thir ty: tén cac co quan, to chire, don vi, nguwoi ky
védn bdn va ca nhan ¢o lién quan khac nhén van ban. ..

+ Hinh thace ghi gari van ban tai muc “Nei nhan™:

(i) Déi véi cac don vi ngoai Cong tv : Dia chi noi nhdn khong ghi (e-

r
~

copy), van ban duoc gui gidy qua duong buu dién hodc gui truc ticp.
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(ii) Déi véi cdc don vi trong Cong ty :
+ Pia chi noi nhian khéng ghi (e-copy): vin ban dugc giri (ban gidy) va
(e-copy).
+ Dia chi noi ¢6 ghi (e-copy): van ban chi dugc guri (e-copy).

¢) Bo1 voi nhimg van ban khac. noi nhan bao gom tr “No1 nhdn™ va phén

liét ké céc co quan, to chirc, don vi va ca nhan nhan van ban.
2. Ky thudt trinh bay
a) Phéan kinh gut dugce trinh bay tai 0 s6 9a so dd 3.1, Phu luc III, nhu sau:
- Tir “Kinh gii” va tén céc co quan, t6 chirc hodc ca nhan nhén van ban
dugc trinh bay bang chir in thuong. ¢d chir tir 13 dén 14, kiéu chir dimg;

- Sau tir “Kinh gui™ ¢6 dau hai cham (:): néu cong van gui cho mot co
quan, td chire hodic mot ¢a nhan thi tir “Kinh gui” va tén co quan, td chuc hoac
ca nhan dugc trinh bay trén cung mot dong: truong hgp cong van gui cho hai co
quan, to chire hodc ca nhan tré 1én thi xudng dong (tir “Kinh gui” duge trinh bay
riéng trén mot dong): tén mdi co quan. o chire. ¢a nhan hodc mdi nhém co quan,
t6 chirc. ¢ nhan duoc trinh bay trén mot dong riéng. dau dong c6 gach dau
dong. cudi dong c6 dau cham phay. cudi dong cudi cing ¢6 déu chdm (); cac
gach dau dong duogc trinh bay thing hang vdi nhau dudi ddu hai chdm (tham

khao phan Kinh giri trong Mau s6 1. Van ban hanh chinh tai Quy dinh nay).

b) Phan Noi nhan dugc trinh bay tai 6 s6 9b so dd 3.1, Phu luc 111 (dp
dung chung véi cong van hanh chinh va cac loai van ban khac) dugc trinh bay

nhu sau:

- Tu “Neoi nhdn” dugc trinh bay trén mdt dong riéng (ngang hang voi
dong chir “quyén han, chic vu cua nguoi ky” va sat Ié trai). sau ¢é dau hai

cham, bang chit in thuong. c& chir 12. ki¢u chir nghiéng, dam.

- Phan liét ké cic co quan. to chire. don vi va ca nhan nhan van ban dugce
trinh bay bang chir in thuong, ¢& chir 11. kiéu chir dung: tén mdi co quan, to
chtrc, don vi va ¢4 nhan hodic mdi nhoém co quan, td chtre, don vi nhan vén ban
duogc trinh bay trén mot dong riéng. dau dong ¢6 gach dau dong sat 1@ trai, cudi
dong ¢6 diu cham phay (:): riéng dong cudi ciung bao gém chir “Luu” sau 6

dau hai cham (:), tiép theo la chir viét tat “VT” (Van thu co quan, don vi), ddu
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phéy (.), chir viét tit tén don vi (hodc b phan) soan thdo vin béan, ky hiéu nguoi

danh mdy va so luong ban phat hanh (néu céan), cudi cung la dau cham (.).
DPieu 18. Cac thanh phan khic
1. Dau chi muc do mat

Viée xac dinh va dong diu chi do mat (tuyét mat, t61 mat hodc mat), dau
tai liéu thu hoi ddi voi van ban ¢o ndi dung bi mét nha nude duge thyuce hién theo
quy dinh hién hanh. Con ddu cac do mat (“TUYET MAT”, “TOI MAT” hoic
“MAT”) va ddu thu hdi dugc khic sdn theo quy dinh tai Thong tu sd

24/2020/TT-BCA ngay 10 thane 03 ndam 2020 ban hanh biéu miu st dung trong
cong tac bao v¢ bi mdt nha nu i dinh 50 26/2020/ND-CP ngay 28 thang
02 nam 2020 ctua Chinh phu ¢ linl | tict mot so diéu cua luat Bao vé bi mat
nha nudce vé bi mat Nha nu Déu do MAI dugc dong vao 0 sd 10a, déu thu

hdi duoc dong vao 6 $d 11, so dd 3.1, Phuy luc 111.
2. Déu chi muirc do “KHAN™

Khi soan thao van ban co tinh chat khan, don vi hodc ¢4 nhin soan théo
vin ban dé xuét mtc do khan trinh nguoi ky van ban quyét dinh. Tuy theo mirc
do can dugce chuyén phat nhanh, van ban dugc xac dinh dd khén theo cac mirc
sau: hoa toc, thugng khan, khan.

Con déu cac mirc do khan duoc khic sdn hinh chit nhét ¢6 kich thude 30
mm x 8§ mm, 40 mm x 8 mm va 20 mm x § mm, trén do cac tir “HOA TOC?,
“THUQONG KHAN” va “KHAN?", trinh bay bang chit in hoa, phong chit Times
New Roman, ¢& chit tir 13 dén 14. kiéu chir ding. dam va dat can déi trong
khung hinh chit nhét vién don. Muc dé déng ddu chi mirc do khin dung mau do

tuoi. Dau do khan dugce dong vao 6 s6 10b. so do6 3.1, Phu luc 111
3. Cac chi dan vé pham vi luu hanh

Pdi v6i nhitng van ban co pham vi. di tuong duge phd bién, sir dung han
ché, su dung chi dan vé cac pham vi luu hanh nhu “TRA LAI SAU KHI HQP
(HOI NGHI)”, “XEM XONG TRA LAI", “LUU HANH NOI BO”. C4c chi dan
vé pham vi luu hanh trinh bay trong mot khung hinh chir nhét vién don, bang
chir in hoa, phong chitr Times New Roman, ¢& chir tir 13 dén 14, kiéu chit ding,
dam, duoc trinh bay tai 6 s6 11 so dd 3.1, Phu luc I11.
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4. D&i v6i cong van, ngoai cac thanh phan duge quy dinh “co thé” bd
sung dia chi co quan, td chtre: dia chi thu dién tir (E-mail); s dién thoai, s6
Telex, sd Fax; dia chi trang thong tin di¢n tr (Website), dugc trinh bay tai 6 sO
13 so d6 3.1, Phu luc 111 bang chir in thuong, ¢& chir tir 11 dén 12, kiéu chir
ding, dudi mot duong ke nét lién kéo dai hét chiéu ngang cta ving trinh bay
van ban.

5. D6i v6i nhitng van ban can duoc quan Iy chit ché vé s6 lugng ban phat
hanh phai ¢6 ky hi¢u nguoi danh may va sO luong ban phat hanh. Ky hiéu sir
dung chit in hoa. sé luong ban bang chir s6 A Rap. ¢& chir 11, kiéu chit ding,

duoc trinh bay tai 6 s0 9¢ so do 3.1. Phu luc I11.

6. Phu luc

- Truong hop van ban ¢6 Phu luc kem theo thi trong van ban phai ¢6 chi
dan vé Phu luc d6. Van ban ¢o tir hai Phu luc trd [én thi cac Phu luc phai dugc
danh so6 thi ty bang chur so LLa Ma.

- Tt “Phu luc” va s6 tha tu cua Phu luc dugce trinh bay thanh mdt dong
riéng, canh gitra, bang chir in thuong. ¢d chir 14, kiéu chir dimg, ddm: tén Phy
luc (néu ¢o) dugce trinh bay canh gitra. bang chir in hoa, ¢o chtr tor 13 dén 14,
kiéu chir ding, dam.

- Thong tin chi dan kém theo van ban trén mdi Phu luc dugc ban hanh bao
gom: s0, ky hi¢u véan ban, thoi gian ban hianh van ban va tén co quan, to chirc
ban hanh vin ban. Thong tin chi dan kém theo van ban dugc canh gilra phia
dudi tén cua Phu luc. ch@r in thuong. ¢& chir tr 13 dén 14, ki¢u chit nghiéng,
cung phong chit voil nd1 dung van ban. mau den.

Thong tin chi dan kém theo van ban trén moi phu luc (Kém theo van ban
$O .../ ...~... ngdy .... thang ....nam ....) dugc ghi day du doi véi van ban giay: doi

véi van ban dién tir, khong phai dién thong tin tai cac vi tri nay.

- D6i véi Phu luc ciing tép tin vai ndi dung van ban di¢n tir, Van thu co

quan chi thuc hién ky so vin ban va khong thuc hién ky so 1én Phu luc.

DP6i v6i Phu luc khong cung tép tin voi ndi dung van ban dién tu, Van thu

co quan thuc hién ky s6 ctia co quan. 6 chirc trén timg tép tin kém theo, cu thé:

Vi tri: Goc trén, bén phai. trang dau cua moi tép tin.
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Hinh anh chir ky s6 cta co quan. o chire: Khong hién thi.

Thong tin: s6 va ky hi¢u van ban: thoi gian ky (ngdy thang nam; gio phut
gifly; mui gio Viét Nam theo tiéu chuan ISO 8601) duge trinh bay bing phong
chit Times New Roman, chtr in thuong. kiéu chix ding. ¢ chir 10, mau den.

-SH trang cua Phu lyc dugce danh 3O riéng theo tirg Phu luc.

7. Quy ché, Quy dinh ban hanh kém theo Quyét dinh (ban gidy):

Pbi v6i cac Quyét dinh ban hanh cic van ban khiac (Quy ché, Quy
dinh,...). ngudi co thdm quyén chi ky Quyét dinh, khong ky céc vin ban kém
theo. C4c vin ban kém theo duge dong diu treo va diu giap lai, Két thic van
ban bang dau chdm hét (./.). (phu luc V).

8. SH trang van ban

Van ban c6 hai trang tro 1én thi phai danh sb trang bang chir s6 A-Rép. S6
trang vin ban duge danh tir s6 1. bang chit s& A Rap. ¢ chir 13 dén 14, kiéu chit
ding, dugc dat canh gitra theo chidu ngang trong phan I¢ trén clia van bén,
khong hién thi sé trang thir nhat. S6 trang cua Phu luc duge dénh s riéng theo
ting Phu luc.

Chuong I11
THE THUC VA KY THUAT TRINH BAY BAN SAO
Piéu 19. Thé thiic sao viin bin

1. Hinh thte sao bao gdm “SAO Y™, “TRICH SAO” hogc “SAO LUC”.

2. Tén co quan, td chlre sao van ban la tén cua co quan, don vi thuc hién
viéc sao van ban.

3. S8, ky hiéu ban sao bao gom s6 thir ty dang ky duge danh chung cho
céc loai ban sao do co quan, to chirc thuc hién va chir viét tit tén loai ban sao
theo Bang chir viét tit tén loai van ban va ban sao kém theo tai (Phuy luc II). SH
dugc ghi bang chit s A-Rap. bit diu tr s6 01 vao ngay 01 thang 01 ctia nam va
két thiic vao ngay 31 thang 12 cta nim.

4. Céc thanh phin thé thire khic ctia ban sao van ban gom dia danh va
ngay, thang, nam sao: quyén han. chire vu. ho tén va chir ky cua nguoi co tham
quyén; ddu cia co quan, t6 chiic sao van ban va noi nhdn duge thyc hién theo
hudng dan tai Diéu 11, 13. 14 va 15. Chuong 2 tai Quy dinh nay.




=13

5. Tiéu chuan cua van ban so hoa

a) Dinh dang Portable Document Format (.pdf), phién ban 1.4 tr¢ 1én.

b) Anh mau.

¢) D phan giai to1 thicu: 200dpi.

d) Ty I¢ s6 hoa: 100%.

¢) Hinh thtrc chir ky s cua co quan, to chire trén ban sao dinh dang dién
i o

- Vi tri: Goc trén. bén phai. trang diu cua van ban, dugc trinh bay tai 6 s6
14 so do 3.1, Phu luc 1.

- Hinh anh chir ky s6 cua co quan, to chire: Khong hién thi.

- Thong tin: Hinh thic sao. tén co quan. to chire sao van ban, thoi gian ky
(ngay thang nam: gio phat gidy: mui gio Viét Nam theo tiéu chuan I1SO 8601)
duogc trinh bay bang phong cht Times New Roman, chir in thuong, kiéu chir
dimg. ¢o chir 10, mau den.

Pieu 20. K¥ thuit trinh bay ban sao

1. Vi tri trinh bay.

Céc thanh phan thé thirc ban sao dugc trinh bay trén cung mat trang giay,
ngay sau phan cuoi cing cua van ban cin sao dugc photocopy. dudi mot duong
ké nét lién, kéo dai hét chiéu ngang cua vung trinh bay van ban.

Vi tri trinh bay cac thanh phan thé thire ban sao trén trang gidy kho A4
dugc thuc hién theo So do bo tri cac thanh phan thé thire ban sao van ban dugc
trinh bay tai so do 3.2, Phu luc 11 tai Quy dinh nay.

2. K¥ thuat trinh bay ban sao

a) Hinh thurc sao:
Cum tlr “SAO Y™, “TRICH SAO™ va “SAO LUC” dugc trinh bay b'fmg chir in

hoa, c& chir tir 13 dén 14, kiéu chir dimg. dam.
b) Cac thanh phan thé thirc khac cua ban sao gom (so dd 3.2, Phu luc I1I).
- Tén co quan, to chirc sao van ban (6 s6 2);

- S0. ky hi¢u ban sao (6 s6 3):
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- Dia danh va ngay. thang. nam sao (6 s0 4);
- Chire vu. ho tén va chir ky cua ngudi ¢6 tham quyén (6 s0: Sa, 5b va Sc);
- Déu ctia co quan. to chirc sao van ban (6 s6 6);

- Noi nhan (6 s6 7).

Chwong 1V
TO CHUC THUC HIEN

Piéu 21. Trach nhiém thuc hién

TAt ca can bd, cong nhin vién Co quan quan ly. diéu hanh Cong ty; cac
phong ban, don vi truc thude Cong ty co trach nhiém thuc hién nghiém tic quy
dinh vé thé thire va k§ thudt trinh bay vian ban dugc quy dinh tai Quy dinh nay.

Pidu 22. Can ctr Quy dinh nay. cdc phong ban, don vi tryc thue Cong ty
chi dao cong tac soan thdo va ban hanh van ban theo dung thé thtre, k§ thuat
trinh bay va mau cac loai van ban dugc quy dinh tai Quy dinh nay.

Vin phong Cong ty ¢6 tréch nhiém huéng dan, to chie kiém tra viée thuc
hién Quy dinh nay tai Co quan Cong ty va cac phong ban, don vi true thudc
Cong ty.

Pidu 23. Viée stra doi. bo sung Quy dinh nay do Thu truong don vi Vin

phong Cong ty dé xuét. trinh Giam ddc Cong ty xem xét, phé duyét./.




Phu luc I
TEN VIET TAT

Stt Tén cong ty va cic phong Chir viét tat
1 | Cong ty ¢o phan Than Vang Danh - Vinacomin TVD/Vinacomin
2 | Phan xuong khai thac than him 10 6 1 ' KT1
3 | Phan xudng khai thac than ham 10 s6 2 KT2
4 | Phan xuong khai théc than him 106 3 KT3
5 | Phan xuong khai thac than ham 10 s6 4 KT4
6 | Phan xuong khai thac than ham osé5 KT5
7 | Phan xudng khai thac than him 10 56 6 KT6
8 | Phan xudng khai thac than ham 10 56 7 KT7
9 | Phan xuong khai théc than ham 10 s6 8 KT8
10 | Phan xudng khai thac than ham 10 s6 9 KT9
11 | Phan xuong khai thac than him 10 s6 10 - KT10
12 | Phan xudng khai thac than ham 10 s6 11 KT11
13 | Phan xuong khai thac than ham 10 s6 12 KT12
14 | Phan xuong khai théc than him 16 s 13 KT13
15 | Phan xudng khai thac than ham 1o s 14 KT14
16 | Phan xuong khai thac than him 10 s6 15 KT15
17 | Phan xuong khai thac than ham 10 s6 16 KT16
I8 | Phan xuong dao losé 1 K1
19 | Phan xudng dao 10 6 2 - K2
20 | Phan xuong dao 1063 K3
21 | Phan xuong dao 1065 K5
22 | Phan xuong dao 10s6 6 K6
23 | Phan xudng dao 1o s6 7 - K7
24 | Phan xuong dao 10s69 K9
25 | Phan xuong dao los6 11 K11
26 | Phan xuong dao 10 s6 12 K12
27 | Phan xuong dao 1056 13 ) K13
28 | Phan xudng Van tai 1o - VTL
29 | Phan xudng Van tai Giéng Vang Danh VTGI1
30 | Phan xuong van tai Giéng Canh Ga VTG2
31 | Phan xuang Tuyén Than - TT

32 | Phan xuong tuyén Vang Danh 2 . TVD2
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33 | Phan Xuong Thong gi6-Do khi mo TG
34 | Phan xuong Co gidi va Xay dung CG-XD
35 | Phan xudng Co dién Io CbL
36 | Phan xuong Dién - Dién
37 | Phan xudng Doi song B DS
38 | Phan xudng Phuc vu B PV
39 | Phong Diéu khién san xudt - PK
40 | Phong Ky thudt cong nghé mo KCM
41 | Phong K§¥ thudt An toan va BHIL.D AT
42 | Phong Co dién.Van tai Ccv
43 | Phong Tric dia. Dia chét - D
44 | Phong Dau tu. Mi truong DPTM
45 | Phong KCS va tiéu thu KCS
46 | Vin phong P
' 47 | Phong To chirc —Lao dong tién lromg TCLD

48 | Phong Ké hoach va Quan iri chi phi KH
49 | Phong Vit tu - VT
50 | Phong Ké toan. thong ké. tai chinh KT
51 | Phong Kiém soat noi bo va Bao vé o KB
52 | Phong K¥ thuat tuyén khodng TK




Phu luc 11

TEN LOAI VAN BAN, BAN SAO VIET TAT

Stt Tén loai van bin Chir viét tat
I. | Van ban hanh chinh:

I | Nghi quyét lién tich o NQLT
2 | Nghi quyél (Hoi dong quan tl'i)_ _ NQ
3 | Quyét dinh (Cé bict) Qb
4 | Chi thi (ca biét) CT

5 | Théng béo TB

6 | Chuong trinh CTr
7 | Ké hoach KH
8 | Phuong an PA

9 | Béo cho BC
10 | Bién ban - BB
IT | To trinh o TTr
12 | Cong vin TVD-Ky hiéu don vi
13 | Péan - PA
14 | Du an DA
IS5 | Hop df’)ng HD
16 | Quy dinh Qyb
17 | Quy ché QC
18 [ Quy ché phdi hop QCPH
19| Ban ghi nh¢ BTT
20 | Ban thoa thudn ' CN
21 | Giay ty nhiém UN
22 Giz‘iy uy quyén . ) GUQ
23 | Giay moi GM
24 | Giay gié6i thiéu GGT
25 | Gidy di duong ' pb
26 | Gidy bién nhan ho so BN
27 | Giay nghi phép GNP
28 PG

Phiéu gui
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29 | Phiéu chuyén i
30 | Phiéu bao "B
IL. | Ban sao van ban:

I |Bansaoy - SY
2 | Ban trich sao L.
3 Ban sao luc Sk




Phu luc I

So dd 3.1. So db bd tri thanh phin thé thirc viin bin (Trén kho gidy A4)

Al

30-35mm

20-25 mm (11) chi dan vé (14) Chir ky s6 cua
nham vi v hanh han san VRAT
(15); (2) Tén co quan, to (1) Quédc hiéu va tiéu nglr
rhite han hanh vin han-
(3) 6 va ki hiéu ban hanh vén ban (4) Bia danh va ngay thang ban
hanh vin han

(5b) Trich yéu noi dung (5a) Tén loai van ban

cdng van hanh chinh

(10a) Dau chi mirc do mat (9a) Kinh guri:

(10b) D4u chi

mre d6 khan (12) DAu chidan

VA div than van

15-20 mm

(6) Noi dung van ban

(7a) Chirc vy, quyén han cla
nguoi ky

(9b)

clia co

(8) du > (7b) Chit ky

(9¢) Ky hiéu nguoi
danh may

auan

(7c) Ho va tén cla ngudi ky

(13) bia chi co quan, to chirc, dia chi E - Mail, dia chi Webstite, s6 dién thoai, s6
Telex, s6 Fax (néu can)

'\
20-25 mm




0 s Thanh phén thé thirc vin ban
1 Qudc hiéu va tiéu ngir
2 Tén co quan, té) chirc ban hanh van ban
3 S6, ky hi¢u ctia viin ban
-+ Dia danh va ngay, thang, ndm ban hfll-lh van ban
S5a Tén loai va trich yéu noi dung vin ban
5b Trich yéu ndi dung cong van
6 No6i dung vin ban
7a, Th, Te Q}lyé:l l}an,wchl'f'c vﬂu, h? tél?;vél ch_tr ky .,Cﬂa, n%udi ¢4 tham quyén. Muc 7c¢
¢6 thé 1a chir ky trén ban giay hodc chir ky so.
8 DAu cuia co quan, to chire (ddu thuong trén ban gidy hodc déu s6 hoa cla
vin ban di¢n tu)
9a Kinh gui |
9b Noi nhan
9¢ Ky hiéu nguoi danh méay va s6 lugng ban phat hanh
10a Déu chi mtrc do mét i
10b Déu chi mtrc do khan
11 Déu thu hdi va chi dan vélphe_lm vi lru hanh
12 Chi din v¢ du thao vin ban
13 D’i_a chi co quan, td chuc: dia chi E-mail; dia chi Website; sb dién thoai,
sO Fax
14 Chit ky s6 cua ban sao vin ban di¢n ti _
15 Logo (in chim dudi tén co quan, td chire ban hanh vin ban)
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So d6 3.2. B4 tri thanh phin thé thire bin sao viin ban (Trén kho gidy A4)

A4 20-25mm

15-20 mm

PHAN cUOI CUNG CUA VAN DU'QC SAO
30-35mm
> ; : <

3 4
5a

7 5¢

(6)
Sh
e 7'y
20-25mm

Chii thich So db 3.2.

B O sb Thanh phén thé thirc ban sao
1 Hinh thirc ;0_ “sao0y’, -“sao luc™ -
2 Tén don vi sao van bz"m- o
3 S4, ky hiéu ban sao
4 Dia danh va ngay, thang, nam sao

Sa, 5b, 5¢ | Chtic vu, ho tén va chir ky cua ngudi co tham quyén

6 Dau cla co quan, to chirc

7 Noi nhan




Phu luc IV

VIET HOA TRONG VAN BAN HANH CHINH

1. Viét hoa khi dit ciu

_ Viét hoa chit cai dau am tiét thir nhat ciia mot cau hoan chinh: Sau dau
cham (.); sau dau cham hai (?); sau dau chdm than (!); sau d4u chdm lung (...);
sau dau hai cham (:); sau dau hai chdm trong ngodc kép (: “...”) va khi xubng
dong.

_ Viét hoa chit cai dau am tiét thir nhat ctia ménh d& sau dau chdm phay (;)
va dau phay (,) khi xubng dong.

Vi du:

Can cir Nghi dinh s0 1QS/2018/ND—CP ngay 08 thang 8 nam 2018 cua
Chinh phti ban hanh Diéu 1¢ to chirc va hoat dong cua Tap doan Cong nghiép
Than - Khoang san Viét Nam;

Theo d& nghi ctia Chanh Van phong Tap doan.

2. Viét hoa danh tir riéng chi tén nguoi

1. Tén nguoi Viét Nam

a) Tén thong thuong: \{iét hoa chit cai diu tit ca cac am tiét cta danh tir riéng
chi tén nguoi. Vi du: Nguyen Ai Quoc, Tran Phd,...

b) Tén hiéu, tén goi nhan vat lich str: Viét hoa chir cai dau tAt ca cac Am tiét. Vi
du: Vua Hung, Ba Triéu, Ong Giong, Bac Ho, Cu Ho....

2. Tén ngudi nude ngoai duge phién am chuyén sang tiéng Viét

a) Truong hop phién am sang am Han - Viét: Viét theo quy tdc viét tén ngudi
Viét Nam. Vi du: Kim Nhat Thanh, Mao Trach Dong, Thanh Cat Tu Han,...

b) Trudng hop phién &m khong sang am Han - Viét (phién am truc tiép

sat cach doc ctia nguyén ngit): Viét hoa chir cai diu am tiét thG nhat trong moi
thanh phan. Vi du: Vla-di-mia I-lich Lé-nin, Phri-drich Ang-ghen,...

3. Viét hoa tén dia Iy

- Tén dia ly Viét Nam

+ Tén don vi hanh chinh dugc cAu tao gitra danh tir chung (tinh, thanh phd
truc thudc trung uong; huyén, quan, thi xa, thanh pho thudc tinh, thanh pho
thuoc thanh pho truc thudc trung uong; xa, phuong, thi tran) véi tén riéng cua
don vi hanh chinh dé: Viét hoa chir céi dau cua cac Am tiét tao thanh tén riéng va
khong dung gach noi.

Vi du: thanh phd Ha Long, thanh phé Udng Bi, thanh phf‘) Thai Nguyén,
tinh Hai Duong, phuong Cam Thanh...
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+ Truong hop tén don vi hanh chinh duoc céu tao gitta danh tir chung két
hop véi chit s0, tén nguoi, tén su kién lich su: Viét hoa ca danh tir chung chi don
vi hanh chinh do6.

Vi du: Quan 12, Phuong Dién Bién Phu, Quan Hai Ba Trung...
+ Truong hop viét hoa dic biét: Thu do Ha Noi, Thanh phé H6 Chi Minh.
+ Tén dia ly dugc ciu tao gitia danh tir chung chi dia hinh (song, nui, hd

bién, ctra, bén cau, viing, lach, vam, v.v...) V()'l danh tir riéng (c6 mot &m tiét) trd
thanh tén riéng cua dia danh do: Viét hoa tat ca cac chit cai tao nén dia danh.

‘Vl dq: Vinh Ha Long, Hd Guom, Cua Lo, Viing Tau, Lach Truong, Vam
Co, Cau Giay, ...

Trudng hop danh tir chung chi dia hinh di lién voi danh tr riéng: Khong
viét hoa danh tir chung ma chi viét hoa danh tir riéng. Vi du: bién Ctra Lo, chg
Bén Thanh, song Vam Co, vinh Ha Long,...

+ Tén dia ly chi mot vung, mién, khu vuc nhat dinh dugc céu tao bang tir
chi phuong huong ket hop voi tir chi phuong thire khac: Viét hoa chir cai dau
cua tat ca cac am tiét tao thanh tén goi. Dbi voi tén dia 1y chi vang mién riéng
dugc cdu tao bang tir chi phuong hudng két hop voi danh tir chi dia hinh thi phai
viét hoa céc chit cai dau mdi am tiét.

Vi du: Nam Trung B9, Tay Béc, Bac Bo...
- Tén dia ly nudc ngoai duge phién am chuyén sang tiéng Viét.

+ Tén dia ly da dugc phién dm sang 4m Han - Viét: Viét theo quy tic viét hoa
tén dia 1y Viét Nam. Vi du: Bic Kinh, Binh Nhuong, Phap, Anh,..

+ Tén dia 1y phién am khong sang am Han - Viét (phlen am truc tlep sat
cach doc cua nguyén ngu): Viét hoa theo quy tac viét hoa tén nguoi nude. Vi du:
Mat-xco-va, Men-bon,...

3. Viét hoa tén co quan, to chirc

3.1. Viét hoa chit cai diu cua cac tir, cum tir chi loai hinh co quan, t6
chire, chie nang, linh vuc hoat dong ctia co quan, t6 chuc.

Vi du:
Tap doan Cong nghiép Than - Khodng san Viét Nam; Cong doan Than -
Khoéng san Viét Nam; Trung tam Pidu hanh san xuat tai Quang Ninh; .

Ban Chi dao Trung uong vé Phong chong tham nhiing; Uy ban Trung
uong Mit tran To quoc Viét Nam; Uy ban vé céc van dé xa hoi cua Qudc hi;

Vin phong Chu tich nuée, Vin phong Qudc hdi, Vin phong Uy ban nhén
dan tinh Quang Ninh...

B6 Tai chinh, Bd Khoa hoc va Cong nghé,...

Tong cuc Thué; Tong cuc Hai quan...v
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Cong ty Than Uong Bi — TKV, Cong ty Co phan Tu van Pau tu mo va
Cong nghiép, Vién Khoa hoc Cong nghé mo, Truong Cao dang Than-Khoang
san Viét Nam, Cong ty C6 phan Co khi Mao Khé, Cong ty Than Ha Long, Cong
ty C phan Than Vang Danh,...

3.2. Trudmg hop viét hoa dic biét.
Vi du:

Ban Chip hanh Trung uong Pang Cong san Viét Nam, Van phong Trung
uong Pang, Bo Cong Thuong.

3.3. Tén co quan, to chirc nudc ngoai

- Tén co quan, to chirc nudce ngoai da dich nghia: Viét hoa theo quy tic viét tén
co quan, to chirc cua Viét Nam.

Vi du: Lién hop quéc (UN), T chire Y té thé gici (WHO),...

- Tén co quan, td chirc nude ngoai dugc sur dung trong van ban ¢ dang

viét tt: Viét bang chir in hoa nhu nguyén ngir hoac chuyén tu La-tinh néu
nguyén ngit khong thudc hé La-tinh.

Vi du: WTO, UNDP, UNESCO, ASEAN,...

4. Viét hoa cic truong hgp khac

a) Tén hudn chwong, huy chuwong va cac danh hiéu vinh du

Viét hoa chir cai ddu cla cic 4m tiét cua cac thanh phan tao thanh tén
riéng va cac tur chi thir, hang.

Vi du: Chién sy Thi dua cip Bé Cong Thuong; Chién sy Thi dua cap Tép
doan; Tho mo Vé vang; Anh hiing Lao dong; Huén chuong Sao vang...

b) Tén chirc vu, hoc vi, danh hi¢u

Viét hoa tén chirc vu, hoc vi néu di lién voi tén ngudi cy thé.

Vi du:

- Gio su Tién sy Tran Van T, Tién s§ Nguyén Van M....

- Téng giam doc, Pho Téng giam doc, Gidm dbc, Pho giam déc, Chanh
Vin phong, Pho Chanh Vin phong, Truong phong, Pho Truong phong

¢) Tén cdc ngay lé, ngay ky niém, ngay tét

- Tén céc ngay ky niém: Viét hoa chir cai diu cuia am tiét tao thanh tén goi
ngay ky niém.

Vi du: ngay Quoc khanh 2-9; ngay Quéc té Lao dong 1-5; ngay Phuy nit
Viét Nam 20-10; ngay Luu trir Viét Nam lan thir Nhat...

- Tén cac nam am lich: Viét hoa chir cai diu cua tit ca cic am tiét tao thanh tén
goi. Vi du: Ky Ty, Tan Hoi, Méu Tuat, Mau Than.,...
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- Tén cac ngay tet Viét hoa chir cai diu ctia Am tiét th nhat tao thanh tén goi.
Vi du: tét Nguyén dan, tét Doan ngo, tét Trung thu. Viét hoa chir Tét trong truong hop
thay cho tét Nguyén dan.

- Tén céac ngay trong tuan va thang trong nam: Viét hoa chir cai dau cla
am tiét chi ngay va thang trong truong hop khong dung chir $6. Vi du: thir Hai,
thtr Tu, thang Nam, thang Tam,...

d) Tén cac logi van ban

Viét hoa chit cai dau cua tén loai van ban va chir cai dau ctia 4m tiét tha
nhat tao thanh tén riéng cia vin ban trong trudng hop noi dén mot van ban cu
theé,

Vi du: B luat Lao dong; Luat Luu tra;

Truong hop vién dan cac diéu, khoan, diém cia mot van ban cu thé thi
viét hoa chit cai ddu cua diéu, khoan, diém.

Vi du:

- Can ct Diéu 10 cua Bo luat Lao dong...

- Can ct Diém a, Khoan 2, Diéu 20 cua Luét Luu tri...

d) Danh tir thugc truong hop ddc biét: Nhan dan, Nha nudc.
e) Tén cdc su kién lich sir va cac trieu dai:

Viét hoa chir cai dau cua cac am tiét tao thanh su kién va tén sy kién, trong
truong hop co cac con s6 chi mdc thoi gian thi ghi bing chir va viét hoa chir do.

Vi du: Triéu Ly, Triéu Tran, Phong trao X6 viét Nghé¢ Tinh, Cach mang thang
Tam,...

f) Tén cdc tac pham, sdach bao, tap chi:
Viét hoa chir cai dau ctia am tiét thi nhat tao thanh tén tac pham, sach bao.

Vi du: tir dién Bach khoa toan thu, tap chi Cong san,...
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Phu luc V
MAU TRINH BAY VAN BAN VA BAN SAO VAN BAN

1. MAU CAC LOAI VAN BAN HANH CHINH CA BIET
a) Nghi quyét lién tich;

b) Nghi quyét (Hoi dong quan tri):

) Quyét dinh (ctia Hoi dong quan tri)

d) Quyét dinh (cta Chu tich Hoi dong quan tri)

) Quyét dinh (quy dinh truc tiép)

e) Quyét dinh (ban hanh hoic phé duyét mét van ban khac);
f) Chi thi.

2. MAU CAC LOAI VAN BAN HANH CHINH THONG THUONG
a) Mau cong vin hanh chinh ctia Cong ty (cac loai);

b) To trinh:

¢) Bdo cdo (cac loai):

d) Thong bao (céc loai):

d) Bién ban (cac loai):

e) Cac loai Gidy:

f) Cac loai Phiéu:

3. MAU TRINH BAY BAN SAO VAN BAN

a) Ban sao sang dinh dang gidy

b) Ban sao sang dinh dang dién tu

4. MAU VE QUAN LY VAN BAN

a) SO dang ky van ban di.

b) S6 gtri van ban di buu dién.

¢) SO str dung ban luu.

d) Mau dau dén.
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e) S6 dang ky vin ban dén.
f) Phiéu giai quyét vin ban dén.
) S6 theo dai giai quyét vian ban dén.

h) MAu bi thu giri van ban di.




(¥
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Maiu 1. CONG VAN HANH CHINH

[ 12-13in hoa, dirng, dam J ‘ 13 in hoa, dirng, khdng ddm \ 12-13 in hoa, dirng, ddm | l 13-14 in thuérng, dirng, ddm

. ; : v oo .
TAP POAN CN THAN-KS NIETNAM  CONG HOA XA HQI CHU NGHIA VIET NAM

CONG TY CO PHAN Poc ldp - Ty do - Hanh phic
THAN VANG DAN H-VINACOMIN
o el LT Udng Bi, ngay  thang  nam 2021
Sé: /TVD-VP 1

[ 13-14 in thurirng, nghiéng I Gach lign = dong trén
NIV S o o _ _#J

12-13 in thuérng, dirng } F s -
Kinh gui:
U : (chdm phay)
14 in thuérng, d(rngJ—b ] k ( A A
l . RS B R A PR ; (cham phay)
R S S s B PR R RN (chédm, két thic)
.......................................... MNOL QUAE ... ovosssammmmnisersusnassssanmrensons

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

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

[ 13-141n hoa, dimg, d3m | TL. GIAM POC
o ' CHANH VAN PHONG

Noi nhin: 4._1[_ 12 in thwérng, nghiéng, dam ‘

- Nhur trén; (Chit ky, dau Cong ty)
. ) (_.l 11 in thuérng, dirng; Khodng cach cic dong bang Opt J
- Luu: VT,

13-14 in thuérng, dirng, dam }—»Nguyén Vin A




A4 Miu 2. QUYET DINH

12-13in hoa, dirng, dam 13in hoa, dirng, khéng dam 12-13 in hoa, dirng, dim 13-14iin thudng, dirng, dam |

N !

TAP DPQAN CN THAN-KS VIET NAM CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1dp - Ty do - Hanh phic

CONG TY CO PHAN

THAN VANG DANH-VINACOMIN
Y

S6: I /QD-TVD

Gach lién = 1/3 tén Co quan

‘ong Bi, ngav  thang  nam 2024

Gach lién = dong trén
13-14 in thuéng, nghiéng

14 in thuérng, dirng, dam

l QUYET PINH <«—  14inhoa, dimg, dim

V8 VIBCur et eeee et

i Gach lién = 1/2 tén tiéu dé / 13-14in hoa, dirng, dam
GIAM POC CONG TY CP THAN VANG DANH-VINACOMIN

13-14 in thwirng, nghiéng

Can cir diéu 1¢ to chire va hoat dong cua €ong tv CPThan Vang Danh-

vinacomin;

LB O wvinresncinani susinissaws s e, (GO OGS, phely)

Theo dé nghj U ... s vvsvsvivn s ssians vsnssvsssnssen (AU ChAm, ket thitc).

13-14 in hoa, dirng, ddm

132810, ding aam QUYET PINH:
l ' 13-14 in thwirng, dirng
Pieu 1. (NOidung) ...............ooeinnnn. /
Dieu 2- ............................................................. i 13-14in hoa, dirng,dém__l

PICU 3. o /f
i g KT. GIAM POC

12 in thuerng, nghiéng, dam 13-14 in thuang,

: o PHO GIAM DOC

Noi nhén: (Chir k¥, ddu )

- Nhu Biéu....... 11 in thwirng, dirng; Khoang
cach cac dong bing Opt O
- Luu: VT, TCNS (...) Lé Van A
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A4 Miu 3. MAU CONG VAN NOQI BQ CONG TY

12-13 in hoa, dirng, |
khéng dam

| 13-14in hoa, 13 in hoa, dirng, khong dam 12-13in hoa, dirng, ddm ’713—14Inthvb'ng,dt?ng,aﬁm '

| dirng, dam | l

Déc 1ap - Tw do - Hanh phuc

—
Gach lign =
1/3 tén BV

S6: ITVD-VP Udng Bi, ngay thang |nam 2021

NN s T
13-14 in thuirng, nghiéng | | Gach lign = dong trén

[ 12 in thudrng, dirng .
- ' Kinh gui:

{ 14 in thuorng, dirng ' Nl Ry ol e b K S Gl e 5

s s e
(NOi dung)
............................ L
- CHANH VAN PHONG
Noi nh(iﬂ.' ¢ _ 12 in thuérng, nghiéng, dam | \

- Nhu trén: __13-14 in hoa, dirng, dgm ‘

_ . | (Chitky) as

<— 11inthuing, dirng; Khodng ‘ 13-14 in thuwérng, dirng, dam ‘

A et : cach cac done bine Oot
- Luu: VT,.. . /

Nguyén Viin A
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I. MAU CAC LOAI VAN BAN HANH CHINH CA BIET

Maiu s6 4. NGHI QUYET LIEN TICH

TAP POAN CN THAN-KS VIET NAM CONG HOA XA HQI CHU NGHIA VIET NAM
CONG TY CO PHAN Dic lip - Tw do - Hanh phiic
THAN VANG DANH-VINACOMIN

56:  /NQLI-TVD Uédng Bi, ngay .... thang .... nam 2024

NGHI QUYET LIEN TICH

GIAM POC VA BAN CHAP HANH CONG POAN CONG TY

........................ T
....... .{Ch.!}'.k};.’do’ngda'u)..
............................................................................ ;"f.
TM. BCH CONG POAN CONG TY GIAM POC
CHU TICH (Chir ky, dong ddu)
Ho va tén nguoi ky Ho va tén nguoi ky

Nei nhéin:

- Nhu diéu. . .;

- Luu: VT, (3)...(4).

Chit giai:

1. Trich yéu ngi dung ciia NOLT

2. Néi dung chinh cua NOLT.

3.Chi¥ viét tdt tén don vi soan thao van ban va s6 liromg ban lru (néu can).

4.Ky hiéu nguoi danh may, so lheong ban phat hanh (néu can).




Miu sé 5: NGHI QUYET (HQI PONG QUAN TRI)

TAP DPOAN CN THAN-KS VIET NAM CONG HOA XA HQI CHU NGHIA VIET NAM
CONG TY CO PHAN Djc 1ap - Ty do -Hanh phiie
THAN VANG DANH-VINACOMIN

SH: /NQ-HPbQT Udng Bi, ngay thang ndm 202...

‘ NGHI QUYET
VAR . s (1)......

,. HOI PONG QUAN TRI
CONG TY CP THAN VANG DANH-VINACOMIN

QUYET NGHI:
IO L. oot e 1 e
A R e er S S p————
e S ——————— /.

N TM.HOI PONG QUAN TRI
- Nhu Biéu 3: ¥ .

CHU TICH
- Luu: VT,(3). (4) )
(Chit ky, déng ddu)

Ho va tén nguoi ky

Ghi chui:

Trich yéu néi dung nghi quyél

Co so phdp Iy dé ban hanh an ban

Noi dung ¢ 1inh cua nghi qnve

Chir viét (it cua don vi soan thao va 5O  lweong ban leu (néu ccm}

Ky hiéu ngudi soan thao van ban va so § liong ban phat himh néu can.

N N




Q

MAu s6 6: QUYET PINH (HOI PONG QUAN TRI)

TAP DOAN CN THAN-KS VIETNAM ~ CONG HOA XA HOI CHU NGHIA VIET NAM

CONG TY CO PHAN Doc 1ap - Ty do -Hanh phiic
THAN VANG DANH-VINACOMIN

S6: /QD-TVD Uong Bi, ngay  thang ndm ... ....

‘ QUYET PINH
VEVIGC oo, (1)......

) HOI DPONG QUAN TRI
CONG TY CP THAN VANG DANH-VINACOMIN

QUYET DINH:

Pibul ..o S
DU 2. oo
DU 3. J;

Noi nhin: . X 2 . .
- Nhu Diéu 3; 'M.HOI DONG QUAN TRI

CHU TICH
S L Y T s )

(Chit ky, dong ddu)

Ho va tén nguoi ky

Ghi chu:

1. Trich yéu néi dung quyét dinh

2. Co & phap Iy dé ban hanh vin ban

3. Néi dung chinh ctia quyét dinh

4. Chir viét tat cta don vi soan thio va sd luong ban luu (néu cén)

5. Ky hiéu ngudi soan thao viin ban va s6 luong ban phat hanh néu can.




Miu s6 7: QUYET DINH (ciia Chii tich Hji ddng quan tri)

(Ban hanh hodic phé duyét mgt van ban khdac kém theo)

TAP DOAN CN THAN-KS VIETNAM ~ CONG HOA XA HOI CHU NGHIA VIET NAM
CONG TY CO PHAN Poc lap - Tw do -Hanh phiic
THAN VANG DANH-VINACOMIN

S6: /QD-TVD Udng Bi, ngay thang nam ... ...
QUYET PINH
Ban hanh(phé duyét) .............c.oee 8 1y —

,. ~ HQIDONG QUAN TRI
CONG TY CO PHAN THAN VANG DANH-VINACOMIN

CON CUE v oot e e e e e e e

QUYI' FDlNll
DIAU L. oo ' Ve o
BHBIL ... . o covcsn s ramp s nm ne o a0 S5 S A Y S a0 s ST B Y R AR
e T /.

Noi nhin: . - . <
b Bt A TM.HOQI PONG QUAN TRI

B i o ) CHU TICH
RV ()i :

(Chit ky, dong dau)

Ho va tén nguoi Ky

Ghi chii:

Trich yéu nji dung quyvét dinh

Co so phap Iy dé ban hanh van ban

Néi dung chinh cua qu) ¢t dinh

Chir viét (it ciia don vi soan thao va su lwong ban leu (néu can)

K¥ hiéu ngwoi soan thao vén ban va so luong ban phat héanh néu can.

Uk b b~




MAu s6 8. QUYET PINH CUA GIAM POC CONG TY

TAP DOAN CN THAN-KS VIET NAM CONG HOA XA HQI CHU NGHIA VIET NAM
CONG TY CO PHAN Doc lip - Ty do - Hanh phic
THAN VANG DANH-VINACOMIN
S6: /QD-TVD Uong Bi, ngay..... thang..... nam 2024

QUYET PINH
L —— Bl e,

GIAM DOC CONG TY CP THAN VANG DANH-VINACOMIN

ST R TR BEE oo s S TS

QUYET PINH:

Noi nhin:
- Nhu Dicu 3;

= Laru: VT,.. (‘-” . (5 14 ((_7“7' k_f‘. d‘dn‘g cf(}:”)

GIAM POC

Ho va tén nguoi ky

£ amy
Chu giai:

Trich yéu ngi dung quyét dinh.

C'n co, co so phdp Iy ban hanh quyvét dinh,

Noi dung chinh cua quyet dinh.

Chir viét tat tén don vi soan thao van ban va sé liwong ban lew (néu can).

e

Ky hiéu nguwoi danh may, s6 luong ban phet hanh (néu can).

5--'(




Miu s6 9. QUYET DPINH (V¢ viée: Ning béc luwong)

TAP DOAN CN THAN -KS VIET NAM CONG HOA XA HOI CHU NGHIA VIET NAM
CONG TY CO PHAN DPoc lap - Tu do - Hanh phic
THAN VANG DANH-VINACOMIN
86: QD-TVD Udng Bi, ngay ...thang ...nam 2024
QUYET PINH

V& viéc ning béc lwong cho nguoi lao dong nim 2024

GIAM POC CONG TY CP THAN VANG DANH-VINACOMIN

Can ctr Diéu 1¢ 16 chire va hoat dong cia Cong ty CP Than Vang Danh-
Vinacomin,
Theo d8 RERTGIE v i nmnssms s e sswmmnmism s s
QUYET PINH:

Piéu 1. Nang béc luong cho Ong/Ba..... chic vu. don vi/phong...., Cong ty CP Than

Vang Danh-Vinacomin.

- Mitre luong cii: .... dong/thing (Béc.... ).
- Mtrc luvong moi: .... dong/thang (Béc.... ).

- Thoi gian huéng luong mai: Ké tir ngay .../.../2021.
Piéu 2. Ong/Ba..... va cic Ong Chanh Van phong, Truong phong TCLD, .... Cong ty
chiu trach nhiém thi hanh Quyét dinh nay./.

Noi nhin: r 5
- Nhu Diéu 2 (e-copy): GIAM POC

- Luu: VT, TCLD (...). e i o .
Lo VL TELR ) (Chit ky, dong dau)

Ho va tén nguoi Ky




MAu s6 10. QUYET DINH (Vé viée: khen thudng)

TAP POAN CN THAN — KS VIET NAM CONG HOA XA HOI CHU NGHIA VIET NAM
CONG TY CO PHAN Doc ldp - Ty do - Hanh phiic
THAN VANG DANH-VINACOMIN
Sé: /QDB-TVD Uong Bi, ngay .... thang.....nam 202..

QUYET DINH

Ve viéc khen thuwong cian by, nhian vién nim 2024

GIAM POC CONG TY CP THAN VANG DANH-VINACOMIN

Can cw Diéu 1¢ 1o chire va hoat dong cua Cong tv CP Than Vang Danh-
Vinacomin;
Can cie Quy ché Thi dua, kKRen tREong ... .o s ssssus ssasnssssnsssy

Theo dé nghi Cld ... ..........c. oo i iee e e et e e e e e e

QUYET PINH:
Piédu 1. Tang Bing khen. kém theo tién thudng...ddng cho.... d ¢d thanh tich
dong gbp trong ... (co danh sich kem theo).
Diéu 2. SO tién thuong trén trich tir Quy khen thuong cua Cong ty.

Pieu 3. Chanh Vian phong. Truong cic phong ban. don vi .... va cac Ong/Ba co
tén tai Dicu 1 chiu trach nhi¢m thi hanh Quy¢t dinh nay./.

Noi nhin: B £
- Nhu Diéu 3(e-copy): GIAM POC

=LEN L o Gl (Chit /ﬂ' dd}?g da”"u)

Ho va tén nguoi ky




Miu s6 11. QUYET PINH CUA CONG TY

(Ban hanh hodc phé duyét mot van ban khdac kem theo)

TAP DOAN CN THAN-KS VIET NAM CONG HOA XA HQI CHU NGHIA VIET NAM
CONG TY CO PHAN Doc lap - Tw do - Hanh phuc

THAN VANG DANH-VINACOMIN

p Bl Ubng Bi, ngay....thang....nam 2025
So: /QDB-TVD

QUYET PINH

Ban hanh Quy dinh ..... [ )

GIAM POC CONG TY CP THAN VANG DANH-VINACOMIN

Theo de nghi ClA .. i s s vonwimann (B ossssnsvsmnarsssn susassinsn sussnsonses zas sss sas

QUYET DINH:

Noi nhin . =
- Nhu Biéu 3: GIAM POC

- Luu: VT.,...(5)... (6) (Chit ky, déng ddu)
Ho va tén nguoi ky

Chi gii:

b

. Tén quy dinh.

ta

. Co s¢ phap Iy dé ban hanh quyét dinh.

. Xét dé nghi cuia dom vi soan thao, tai van ban so...ngay.. thang... nam...vé viéc...

W

Néi dung cua quyét dinh.

 ChiF viét tét tén don vi soan thao van ban va so luong ban heu (néu can).

tn

6. Ky hiéu nguoi danh mdy, so lugng ban phat hanh (néu can).
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MAu s6 12. QUY CHE (HPQT-ban hianh kém theo quyét dinh)

TAP POAN CN THAN-KS VIET NAM CONG HOA XA HOI CHU NGHIA VIET NAM
CONG TY CO PHAN Doc lap - Ty do - Hanh phic
THAN VANG DANH-VINCOMIN

QUY CHE

W s e (1) eeeeeeeeeeerenaneens .
(Ban hanh kém theo Quyvét dinh sé .../OP ~TVD
ngay ..... thang ..... nam 2025 cua Hoi (frifu‘s: quan trj TVD)

Chwong I
QUY DINH CHUNG

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

Cha gidi:
(*) mau nay dp dung doi voi cde qr{rﬁf dinh ca biét ban hanh hay phé duyét mot van ban khdc
nhue quy ché , ...
(1)ghi ré trich yéu ngi dung cua quy ché




N

TAP POAN CN THAN-KS VIET NAM CONG HOA XA HQI CHU NGHIA VIET NAM
CONG TY CO PHAN Poc lip - Tu do - Hanh phiic
THAN VANG DANH-VINCOMIN

MAu s6 13. QUY DINH s6...(4): ngay/thang/ndm; gid:phit;gidy

QUY PINH
(i — WY . || P—————

(Ban hanh kém theo Quyét dinh s6 .../QD ~TVD, ngay ..... thang ..... nam 2024
ctia Gidm dée Cong ty Co phan Than vang Danh - Vinacomin)

Chuong I

QUY DINH CHUNG

DB L oooooeosoeeeoesssessesassassesssesesentseassshssse sbeesbesessasEasRsassseasssseRstsR R sRSE RS S
B e e v o S R S

Chuwong 11

............... 2)s+ e

MBI oo i T G Y s S s o s S RSB

Chwong 111

.................. ) TTT

IR e -mcnmomemm i 6 S S A NI S S NSRS
3 11 B SO — /

Chi giai:

(*) Madu nay dp dung doi véi cdc quyét dinh (cd biét) ban hanh hay phé duyét mot van ban khac nhu
quy dinh,

1. Trich }rézf noi dung

2. va 3. Tiéu dé (tén néi dung) cua chwong

4. 86 va ky hiéu quyét dinh ban hanh hay phé duyét (chi ¢é trén van han ky s6, van ban gidy khéng cd)
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Mau s6 14. CHI THI

TAP DPOAN CN THAN-KS VIET NAM CONG HOA XA HOI CHU NGHIA VIET NAM
CONG TY CO PHAN Poc lap - Tu do - Hanh phic
THAN VANG DANH-VINACOMIN
So: /CT-TVD Uong Bi, ngay ..... thang.....nam 2024

CHI THI

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

Ne{?:)nhg?n: | G IAM DOC

- Luu: VT,...(5)...(6). _ )
(Chit ky, dong ddu)

Ho va tén nguoi ky

Chi giai:
(1) Trich j.'é'u noi dung.

(2) Néu boi canh chung can phai ban hanh chi thi.

(3) Noi dung cu thé ede don vi can phai trién khai thiee hign.

(4) Ghi tén cdce don vi nhan van ban.

(5) Viét tat tén don vi soan thao van ban va so heong ban L (néu can).

(6) Ky hiéu nguoi danh may va so lwgng ban phat hanh (néw can).
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II. MAU VAN BAN HANH CHINH THONG THUONG

Maiu s6 15. CONG VAN (giii Tap doan)

TAP POAN CN THAN-KS VIET NAM CONG HOA XA HQI CHU NGHIA VIET NAM
CONG TY CO PHAN Poc lap - Tw do - Hanh phuc

THAN VANG DANH-VINACOMIN

So:..../ TVD-(1) Udng Bi, ngay ....thang ..... nam 2024

VIV ot (2)
KR 8L . ccns e romsnsmisnimiss W3 ssmsssunsas

ek Eh i sweca s wimmn mmammesmie ATy o Sk WA 0 R SR SRR VRO R R SRS
.................................................................. /.
Nei nhin: r =
- Nhu trén; GIAM bOC
S Chir ky, dong dau
- Luu: VT,...(5)....(6). ( ky & )

Ho va tén nguoi ky

Chu giai:

1. Viét tdt don vj soan thdo vdn ban

2. Trich yéu néi dung van ban.

3. Ghi co quan/ 16 chire, ¢ nhdn nhen van ban.

4. Noi dung van ban.

5. Tén don vi soan thao va 50 leong ban lheu (méu can).

6. Ky hiéu nguwoi danh may va 6 hirong ban phdt hanh (néu can).




MAu s6 16. CONG VAN (Giri cho nhiéu co quan, don vi)

TAP POAN CN THAN-KS VIET NAM CONG HOA XA HOI CHU NGHIA VIET NAM
C(:')NG TY CO PHAN Doc Iap - Tu do - Hanh phic
THAN VANG DANH-VINACOMIN
Sb:..../TVD-(1) Udng Bi, ngay ....thang ..... nam 2024
1 R (2)

3
Nei nhin: —_— -
- Nhu trén; GIAM bOC
S (Chiv kb dé by
- L VT (5)...(6) Chit ky, dong dau)

Ho va tén nguoi ky

Chii giai:

1. Viét tat tén don vi soan thao van ban.

2. Trich yéu néi dung van ban.

3. Ghi co quan/to chire, cda nhdn nhan van ban.

4. Noi dung van ban.

5. Viét tdt tén don vi soan thao va 56 lirong ban liru (néu can).

6. Ky hiéu nguoi danh mdy va so liuong ban phdat hanh (néu can).
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Miu sé 17. CONG VAN PE NGHI, YEU CAU

TAP DOAN CN THAN-KS VIET NAM CONG HOA XA HQI CHU NGHIA VIET NAM
CONG TY CO PHAN Doc 1ap - Tu do - Hanh phiic
THAN VANG DANH-VINACOMIN
So: /TVD- ... Udng Bi, ngay ..... thang ..... nam 2024
W sssmmemanasmasmssns
51111 01511 1 o RS PEPr———
Nhim thue hién (Dé trién khai....) ....... (néu ly do dé nghi, yéu cau).....
Trong thoi gian qua........... (Néu thyc trang cua van dé can dé nghi, yéu
cau vGi chung cur. ludn giai ro rang)...
pé giai quyét van dé néu trén....... (ttn co quan ban hanh) du
kién....... (dua ra ké hoach thuc hién).......

(Tén co quan ban hanh)... dé nghi (mong mudn, ¢6 nguyén vong)...(Tén
co quan dugc dé dé nghi, yéu cau) ...(N€u cac dé nghi, yéu cau cu thé; cich
thirc giai quyét, tién hanh cong viée. néu duge chap nhan va loi ich ctia cac phia
lién quan dén thuc hién dé nghi. yéu cau)....

Vay, kinh dé nghi quy co quan/Ban lanh dao xem xét, giai quyet.

Tran trong cam on./.

Noi nhin:

) QUYEN HAN, CHUC VU NGUOI KY
- Nhu trén; *

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

- Luu: VT, ... (Chit ky, dong ddu)

Ho va tén nguoi ky




Mau s6 18. CONG VAN PHUC PAP/TRA LOI

TAP DPOAN CN THAN-KS VIET NAM CONG HOA XA HOI CHU NGHIA VIET NAM
CONG TY CO PHAN Doc lap - Tu do - Hanh phic
THAN VANG DANH-VINACOMIN
So: /TVD- ... Ubng Bi, ngay ... thang ..... nam 2024
VIV s
KIHPHE  nsvmmamvnpean

Tra 101 (hodc phiic dap) van ban so (vién dan trich yéu van ban) vé van dé
. (t€n co quan ban hanh cong vin)... sau khi trao doi, xem xét Cong tyco

phan Than Vang Danh-Vinacomin c¢6 v ki¢n nhu sau:
oo NOE IR IO} v mas s s iR dan e

Trén day 1a y kién tra 1oi ca... (tén co quan ban hanh cong van )... vé
cong van(vién dan tén cta van ban)... Néu ¢o van dé chua rd, dé nghi quy co
quan vui long thong bdo cho chiing 16i bing vin ban. ching ti s& ¢6 bién phép
giai quyét kip thoi./.

Noti nhgn: QUYEN HAN, CHUC VU NGUOI KY
- Nhu trén; ’

= e : (Chir ky, déng dau)

- Luu: VT, ...

Ho va tén nguoi ky




Mau sé 19. CONG VAN PON POC, NHAC NHO

TAP POAN CN THAN-KS VIET NAM CONG HOA XA HQI CHU NGHIA VIET NAM
CONG TY CO PHAN Ddoc lap - Tu do - Hanh phuc
THAN VANG DANH-VINACOMIN i i
So: [TVD-... Ubng Bi, ngay ..... thang ..... nam 2024
NIV s rams

Bl BlE: svsenmsmmmomseserexsmsmmmmsmant ap st avA SRS UaHs

Thuc hién cha truong va chi thi cua ... Vé viée...., (Co quan ban hanh
cong van) ....trién khai mot so cong tac nhu sau:

............ (Noi dung nhitng cong viéc da trién khai)..........................

Tuy nhién, két qua dat dugc so voi ticn d§ va yéu cau dat ra con rat cham.
bé lado ....... (Néu nguyén nhan, li do lam han ché thuc hi¢n nhitng nhiém vu
datraj..........

Trude tinh hinh d6. dé hoan thah ké hoach dé ra, (Co quan ban hanh cong
van ) ....nhic nhé cic ...... (Tén céac co quan, td chire. ca nhan co trach nhiém giai
quyét chinh) .... can tap trung lam mot sO cong viée nhu sau: ... (Nhiing ndi dung
cong viéc phai thuc hi¢n)

Tir (béit dau thoi gian nao do), .....dinh ky vao ngay.....hang thang bao
cdo tinh hinh thuc hién ké hoach vé ... (Tén co quan, t6 chirc c6 trach nhiém
tong hop)....

it o (Tén cdc co quan, tO chire, ¢d nhan cé trach nhiém giai quyét

chinh) .... can khan truong trién khai thuc hi¢n cac nhiém vu da dugc giao.

Trong qué trinh thyc hién néu ¢ kho khan, dé nghi phan dnh kip thoi,
truc tiép cho ..... (Thu trudng co quan ban hanh cong vin hay ngudi ¢6 tham
quyén)... dé co hudng chi dao va giai quyet kip thoi./.

Ng; o QUYEN HAN, CHU'C VU NGUOI KY
- u tren; '

P : (Chit ky, dong dau)

- Luu: VT, ....

Ho va tén ngudi ky
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Mau s6 20. TO TRINH

TAP DOAN CN THAN-KS VIET NAM CONG HOA XA HOI CHU NGHIA VIET NAM
CONG TY CO PHAN Doc lap - Ty do - Hanh phic
THAN VANG DANH -VINACOMIN
SO /TTr-TVD Udng Bi, ngay ..... thang ..... nam 2024

TO TRINH

Kinh gui: ........ (7)) R

Noi nhgn: QUYEN HAN, CHUC VU CUA NGUOI KY (4)

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

_‘ ro F. ’.' 5 - s
-Luu: VT, ... (Chit kv, dong dau)

Ho va tén nguoi ky

Chi giai:
1. Trich yéu néi dung van ban.

2. Ghi tén co quan/to chirc, cd nhdn nhdn van ban.
3. Néi dung van ban.

4. Ghi quyén han, chirc vu cua nguai kv néu nguoi ky' van ban la cap phd cua nguoi dimg dau don vi
thi ghi chir viet tat “KT." vao trudc chirc vy cia nguoi dimng dau, bén diedi ghi chire vu ctia nguoi ky

van ban.




23

Mau s6 21. TO TRINH PE NGHI PHE DUYET KE HOACH

TAP POAN CN THAN-KS VIET NAM CONG HOA XA HQI CHU NGHIA VIET NAM
CONG TY CO PHAN Doc lap - Tw do - Hanh phiic

THAN VANG DANH-VINACOMIN
So: TTr-TVD

Udng Bi, ngay ... thang ... nam 2024

TO TRINH

Vé viée to chire ... (néu tén sy Ki¢n)

KD, B s sauersvnsunssummmmsnsmncnencomsmsnansussiites SR RRITRSR

Dé (néu muc dich, i do thuee hién su kién) ..., (néu tén co quan, don vi dé
nghi) ...dé nghi ..... (néu tén co quan hay chirc danh thi truong co quan) ...
cho phép t6 chite ... (néu su kién dé nghi phé duyét) ... va phé duyét chuong
trinh cu thé nhu sau :

1. Thoi gian, dia diém ticn hanh su ki¢n

2 Nbi dung, chuong trinh. bién phép cu thé dé tién hanh sy kién

(8]

. Thanh phan moi tham gia sy kién

N

. Dy tro kinh phi

Lh

. Phan ¢ong cong viée va trach nhi¢m

6. Céc van d¢ khac néu co.

Viéc td chie (néu tén su kién) la ... (khiang dinh lai y nghia, tdm quan
trong cua su ki¢n) ...

( Néu tén co quan, don vi dé nghi) kinh trinh (néu tén co quan hay chire
danh thu truong co quan) xem xét phé duyét./.

Noi nhan:

_ QUYEN HAN, CHUC VU NGUOI KY
"""""" an (Chit ky, déng ddu)

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

Ho va tén ngudi Ky




MAiu s 22. THONG BAO

TAP DOAN CN THAN-KS VIETNAM  CONG HOA XA HQI CHU NGHIA VIET NAM

EONG TY €O PHAN Doc lap - Tu do - Hanh phuc
THAN VANG DANH-VINACOMIN

86: /TB-TVD (1) Uéng Bi, ngay ..... thang ..... nam 2024

THONG BAO

Noi nhin: QUYEN HAN, CHUC VU NGUOI KY (5)
S ) S ,

(Chit ky, dong dau)
e Ho va Tén cua nguoi ky van ban
- Luu VT,

Chui giai:
(1) Sb, ky hiéu van ban.
(2) Trich yéu ndi dung vin ban.
(3) N&i dung van ban.
(4) Ghi tén don vi nhan van ban.
(5) Quyén han nguoi ky. Néu thang bdo thude chire ning ctia Vin phong khi ky.




Mau sé 23. BAO CAO HANH CHINH

TAP DPOAN CN THAN-KS VIET NAM CONG HOA XA HQI CHU NGHIA VIET NAM
CONG TY CO PHAN ‘DGC ]ﬁp " Tl'l do - Hanh phﬁc

THAN VANG DANH-VINACOMIN
Udbng Bi, ngay....thang....ndm 2024
Sé: /BC-TVD
BAO CAO

o N (| -

1. DPAC PIEM TINH HINH

| TR ——— Y e

B s e o S AR5 Vs s ot B g iy e w5
2. KET QUA PAT bUQC

) e on exie s mmnon s s e S 4SS TR OB SRR e N RT S e

B oovisnis ini v (s Barses s R A B ER s s s ER VR EED PR S
3. NHUNG MAT CHUA PAT PUGC (nhing han ché)

) s nn e s s s s ks e s 8 FEE G P A SN S e R NE e w s S

BN 6 VA A S 4 S e o i A e SRR

4. NGUYEN NHAN CUA NHUNG HAN CHE VA CACH KHAC PHUC
a) Nguyén nhan:
b) Céch khac phuc:
¢) Két qua dat duoc:

5. MOT SO KIEN NGHI/ DE XUAT

Noi ﬂhi‘f;f-' _ QUYEN HAN, CHUC VU NGUOI KY
------ 2)..: (Chir ky, dau)
Luu: VT

Ho va tén nguoi ky

Chi giii:
1. Trich yéu néi dung;

2. Tén co quan nhgn van ban.
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Miu s6 24. BAO CAO TUAN /THANG /QUY

CONG TY CO PHAN CONG HOA XA HOQI CHU NGHIA VIET NAM
THAN VANG DANH-VINACOMIN Doc 1ap - Tw do - Hanh phiic

PHONG .......

£ Udng BI, ngay....thang....nam 2024
S T 8 gd g

BAO CAO
Cong tic tuin (thang, quy...)

DPon vi bao ¢do (PhONE): weeevreveiiiiiiiiiiiernncccr e e

ILNHUNG VIEC PA THUC HIEN

(trong tudn tir ngay ... thang ... nam.... dén ngdy ...thang .... nam ...)

L oo B EAE EASE  ENE BR A B R B
ey

II. NHUNG VIEC CON TON DONG TU KE HOACH TUAN (THANG, QUY...) TRUOC

IV. NHUNG DE NGH] VOI LANH DAO CO QUAN, TO CHUC HOAC CAC PON VI, BO
PHAN TRONG CO QUAN, TO CHUC

V. CONG VIEC DU KIEN TRONG TUAN (THANG, QUY ...) TOI

Noi nhin:: QUYEN HAN, CHUC VU NGUOI KY

Ho va tén nguoi ky

1. 86 noi bo cua don vi hdo cao.

2. Viét tdt tén don vi bdo cio (Phong).
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Mau s 25. BAO CAO TONG KET CONG TAC NAM

TAP DPOAN CN THAN-KS VIET NAM CONG HOA XA HQI CHU NGHIA VIET NAM
CONG TY CO PHAN Doc lap - Ty do - Hanh phiic
THAN VANG DANH-VINACOMIN
S6: /BC-TVD Udbng Bi, ngay....thang....nam 2024
BAO CAO

Tong ket cong tac ... niim ... va phuong huéng nhiém vy nam ...

I. TINH HINH CHUNG

1. Nhiém vu dugc giao: Néu nhimg nhié¢ vu ké hoach chinh dugc dé ra phai thyc hién trong
nam trén co so chre ndng. nhiém vu cua co quan. don vi.

2. Pic diém, tinh hinh thye hi¢n nhiém vy : Néu kho khan, thuan lgi trong viée td chire thuc
hién nhiém vu trong ndm (chi néu kho khan, thudan loi khi phdi hop thuc hién nhi¢m vu cong tac daé
ra).

I1. KET QUA PAT BUQC

1. Nhirng cong vice dat duge
- Ty theo mire dd, quy mo, ndi dung vi pham vi linh vue, déi tuong quan 1y, phdn noi dung

bao cdo ¢6 thé kiém diém. danh gid theo timg mit, ting linh vye.

- Thdng ké nhirng cong vige dat duge theo timg mit hoat dong bang s liéu cu thé.
- Phén tich so sanh két qua da dat dugc so vdi nhiém vy dugce giao.

2. Nhirng ton tai

a) Nhitng ton tai thiéu sot chinh

b) Nguyén nhin

3. Banh gia chung

a) Déanh gid két qua nhitng cong viée da hoan thinh va nhitng cong viée chua hoan thanh (chi
trinh bay nhitng diém chinh)

b) Nhiing kinh nghiém. bai hoc rit ra
¢) Néu nhirng dién hinh tién tién (tap thé,ca nhan) va dé nghi khen thudng, biéu duong
111. PHUONG HUONG NHIEM CUA NAM...

1. Xic dinh muec tiéu can dat duge

2. Nhirng nhi¢ém vu cu thé dé thye hién muyc tiéu dé ra: Néu phuong hudéng hoat
dong cua tirng linh vuc timg mét hoat dong

3. Cic bién phaip can dwge dp dung dé thue hién cac nhiém vy




IV. DE XUAT/ KIEN NGHI

Néu nhirng dé xuat kién nghi voi cap trén nhiam tao diéu kién ho tro cho viéc thuc hién,

phuong hudng va nhiém vu cia nam sau, ¢6 thé dé xuit mot s6 diém nhur:
1.Dé nghi vé co ché, chinh sich

2.Dé nghi vé co so, vit chat

Noi nhin: QUYEN HAN, CHUC VU NGUOI KY

..........

Ho va tén nguoi ky
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Mau s 26. BIEN BAN

TAP POAN CN THAN-KS VIET NAM CONG HOA XA HQI CHU NGHIA VIET NAM
CONG TY CO PHAN Poc 1ap - Tu do - Hanh phiic
THAN VANG DANH-VINACOMIN

Sé: /BB-TVD

BIEN BAN

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

2)...

Cudc hop (hdi nghi, hoi thao) két thuc vao .... gio.... ngay..... thang.... ndm..../.
THU KY CHU TOA (THAM QUYEN KY NEU CO) (3)
(chit ky) (Chir ky, ddu (né'u co))
Ho va tén Ho va tén

Ghi chu:
1. Tén cude hop hodc hoi nghi, hoi thao.
2. Ghi rd $6 ban dwoc ldp va gid tri phap Iy (néu can nhicéu ban goc, chinh).

3. Ghi quyén han, chitc vu cua nguoi ky (néu co)




TAP POAN CN THAN-KS VIET NAM CONG HOA XA HOI CHU NGHIA VIET NAM
CONG TY CO PHAN Doc 1ap - Tw do - Hanh phic

THAN VANG DANH-VINACOMIN

So: /BC-TVD
MAu s6 27. BIEN BAN CUQC HQP

BIEN BAN CUQC HOP

Veé viée binh xét danh hi¢u thi dua nam 20...

= Thoi gian va dia diém ...,
11 s s L A ——
= KRACHh MOT (NEU CO). v e e e
I [ T ———

Rt 1 B T T ) S —
- Noi dung: Binh xét Danh hi¢u thi dua cudi nam 20...
DIEN BIEN NQI DUNG CUQC HOQP:

1. Chil t0a tuy@n bd 11 do. ... .ooeeei i,
Db e 07 A S 1S 4
Cudc hop (hoi nghi. hoi thao) két thie vao .. gi0r .., ngay ... thang ... ndm ..../.
THU KY CHU TOA
(Chit ky) (Chir kv, dau (néu co))

Ho va tén

Ho va tén
(1). Ghi ro s6 ban duwpe ldp va gid tri phap v
(néu can nhiéu ban goc, chinh)
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Miu sé 28. BIEN BAN BAN GIAO

TAP DOAN CN THAN-KS VIET NAM CONG HOA XA HQI CHU NGHIA VIET NAM
CONG TY CO PHAN f)@c l@p & Tu' do - Hanh phﬁc

THAN VANG DANH-VINACOMIN
So: /BB-TVD

BIEN BAN

Vé viée ban giao..... -
Can cu Quyét dinh s6 ..... ky hi¢u ..... ngay ....thang ... nam ..... cua .... vé viéc...
Hom nay, ngay .... thang ... nam .... ltc .... gio ....chinh thirc ban gido cho cuesees
1. N§i dung ban giao chinh thirc gom:
1. V& chire nang, Nhiém VU ...ccoiii v
A X1 (0 1| R OURO—————
3. VB t0 CRUIC TNADLSIE overersorsssonponensssassssssssssssissiosisianssissasbssusasaiosaninisoss
TR S L o R ——
5. V8 hi) 50, t3 FRU TU TLE: ...vrensmenons soncanonsisssninssion s sussmonsanonss sinsasnsuse e
IL Nhitng viée KRAC ¢ ..o s
L s miin s i A A SRRV S oS A AR A g e TS £ AR RAAEAT SR SRS SRR S
. S T PP ————
Bién ban nay dugc 1ap thanh (3 hodc 4) ban gui dén cdc noi c6 lién quan nhu
sau:
e oy s R P ST e s s R DN ST LR
B v ep e s A S A S A S S AR R PR A O L
)
Bién ban lap tai ........... ngay ...... gl i

BEN GIAO NGUOI LAM CHUNG BEN NHAN

_ LU CC

(chit ky, ho va tén) L CO)
(chit ky, ho va tén) (chit ky, ho v tén)

Chirng thye (xdc nhin) cua co quan (cip) ra quyét dinh ban giao

(1). Ghi ré $6 ban duwge lgp va gid tri phdp IV (néu can nhiéu ban goc, chinh).




MAu s6 29. BIEN BAN BAN GIAO TAI LIEU HUY

TAP POAN CN THAN-KS VIET NAM CONG HOA XA HOI CHU NGHIA VIET NAM
CONG TY CO PHAN Poc 1ap - Ty do - Hanh phic
THAN VANG DANH-VINACOMIN
So: /BB-TVD

BIEN BAN
Veé vi¢ée ban giao tai liéu tiéu huay

BTN MOE sl o AN B RNG3 ;

Can ¢t Quyét dinh s6 .....cla ....... NEAY ...../..../..... v& viéc huay tai liéu
hét gid tri;

HOm nay. luc ..... 210 ... ngay .... thang ..... nam .....

Tai A GIEI oo

Ching t6i gom:
Bén giao:

Le e, COqQUAN: e
e e CO qQUAN: ot
Bén nhin:
b sossmnsassmssarmsiniiss 0 GBARS wooviis savvmvsvaisssoman s
B i RO ARG COERAIE wouosunsinvsiamsmsnomi i s s
- Thong nhat giao va nhéan khoi lugng tai licu huy gom:
+TCH PHOTE. DO S D} L csinsmnusmmssmiriammmnsmmpesnssnssnssmamnsensomsane
+ 50 RENG .consssisiss don vi bao quan (kem theo muc luc thf)ng ké).
s o
Hai bén da giao va nhan day du so6 lugng tai liéu huy ghi trong muc luc.
PAI DIEN BEN GIAO DAI DIEN BEN NHAN
(chit ky, ho va tén) (chir ky, ho va tén)
BEN GIAO BEN NHAN
(chirc vu, ky' tén, dong dau) (chite vu, ky tén, dong ddau)
Ho va tén Ho va tén

(1). Ghi ré 56 ban dwrgc lap va gida tri phaply

(néu can nhiéu ban goc, chinh)
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Miu sb 30A. GIAY MOI

TAP POAN CN THAN-KS VIET NAM CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phiic

CONG TY CO PHAN
THAN VANG DANH-VINACOMIN

, Udng Bi, ngay.... thang....nam 2024
So: /GM-TVD

GIAY MOI

FEIRR BIOEEE 70 0 00 5 W A R SR B AR R SN

|Cong ty CP Than Vang Danh-Vinacomin to chire cude hop:

L NG BURES . o5 vvosisvosssvssmnmmmomsnins mmmns sorsssamm s asssssesenn et sAis AU A S HOENIEb et
D, TR GRANT .....ones oo b ssbismansio s wms v s susianvinasn s sussuns 4as snmane s s BEERET TS 002
3, DA @ICIN: ...t
4, Thanh ph i METAWE 1000 iesvssssssmsissismsomsmramssyos sxersasponmsss s assnsy
LU B 1 o T

QUYEN HAN, CHUC VU NGUOI KY

- Luu: VT, .... (Chit ky, dong ddu)
Ho va tén nguoi Ky

Chu giai:

1. Trich yéu ngi dung cugc hop.
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u s6 30 B. GIAY MOI

e 1]

M

TAP DOAN CN THAN-KS VIET NAM CONG HOA XA HOI CHU NGHIA VIET NAM
CONG TY CO PHAN Doc lap - Ty do - Hanh phic
THAN VANG DANH-VINACOMIN

) Uong Bi, ngay.... thang....nam 2024
So: /IGM-TVD
GIAY MOI

JCIRRRIIED cuovaaummonnsnimins s hmmsns s s s s S oy ST SRS

Cong ty CP Than Vang Danh-Vinacomin tran trong kinh moi:

MR i mcsicsonsmmncns commesacasnocoananin s oot A R AR

QUYEN HAN, CHUC VU NGUOI KY
Nei nhin:

- Luu: VT, .... (Chiv ky, déng da)
Ho va tén nguoi ky
Chui giai:

1. Ténto chire, ca nhan.
2. Noidung Hoi nghi/cudc hop.

MAu sd 31. GIAY UY QUYEN




N

=
)

TAP POAN CN THAN-KS VIET NAM CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phiic

CONG TY CO PHAN
THAN VANG DANH-VINACOMIN

X Udng Bi, ngay.... thang....nam 2024
S JIGUQ-TVD

GIAY UY QUYEN

1. Nguoi ity quyén:

- Tén ngudi iy quyén: ...

- Chuc vu: ...
- Dia chi: ...

2. Nguoi duoc uy quyén:
- Tén nguoi dugce uy quyén: ...
- Chtrc vu: ...
- Dia chi: ...

3. Ngi dung uy quyén: ‘
- Uy quyén cho..... ky hgp dong/thuc hién...
- Nguoi dugc uy quyén (Ong...) chiu trach nhiém trude. ... va truge phap
luat vé noi dung cta Gidy ty quyén nay.
- Gidy uy quyén nay c6 hi¢u luc ké tir ngay.../. (1)

NGUOI DUQC UY QUYEN NGUOI UY QUYEN
(Chit k) (Chit ky, dong ddu)
Ho va tén ngudi ky Ho va tén nguoi ky

(1) - Ky tat cua don vi soan Gidy uy quyén.
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. GIAY GIOI THIEU

o
—
=
w
S
lad
| o]

M:

TAP BOAN CN THAN-KS VIET NAM CONG HOA XA HQI CHU NGHIA VIET NAM
SONGTY COPIRN Doc lap - Tu do - Hanh phuc
THAN VANG DANH-VINACOMIN

Uong Bi, ngay.... thang....nam 2024
Sé: /GGT-TVD

GIAY GIOI THIEU

Cong ty CP Than Vang Danh-Vinacomin trdn trong gidi thigu:

Ong (ba) oo R
(O] 111 (o4 | OO POOPTT
Duoc cu AN, () erevmssmnnsmenmmmasmennpsms s s e s
V& VI ottt ettt ettt ettt ten e

bé nghi Quy co quan tao dicu kién dé ong (ba) co tén ¢ trén hoan thanh nhiém
Vu.

Gidy nay c6 gia tri dén hét ngay ............ /.
i nhn: QUYEN HAN, CHUC VU NGUOI KY
Nhur trén;
Luu: VT. B .
(Chit ky, dong dau)
Ho va tén cua nguoi ky
Chii gidi:

1. Ho va tén, chirc vu va don vi cong tde cua ngwoi dirge giol thiéu.

2. Tén co quan, té chire dieoe gion thiéu 101 lam viée.
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MAu s6 33. GIAY BIEN NHAN

TAP DOAN CN THAN-KS VIET NAM CONG HOA XA HQI CHU NGHIA VIET NAM
Doc 1ap - Tw do - Hanh phic

CONG TY CO PHAN
THAN VANG DANH-VINACOMIN

So: /BN-TVD Ubng Bi, ngay .... thang .... nam 2024

GIAY BIEN NHAN

HO 88 o0iismnisinepisimmmevig R
TRONR IR ..o o mcm om0 A R s O N A A VB AR DSBS s
Chirc VU, G0N Vi CONEG TAC:...ccieriereiiiiens srrsirissiassisesssssnsssnmsissssnsssnnassasssssnssss

C)ng (DB ssvesionesvnnsssussusimssuesucmsnssiato ¥esssnsamaammsersss SEiTsamaRvasR e st RREEN SRR

.............................................................. bao gf’)lﬂ:

L s o s oo o A 5 S B RS MR R TARST VS COPANE A S ST AR RSSO

G PP o PSR T e S e e

e sm s € SRS A A B O RIS VAN S YA S RSB S E ATANER AR
/

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

NGUOI TIEP NHAN

Noi nhin:

Ty (Ky tén, dong dau (néu cé)
- Luu: Ho so. ?

Ho va tén ciia ngudi ky




1
Phu luc VI
MAU VE QUAN LY VAN BAN

L. MAU SO PANG KY VAN BAN DI

1. Bia va trang dau

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

SO DPANG KY VAN BAN DI

L1 I
T REAY s oM BGAY oosnonsisassinsssis
TR RO o vveissaisaviniss AN 30 ..ixcrromensansoresnnrss
Quyén s0: ....

2. Noi dung dang ky van ban di Téi thiéu gom 10 ndi dung:

So, ky g Tén loai va Noi | Don vi, £ =
fu Ngay |, . - & 5o So : Ky .
hi¢u ; trich yéu ndi | Nguwoi | nhan | nguoi Ngay Ghi
. thang > 2 x| 1RO | nhan| ..~
van = dung ky vin [nhan ban| ° chuyeén “0 | cha
. |van ban I " ban
ban van bin bin luu
(1) (2) (3) @ O (6) (7) (8) 9) |(10)




II. MAU SO GU1T VAN BAN PI BUU DIEN

1. Bia va trang déu

2

Tir ngay
Tt so ......... den so

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

sO GUT VAN BAN DI BUU PIEN

Nam: ..covvinnnnn

........ dén ngay .............

Quyén sb: ....

2. Noi dung dang ky giri viin ban di buu dién Téi thiéu gdm 06 ndi dung:

Ngay S6, ky hiéu T Y S6 lwong | Ky nhdnva | Ghi
chuyén viin ban AR IELE0 i S bi diu buu dién | cha
(1) (2) 3) 4) 5 (6)




&
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III. 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

NEPE s
T HEAY il TCH NPEY scrwormsnmsnsees
IV —-— AN SO ..uvvvvennnn
Quyén so: ....

2. Noi dung dang ky st dung ban luu

Téi thiéu gdm 09 noi dung:

Tén loai va | SO va

. Ho tén |So6,ky higu | ., ¢ |7 ) .| Nguoi :
Ngay nguoi siv | ngay thing trieh g k} K:Y Ng{ly cho phép Gh,l
thang Fios ok Tl dung vin | hiéu | nhén | tra % o chu

ne béin HS e
(1) @ (3) (4) G| ©® | D] & [©




IV. MAU DAU “PEN”:

Puoc khic sin, hinh chir nhat, kich thuéc 35mm x 50mm

] 50 mm
TEN CO QUAN, TO CHUC
So:
DEN ................ e
E Ngay:
L T e T
lag) 7
Chuyeén:
Sé va ky hiéu HS:

V. MAU SO PANG KY VAN BAN BEN

1. Bia va trang dau

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

SO PANG KY VAN BAN BEN

Nam: .......
Flrngay .. den ngay .......o.....
5 47 20 S den o ...............
Quyén so: ....




2. Noi dung ding ky van ban dén

Téi thiéu gém 10 ndi dung:

Sé. kv | Nedy Tén logiva | Don vi
Ngay | 86 | Thc [ o0 | B4 lich yéungi| hoic | Ngay | Ky | Ghi
X X .. |hiéu van| thang e i 2 4 "
dén | dén | gia - . 2| dungvin | ngudi | chuyén | nhin | chu
ban |viin ban 2 &
béin nhan
Ol @ | 6 (6) M | ® | © |0

VI. MAU PHIEU GIAI QUYET VAN BAN DEN

CONG TY CO PHAN
THAN VANG DANH-VINACOMIN

CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phic

-

PHIEU GIAI QUYET VAN BAN DEN
(Tén loai; s0 va ky hi¢u; ngay, thang, nam; co quan ban hanh
va trich yéu ndi dung vin ban dén)

1. Y kién cua lanh dao co quan, td chirc

- Giao don vi, ¢4 nhan chu tri;

- Giao cac don vi, c4 nhan tham gia phdi hop giai quyét van ban dén (néu co);
- Thoi han giai quyét déi vai mdi don vi, cé nhan (néu cd);

- Ngay thang cho y kién phéan phdi, giai quyét.

2.Y kién cuta lanh dao don vi
- Giao cho cé nhan; thoi han giai quyét doi voi ca nhan (néu co);

- Ngay, thang, nam cho y kién.

3. Y kién dé xuat cua nguoi giai quyet
- Y kién dé xuat giai quyct van ban dén cua ca nhén;

- Ngay, thang, nam dé xudt y kién./.
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VIL. MAU SO THEO DOI GIAI QUYET VAN BAN DEN

|. Bia va trang dau

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

SO THEO DOI GIAI QUYET VAN BAN BEN

INEIR: i

Tit NGAY .. vossi BN NGAY wsvivvosersorsnes

Quyén so: ...

2. Noi dung ding ky theo doi giai quyét vin ban dén Téi thiéu gom 07 nodi
dung:

| Teénloai,so,ky higu, | p oo pyai han| Tién do | S8, ky higu | o, .
4 gy Jaung vaibn oo hodc nguoi |giii & iai | vin bén tra il
dén | quan, t6 chirc ban hanh | ° 15UW0T gigi quyet| 814} = chu

nhin quyet 1o

van ban

(1) (2) 3) (4) (5) (6) (7)
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VIII. MAU Bi THU GUI VAN BAN

Bidu CONG TY CP THAN VANG DANH-VINACOMIN
twgng cla BHavhl vooosmemssnissmvrsmsrives s
(mé,q”a,”] Dien thORL: . .ooseesisies 57—
new o E-matl: o ooovevnmmemeses WEDSE: ...
S&/ky hiéu van ban: ..................

BIRB DI oo vevinn v spswissiin svmmpissonsrmsmors




