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S6:1575 /BVHTTDL-VP
'V/v thuc hign mot s6 ndi dung theo Ha Ngi, ngay 28 thang 4 nam 2020
Nghi dinh sb 30/2020/ND-CP '

Kinh giri: Céc co quan, don vi thude B6

Trién khai thuc hién Nghi dinh s6 30/2020/ND-CP ngay 05/3/2020 cua
Chinh phu v& cong tac van thu (sau day viet tt 1a Nghi dinh s6 30/2020/ND-CP),
B& Van hoa, Thé thao va Du lich d& nghi cac co quan, don vi thude Bo thuc hién
mot s6 noi dung nhu sau:

1. MOT SO QUY PINH MO1

1. Céc loai vian ban hanh chinh

Vin ban hanh chinh gdm 29 loai: Nghi quyét (c4 biét), quyét dinh (c4 biét),
chi thi, quy ché, quy dinh, théng céo, thong bdo, huéng din, chuong trinh, ké
hoach, phuong an, dé an, du 4n, bao céo, bién bén, to trinh, hop déng, cOng van,
cong dién, ban ghi nhé, ban thda thudn, gidy uy quyén, gidy mdi, gidy gidi thiéu,
gihy nghi phép, phiéu g, phiéu chuyén, phidu béo, thu cong. B6 sung thém 01
loai van ban Phiéu b4o, bo 04 loai van ban: Ban cam két; Gidy di duong; Gidy
chirng nhén; Gidy bién nhan hd so.

2. S6 trang viin ban

Pit canh gitra theo chiéu ngang trong phan 18 trén ctia van ban.

3. Cin it ban hanh vin ban (4p dung Nghi quyét, Quyét dinh)

Trinh bay bing chir in thudng, kiéu chir nghiéng; ¢d chit tr 13 dén 14, trinh
by dudi phin tén loai va trich yéu ndi dung vén ban; sau mdi cin cr phai xubng
dong, cudi déng co dau chdm phéy (), dong cubi cing két thic bang déu chim ().

4. Str dung con déu (cic vin ban ban hanh kem theo van ban chinh hoac
phu lyc).

Déu dugc dong 1én trang dau, trim mot phﬁn tén co quan, don vi hodc tiéu
d& phu luc.

5. Chir ky sb ciia co quan, t6 chirc

Hinh anh, vi tri chit ky s6 cia co quan, don vi 12 hinh anh d4u cua co quan,
don vi ban hanh van ban trén van ban, mau do, kich thudc bﬁng kich thudc thuc
té clia du, dinh dang (.png) nén trong subt, trim 1én khoéng 1/3 hinh anh chir
ky sb ctia ngudi cb thdm quyén v& bén trai (Chi hién thi hinh 4nh con d4u, khong
hién thi thong tin).

6. Vin bian ban hanh kém theo vin ban chinh (Quy ché, Quy dinh,...
ban hanh kém theo Quyét dinh)

a) Bo quyén han, chirc vu ngudi ky va dAu, chit k¥ sb ciia co quan, don vi
tai vi tri cudi cing cua van ban kém theo.

b) Théng tin chi din kém theo vin ban “Kem theo Quyét dinh 86 .......... /Qb-
..... ngdy ... thang ... ndm 20... cua o duoc ghi ddy du d6i voi van ban gidy; do1

b

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




¢) Ky s6 vin ban kém theo

- Vin ban kem theo cing t€p tin v6i van ban chinh: Van thu co quan, don
vi chi thue hién k¥ sé vin ban va khéng thuc hién ky s6 1én van ban kém theo.

- Van ban kém theo lghﬁng cing tép tin vdi ndi dung van ban chinh: Van
thu co quan thuc hién ky so cta co quan, don vi trén van ban kem theo. '

- Vi tri: Goc trén, bén phai, trang diu cta vin ban kém theo.

- Hinh anh chit k¥ sb ctia co quan, don vi: Khong hién thi.

- Thong tin: S6 va ky hiéu van ban; thoi gian ky (ngdy thang nam; gio phit
gifly; mui gio Viét Nam theo tiéu chudn ISO 8601) dugc trinh bay bang phong
chit Times New Roman, chif in thudng, kiéu chir dung, c& chir 10, mau den.

7. Phu luc '

a) Trinl} béy,theo Mau ’2.1 va 2.2 Phu luc III Nghi dinh 30/2020/ND-CP.
Bo thanh phan thé thic “Qudc hiéu va Tiu ngi” va “Tén co quan, don vi ban
hanh van ban”.

b) Théng tin chi din kém theo vin bén trén moi phu luc (Kém theo van ban

s§ .../...-... ngdy .... théng ...nam ....) dugc ghi ddy du dbi voi van ban gidy;
dbi v6i van ban dién tir, khong phai dién thong tin tai cac v1 tri nay.
¢) Ky s6 Phu luc '

- Pi véi Phm luc cing tép tin v6i ndi dung van ban dién tu, Van thu co
quan, don vi chi thuc hién k¥ s0 van ban va khong thuc hién ky s0 1én Phu luc.

- Dbi v4i Phu Iuc khéng cung tep tin véi ndi dung vin ban dién tit, Van thu co
quan, don vi thuc hién ky s& clia co quan, don vi trén timg tép tin kem theo, cu thé:

- Vi tri: Géc trén, bén phai, trang d4u cia moi tép tin.

- Hinh anh chit k¥ s6 cia co quan, td chirc: Khong hién thi.

- Théng tin: S6 va ky hiéu van ban; thoi gian ky (ngay thing ndm; gi¢ phit
gify; mii gid Viét Nam theo tiéu chuan ISO 8601) duoc trinh bay bang phong
chit Times New Roman, chit in thuong, ki€u chir ding, c& chir 10, mau den.

8. Ban sao

- Sao tir gidy sang dinh dang gidy: duoc thuc hién nhu cil.

- Sao tir dién tir sang giéy: duoc thuc hién b?mg viéc 1n tir ban géc van ban
dién tir ra gidy va digc trinh bay thé thé thuc va k¥ thuat nhu cl.

- Sao tir dinh dang gidy sang dién tir: dwgc thuc hién bang viéc sb hoa vén
ban gidy (dinh’ dang pdf, phién bér} 1.4 tr& 1én, anh mau, do phan giai to1 thiéu
200dpi, ty 1& so hoa 100%) va ky s6 cua co quan, don v1.

- Thé thtrc va k¥ thuét trinh bay béan sao dién t:

'+ Vi tri: Goc trén, bén phai, trang dAu ctia vin ban, (trinh bay theo méu tai
6 s6 14 Muc IV Phén I Phu luc I Nghij dinh 30/2020/ND-CP).

+ Hinh anh chit k§ s6 ciia co quan, don vi: Khong hién thi.

+ Théng tin: Hinh thirc sao, tén co quan, don vi sao van ban, thoi gian ky
(ngdy thang ndm; gid phat gidy; mui gio Viét Nam theo tiéu chuan ISO 8601)
duoc trinh bay bang phéng chit Times New Roman, chit in thuong, kidu chit
dimg, c& chir 10, mau den.




9. MAu diu dén

TEN CO QUAN, PON V]

So:

Chuyén:.........
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| S va k¥ higu HS:...........
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10. Mau so dang ky viin ban di, vin ban dén

a) Tich hop Sé dan

b

g ky van ban di va Sé chuyén giao van ban di thanh 01

56, tdi thiéu gom 10 ndi dung:
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b) Tich °ho’p\Sé déﬁg ky van ban dén va Sé chuyén giao van ban dén thanh
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IL. SUA POI QUY CHE CONG TAC VAN THU

Cén cir cac quy dinh tai Nghj dinh s 30/2020/ND-CP ngiy 05 thang 3 ndm
2020 cta Chinh phu veé céng tac vin thu, cic co quan, don vi stra.d6i Quy ché

cong tac van thu ctia co quan, don vi cho phu ho?’[

Noinhidn:
- Nhu trén;
- B trudng (dé bdo cdo);
- Luu: VT, VP (HCLT).90.

ar

PH()

TL. BO TRU'(")’NG‘
KT. CHA’NH VAN PHONG

HANH VAN PHONG




