Phu luc I
CAC THANH PHAN THE THUC VAN BAN HANH CHINH
(Kem theo Quyet dinh so ...../QD-DHTN ngay....thdng.....nam.....
cua Hiéu truong Truong Dai hoc Tay Nguyén)

|. QUY PINH CHUNG
1. Kho gidy: Kho A4 (210 mm x 297 mm).

2. Kiéu trinh bay: Theo chiéu dai ctia kho A4. Truong hop ndi dung van ban co cac
bang, biéu nhung khong dugc lam thanh cac phu luc riéng thi van ban c6 thé dugce trinh bay
theo chiéu rong.

3. Pinh 1& trang: Cach mép trén va mép dudi 20 - 25 mm, cach mép trai 30 - 35 mm,
cach mép phai 15-20 mm.

4. Phong chir: Phong chir tiéng Viét Times New Roman, bé mi ky ty Unicode theo
Tiéu chuan Viét Nam TCVN 6909:2001, mau den.

5. C& chir va kiéu chir: Theo quy dinh cu thé cho timg yéu t6 thé thic.
6. Vi tri trinh bay cac thanh phﬁn thé thirc: dugce thue hién theo Muc IV ctia Phu luc nay.

7. Sb trang van ban: Pugc danh tur s6 1, béng chit s6 A Rap, c& chit 13 dén 14, kiéu
chir ding, dugc dat canh gitra theo chi€u ngang trong phan l€ trén cua van ban, khong hién
thi s6 trang thir nhat.

II. CAC THANH PHAN THE THU'C CHINH
1. Qudc hiéu va Tiéu ngir

~ ) Qudc higu “CONG HOA XA HOI CHU NGHIA VIET NAM”: Puoc trinh bay
bang cl}& in hoa, c& chir tr 12 dén 13, ki€u chir ding, ddm va & phia trén cung, bén phai
trang dau tién cua van ban.

b) Tiéu nglr “Pdc 1ap - Tu do - Hanh phtc”: Puoc trinh bay bﬁng chir in thuong, c&
chit tir 13 dén 14, kiéu chir ding, dam va dugc canh gitta duoi Quéc hiéu; chir cai dau caa
cic cum tir duoc viét hoa, gifra cac cum tur c6 gach ndi (-), c6 cach chit; phia dudi c6 duong
ké ngang, nét lién, c6 d6 dai béng do dai cua dong chir.

¢) Qudc hiéu va Tiéu ngit dugc trinh bay tai 6 s6 1 Muc IV cta Phy luc nay. Hai dong
chit Quoc hiéu va Tiéu nglt dugc trinh bay cach nhau dong don.

2. Tén co quan, to chirc ban hanh van ban

a) Tén co quan, to chirc ban hanh vin ban 13 tén chinh thirc, ddy du cua co quan, to
chtrc hodc chtrc danh nha nuéc cia ngudi ¢6 tham quyén ban hanh vin ban. Tén co quan, to
chtrc ban hanh vian ban bao gdm tén cia co quan, to chirc ban hanh vin ban va tén cia co
quan, t6 chirc chii quan truc tiép (néu co).

Déi véi tén co quan, td chire cha quan truc tiép ¢ dia phuong c6 thém tén tinh, thanh
phé tryc thudc trung wong hodc huyén, quan, thi xa, thanh phé thudc tinh, thanh phé thudc
thanh phé tryc thudc trung uong hodc xa, phuong, thi tran noi co quan, to chirc ban hanh van
ban déng tru so. Tén cua co quan, to chirc chil quan truc tiép duogc viét tit nhiing cum tir
thong dung.

b) Tén co quan, t6 chirc ban hanh vin ban duoc trinh bay bang chit in hoa, c¢& chir tir
12 dén 13, kiéu chit ding, ddm, duoc dit canh giita dudi tén co quan, to chic cha quan truc
tiép; phia dudi co duong ké ngang, nét lién, c6 d6 dai bang tir 1/3 dén 1/2 d6 dai cua dong
chit va dit can déi so véi dong chit.

Tén co quan, to chirc cht quan tryc tiép duogc trinh bay bang chit in hoa, ¢ chir tir 12



dén 13, kiéu chir dung.

Tén co quan, t6 chic ban hanh van ban va tén co quan, t6 chirc chu quan tryuc tiép
dugc trinh bay cach nhau dong don. Truong hop tn co quan, t6 chirc ban hanh vin ban, tén
co quan, t6 chtrc chi quan truc tiép dai ¢ thé trinh bay thanh nhiéu dong

¢) Tén co quan, t6 chtrc ban hanh van ban dugce trinh bay tai 0 s6 2 Muc IV cta Phu
luc nay.

3. S6, ky hiéu ctia van ban
a) S6 cua van ban 13 sb tha tu van ban do co quan, t6 chirc ban hanh trong mot nam duoc
dang ky tai Van thu co quan theo quy dinh, s6 cua van ban dugc ghi bang chit s6 A Rép.

Truong hop cac Hoi ddng, Ban, T6 cua co quan, to chirc (sau day goi chung la to
chtrc tu van) duoc ghi la “co quan ban hanh van ban” va dugc sur dung con dau, chit ky sb
clia co quan, to chirc dé ban hanh vin ban thi phai 1y hé thong sd riéng.

b) Ky hiéu cua van ban

Ky hi¢u cta van ban bao gom chir viét tat tén loai van ban va chir viét tat tén co quan,
to chirc hodc chirc danh nha nudc cd tham quyén ban hanh van ban. P61 voi cong van, ky
hiéu bao gom chir viét tit tén co quan, to chirc hoac chitc danh nha nudc ban hanh cong van
va chir viét tat tén don vi soan thdo hodc linh vuc dugc giai quyét.

Chir viét tat tén co quan, to chtrc va cac don vi trong mdi co quan, t6 chirc hodc linh
vuc do ngudi dimg dau co quan, to chitc quy dinh cu thé, bao dam ngan gon, dé hiéu.

¢) S6, ky hiéu cua van ban dugc dét canh gitra duoi t€n co quan, t6 chtrc ban hanh
van ban. Tir “S6” duoc trinh bay bang chir in thuong, ¢ chir 13, ki€u chir dimg; sau tir “S6”
c6 dau hai cham (:); véi nhirng s6 nh6 hon 10 phai ghi thém s6 0 phia truge. Ky hiéu cua
van ban duogc trinh bay bang chit in hoa, c¢& chir 13, ki€u chir diing. Gitra s6 va ky hi¢u van
ban c6 dau gach chéo (/), gitra cac nhoém chir viét tat trong ky hi€u van ban c6 dau gach noi
(), khong cach chir.

d) S9, ky hi¢u ctia van ban dugc trinh bay tai 6 s6 3 Muc IV cta Phu luc nay.

4. Pia danh va thoi gian ban hanh van ban

a) Dia danh ghi trén van ban do Truong Pai hoc Tay Nguyén ban hanh 1a tén goi
chinh thure cua tinh Pak Lak.

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

ban hanh van ban phai dugc viét ddy du; cac sb thé hién ngay, thang, nim dung chir s6 A
Rép; d6i véi nhitng s6 thé hién ngay nho hon 10 va thang 1, 2 phai ghi thém sb 0 phia trudc.

¢) Dia danh va thoi gian ban hanh van ban dugc trinh bay trén cung mét dong voi s0,
ky hiéu vin ban, tai 6 s6 4 Muc IV caa Phu luc nay, bing chir in thuong, ¢ chir tur 13 dén
14, kiéu chir nghiéng; cc chir cai dau cua dia danh phai viét hoa; sau dia danh c6 dau phay
(,); dia danh va ngay, thang, nam dugc dit dudi, canh gitra so véi Quéc hi¢u va Tiéu ngir.

5. Tén loai va trich yéu ndi dung vin ban

a) Tén loai van ban 1a tén cta ting loai van ban do co quan, to chirc ban hanh. Trich
yéu ndi dung van ban la mot cau ngan gon hoac mdt cum tir phan dnh khai quét noi dung chu
yéu cua van ban.

b) Tén loai va trich yéu ndi dung van ban dugc trinh bay tai 6 s6 5 a Muc IV cta Phu
luc nay, dat canh gitra theo chi€éu ngang van ban. Tén loai van ban dugc trinh bay bang chir
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in hoa, c& chit tir 13 dén 14, kiéu chir dimg, dam. Trich yéu ndi dung vin ban dugc dit ngay
dudi tén loai van ban, trinh bay bang chir in thuong, c& chit tir 13 dén 14, kiéu chir dung,
dam. Bén dudi trich yéu ndi dung van ban c6 duong ké ngang, nét li€n, c6 do dai bang tur 1/3
dén 1/2 d¢ dai ctia dong chir va dat can doi so vdi dong chi.

Déi véi cong vian, trich yéu ndi dung vin ban duogc trinh bay tai 6 sé 5b Muc IV caa
Phu luc nay, sau chir “V/v” bang chit in thuong, c¢& chir tr 12 dén 13, kiéu chir dung; dat
canh gitra dud1 s va ky hi€u van ban, cach dong 6pt véi s6 va ky hiéu van ban.

6. NO1 dung van ban

a) Can ctr ban hanh van ban

Cin clr ban hanh vin ban bao gém vin ban quy dinh thAim quyén, chirc ning, nhiém
vu ctia Truong Pai hoc Ty Nguyén va cic vin ban quy dinh noi dung, co s& dé ban hanh
van ban. Can ctr ban hanh van ban duoc ghi day du tén loai van ban, sd, ky hiéu, co quan
ban hanh, ngay thdng nim ban hanh vin ban va trich yéu noi dung vin ban (riéng Luat, Phap
1énh khong ghi sd, ky hiéu, co quan ban hanh).

Can ctr ban hanh van ban dugc trinh bay bang chit in thuong, kiéu chir nghiéng, ¢ chir
tir 13 dén 14, trinh bay duoi phan tén loai va trich yéu ndi dung van ban; sau moi can cu phai
xudng dong, cudi dong c6 dau cham phay (;), dong cudi ciing két thiic bang ddu cham (.).

b) Khi vién dan lan dau vin ban c6 lién quan, phai ghi day du tén loai, s6, ky hiéu cua
van ban, thoi gian ban hanh van ban, tén co quan, t6 chirc ban hanh vin ban va trich yéu noi
dung vin ban (ddi voi Luat va Phap 1énh chi ghi tén loai va tén cta Luat, Phap 1énh); trong
cac 1an vién dan tiép theo, chi ghi tén loai va sb, ky hiéu ctia vin ban do.

¢) B6 cuc ciia ndi dung vin ban: tl]y theo tén loai va ndi dung, vin ban c6 thé c6 phan
can cu phap ly dé ban hanh, phan m¢& dau va c6 thé dugc bd cuc theo phén, chuong, muc,
tiéu muc, diéu, khoan, diém hoic duoc phan chia thanh cac phan, muc tir 16n dén nho theo
mdt trinh ty nhat dinh.

d) Béi voi cac hinh thirc van ban duoc bd cuc theo phén chuong, muc, tiéu muc, diéu
thi phan chuong, muc, tleu muc, diéu phai c¢6 tiéu dé. Tiéu dé 13 cum tir chi ndi dung chinh
ctia phan, chuong, muc, tiéu muc, diéu.

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

Tt “Phan”, “Chuong” va sb thir ty ctia phan, chuong duoc trinh bay trén mot dong
riéng, canh gitta, bang chir in thudng, ¢& chir tir 13 dén 14, kiéu chit dimg, dam. S6 thir tu
ctia phan, chuong dung chit sé La Ma. Tiéu dé cta phan, chuong duoc trinh bay ngay dudi,
canh gitra, béng chit in hoa, ¢& chix tir 13 dén 14, kiéu chix dting, dam.

Tir “Muyc”, “Tiéu muc” va s6 thir ty cia muc, tiéu muc duoc trinh bay trén mot dong
riéng, canh gitra, bang chir in thuong, c6 chir tir 13 dén 14, kiéu chit dimg, dam. S6 thu tu
clia muc, tiéu muc dung chir s6 A Rap. Tiéu dé ctia muc, tiéu myc duoc trinh bay ngay dudi,
canh gitra, bang chit in hoa, ¢& chir tir 13 dén 14, kiéu chir ding, dam.

Tir “Diéu”, s thir ty va tiéu dé cua diéu dugc trinh bay bang chir in thuong, lui dau
dong 1 cm hodc 1 ,27 cm. S6 thir ty cta didu dung chir sd A Rap, sau s6 thtr tw ¢6 ddu cham
(.); c& chit bang c& chit ctia phan 10i van, kiéu chir ding, dam.

S thir tu cac khoan trong mdi muc dung chir s6 A Rép, sau sb thir ty ¢6 du cham (),
¢& chir s6 bang c& chir ciia phan 16i van, kiéu chir dimg. Néu khoan co tiéu dé, sé thir ty va
tiéu dé cua khoan dugc trinh bay trén mot dong riéng, bang chir in thuong, ¢& chit bang c&
chit cta phan 16i van, kiéu chit dung, dam.
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Thir tu cac diém trong mdi khoan ding cac chir cai tiéng Viét theo thtr tu bang chi
cai tiéng Viét, sau c6 diu dong ngoidc don, bang chit in thudng, c& chit bang ¢& chir cua
phan 10i van, kiéu chir dimg.

e) Noi dung vin ban duoc trinh bay bang chit in thudng, dugc canh déu ca hai 18, kiéu
chir dimg; c¢& chit tir 13 dén 14; khi xudng dong, chir dau dong i vao 1 cm hodc 1,27 cm;
khoang céch giita cac doan van ti thiéu 1a 6pt; khoang cach gitra cac dong t6i thiéu 1a dong
don, t6i da 1a 1,5 lines.

g) Noi dung van ban dugc trinh bay tai 6 s6 6 Muc IV cta Phu luc nay.
7. Churc vu, ho tén va chir ky cua ngudi c6 tham quyén

a) Chir ky cua nguoi co thAm quyen 1a chir ky ctia ngudi c6 thim quyén trén vin ban
gidy hoic chit ky s6 cta nguoi c6 thadm quyén trén vin ban dién tu.

b) Viéc ghi quyén han cua ngudi ky dugc thuc hién nhu sau:

Truong hop ky thay mit tap thé thi phai ghi chit viét tat “TM.” vao trudc tén tap thé
lanh dao hoac tén co quan, t6 chirc.

Truong hop duoc giao quyén cap truong thi phai ghi chir viét tat “Q.” vao trudc chiic
vu cua nguoi dung dau co quan, to chuec.

Truong hop ky thay ngudi ding dau co quan, té chtrc thi phai ghi chit viét tit “KT.”
vao trude chuce vu cua nguoi dung dau. Truong hop cap pho duoc giao phu trach hodc diéu
hanh thi thuc hién ky nhu cap pho ky thay cap trudng.

Truong hop ky thira 1énh thi phai ghi chir viét tat “TL.” vao trudc chirc vu ctia ngudi
dung dau co quan, t6 chic.

Truong hop ky thura uy quyén thi phai ghi chit viét tit “TUQ.” vao trudc chiic vu cta
ngudi ding dau co quan, t6 chic.

¢) Chtrc vy, chttc danh va ho tén ctia nguoi ky

Chtrc vu ghi trén van ban 1a chirc vu 1anh dao chinh thirc cua nguodi ky van ban trong
Truong Dai hoc Tay Nguyén; khong ghi nhitng chirc vu ma Nha nudc khong quy dinh.

Truong hop duoc Hiéu truong giao Ky thira 1énh, ky thira uy quyén thi phai ghi day
du chtrc vy, tén don vi ky van ban.

Chuc danh ghi trén van ban do Hoi dong thudc Truong Dai hoc Tay Nguyén ban
hanh la chirc danh lanh dao cta ngudi ky van ban trong Hoi dong.

Ho va tén ngudi ky vin ban bao gdm ho, tén dém (néu cd) va tén ctia nguoi ky van
ban. Trudc ho tén ctia nguoi ky, khong ghi hoc ham, hoc vi va cac danh hiéu danh dy khac.
Viéc ghi thém quan ham, hoc ham, hoc vi trude ho tén ngudi ky ddi véi van ban cua cac don
vi vii trang nhan dan, céc t6 chiic sy nghiép gido duc, y té, khoa hoc do nguoi dimg dau co
quan quan ly nganh, linh vuc quy dinh.

d) Hinh anh, vi tri chit ky s6 ctia ngudi c6 thim quyén 13 hinh anh chir ky cta nguoi
c6 tham quyén trén van ban gidy, mau xanh, dinh dang Portable Network Graphics (.png)
nén trong sudt; dat canh gitra chire vu ctia nguoi ky va ho tén nguoi ky.

d) Quyén han, chtrc vu ctia nguoi ky dugc trinh bay tai 6 s6 7a Muc IV cta Phuy luc
nay; chtrc vu khac ctia nguoi ky dugc trinh bay tai 0 sO 7b Muc IV Phan I Phu luc nay, phia
trén ho tén cia nguoi ky van ban; cac chir viét tat quyén han nhu: “TM.”, “Q.”, “KT.”
“TL.”, “TUQ.” va quyén han chitc vu ctia ngudi ky dugc trinh bay bang chit in hoa co chu:



tir 13 dén 14, kiéu chir dung, dam.
Chit ky ctia ngudi c6 thAm quyén dugc trinh bay tai 6 sb 7c Muc IV cua Phy luc nay.

Ho va tén ctuia nguoi ky van ban dugc trinh bay tai 6 s6 7b Muc IV cua Phu luc nay,
bang chit in thuong, cd chir tr 13 dén 14, ki€u chir ding, dam, duoc dat canh gitta quyén
han, chirc vu cia nguoi ky.

8. Dau, chir ky s0 ctia co quan, to chuc

a) Hinh anh, vi tri chir ky sd cua Truong Pai hoc Tay Nguyén 1a hinh anh déq cua
N,hél truong ban hanh Vé:l’l ban trén yén ban, mau do, kich thudc bang kich thu:c'rc thuc té cua
dau, dinh dang (.png) nén trong sudt, trum Ién khoang 1/3 hinh anh chir ky s6 cua nguoi c6
tham quyén vé bén trai.

b) Chir ky s6 cuia Trudong Pai hoc Tay Nguyén trén vin ban kém theo vin ban chinh
duoc thé hién nhu sau: Van bép keém theo cung tép tin vd1 ndi dupg van ban dién tr, Van thu
Nha truong chi thuc hién ky so van ban va khong thuc hién ky so 1én van ban kém theo; van
ban khong cung tép tin vdi ndi dung van ban dién tir, Van thu Nha truong thyc hién ky so
ctua Truong Pai hoc Tay Nguyén trén van ban kém theo.

Vi tri: Goc trén, bén phai, trang dau ctia vin ban kém theo.

Hinh anh chit ky sé cua Truong Pai hoc Ty Nguyén: Khong hién thi.

Thong tin: sd va ky hiéu van ban; thoi gian ky (ngay thang nam; gio phat gidy; muii
gio Viét Nam theo tiéu chuan ISO 8601) dugc trinh bay bang phéng chtr Times New
Roman, chit in thuong, kiéu chit dung, cd chit 10, mau den.

¢) Dau, chit ky s6 ciia Trudong Pai hoc Tay Nguyén dugc trinh bay tai 6 s6 8 Muc IV
cua Phu luc nay.

9. Noi nhan

a) Noi nhan vidn ban gom: noi nhan dé thuc hién; noi nhan d€ kiém tra, giam sat, bao
cdo, trao doi cong viée, dé€ biét; noi nhan dé Iuu van ban.

b) D61 vé1 To trinh, Bao cdo (co quan, to6 chuc cap dudi gui co quan, té6 chirc cap
trén) va Cong van, noi nhan bao gom:

Phan thtr nhat bao gom tr “Kinh gtri”, sau d6 1a tén cac co quan, to6 chirc hodc don vi,
ca nhan truc tiép giai quyét cong viéc.

Phan thtr hai bao gom tir “Noi nhan”, phia dudi 1a tor “Nhu trén”, tiép theo 1a tén céac
co quan, to chirc, don vi va ca nhan c6 lién quan khac nhan van ban.

A0

c¢) D61 véi nhitng van ban khac, noi nhan bao géom tir “Noi nhan” va phan liét ké cac
co quan, to churc, don vi va ca nhan nhan van ban.

d) Noi nhan duoc trinh bay tai 6 s6 9a va 9b Muyc IV cta Phu luc nay bao gom:

Phan noi nhén tai 6 s6 9a (4p dung ddi v6i To trinh, Bio cdo cta co quan, to chitc cip
duéi gtri co quan, to chue cip trén va Cong vin): Tir “Kinh giri” va tén cic co quan, to chic
hodc ca nhan nhan van ban duoc trinh bay bang chit in thudng, c¢& chit tir 13 dén 14, kiéu
chir ding; sau tir “Kinh gui” ¢6 dau hai cham (:). Néu vin ban gii cho mdt co quan, to chirc
hozic mdt ca nhan thi tir “Kinh giri” va tén co quan, té chirc hodc ca nhan dugc trinh bay trén
cing mot dong; trudng hop vin ban giri cho hai co quan, to chirc hodc ¢4 nhan trd 1én thi
xuéng dong, tén mdi co quan, td churc, c4 nhan hodc mdi nhém co quan, td chirc, c4 nhan
dugc trinh bay trén mot dong riéng, dau dong c6 gach dau dong (-), cudi dong c6 dau chim
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phay (;), cudi dong cubi cung co dau cham (.); cac gach dau dong duoc trinh bay thang hang
vo1 nhau dudi dau hai cham ().

Phan noi nhan tai 6 s6 9b (4p dung chung ddi véi cac loai van ban): Tir “Noi nhan” dugc
trinh bay trén mot dong riéng (ngang hang voi dong chit “quyén han, chirc vu clia ngudi ky” va
sat 18 trai), sau c6 dau hai cham (:), bang chir in thuong, ¢ chir 12, kiéu chit nghiéng, dam; phan
liét ké cac co quan, t6 chirc, don vi va c4 nhan nhan vin ban duoc trinh bay bang chit in thuong,
cd chur 11, kiéu chir dirng; tén mdi co quan, to chirc, don vi va c4 nhan hodc mdi nhém co quan,
t6 chic, don vinhan van ban dugc trinh bay trén mot dong riéng, dau dong c6 gach dau dong (- )
sat 18 trai, cu01 dong co dau cham phay (; ), dong cudi cung bao gdm chit “Luu” sau ¢6 ddu hai
cham (), tiép theo la chir viét tat “VT7, dau phay (,), chit viét tat tén don vi (hodc bd phan) soan
thao van ban va sb lwong ban luu, cudi cing 13 dau cham ().

III. CAC THANH PHAN THE THUC KHAC
1. Phuy luc

a) Truong hop vin ban c¢6 Phu luc kém theo thi trong vin ban phai c6 chi din vé Phu
luc d6. Van ban c¢o tir hai Phu luc tr¢ 1én thi cadc Phy luc phai dugc danh s6 thir tu bang chi
s0 La Ma.

b) Tir “Phu luc” va s thtr tu cia Phy luc duogc trinh bay thanh mot dong riéng, canh
gilra, bang chir in thuong, c& chit 14, ki€u chir dung, qam; tén Phu luc (néu c6) dugc trinh
bay canh gitra, bang chit in hoa, c¢& chir tr 13 dén 14, ki€u chit dirng, dam.

¢) Thong tin chi din kém theo van ban trén mdi Phy luc dwoc ban hanh bao gdm: sd, ky
hi€u van ban, thoi gian ban hanh van ban va tén co quan, t6 chirc ban hanh van ban. Thong tin
chi dan kem theo van ban dugc canh gitta phia dudi tén cua Phu lyc, chit in thuong, cd chir tir
13 dén 14, kiéu chir nghiéng, cung phong chit véi ndi dung van ban, mau den.

Thong tin chi din kém theo van ban trén mdi phu luc (Kém theo vin ban sb .../...-...
ngay .... thang ...ndm ....) dugc ghi day du do6i voi van ban giay; doi voi van ban dién tu,
khong phai dién thong tin tai cac vi tri nay.

d) DPdi v6i Phu luc cung tép tin véi ndi dung van ban dién tir, Van thu co quan chi
thyc hién ky s0 van ban va khong thuc hién ky s6 1én Phu luc.

Poi v6i Phu luc khong cung tp tin v6i ndi dung van ban dién tir, Van thu co quan
thuc hién ky s6 ctia co quan, to chire trén timg tép tin kém theo, cu thé:

Vi tri: Goc trén, bén phai, trang dau ciia mdi tep tin.
Hinh anh chit ky s6 ctia co quan, t6 chirc: Khong hién thi.

Thong tin: sé va ky hiéu vin ban; thoi gian ky (ngay thang nam; gio phuat gidy; mdai
gid Viét Nam theo tiéu chuan ISO 8601) dugc trinh bay bang phong chit Times New
Roman, chir in thuong, kiéu chit dtimg, c& chir 10, mau den.

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

e) Mau trinh bay phu luc van ban thyc hién theo quy dinh tai Phu luc III ctia Quy ché
nay.

2. D4u chi d6 mat, mirc 6 khan, cac chi ddn vé pham vi luu hanh

a) DAu chi do mat

Viéc xac dinh va dong dau chi do mat (tuyét mat, t6i mat hodc mat), dau tai liéu thu
h6i doi véi van ban c6 ndi dung bi mat nha nudc duge thuc hién theo quy dinh hién hanh.
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Con dau cac d6 mat (TUYET MAT, TOI MAT hoic MAT) va dau tai liéu thu hdi dugc khic
san theo quy dinh cuia phap luat vé bao vé bi mat nha nuéc. Dau chi do mat duoc dong vao 6
s6 10a Myc IV Phan I Phy luc nay; diu tai liéu thu hdi duoc déng vao 6 s6 11 Muc IV cia
Phu luc nay.
b) D4u chi mirc d6 khan
, Khi soan :chéo van ban c¢6 tinh chat kh'fln2 don vi hoac ca nhan soan ghéo van ban C}é
xuat muc do khan trinh nguoi ky van ban quyét dinh. Tuy theo mirc d can dugc chuyén
phat nhanh, van ban dugc xac dinh dg khan theo cac murc sau: hod toc, thuong khan, khan.
Con diu cac muc d6 khan duoc khéc sin hinh chit nhat ¢o kich thugc 30 mm x 8 mm,
40 mm x 8 mm va 20 mm x 8 mm, trén d6 cic tir “HOA TOC”, “THUONG KHAN” va
“KHAN”, trinh bay bang chir in hoa, phong chr Times New Roman, ¢& chir trr 13 dén 14,
kié}l chtr dang, dam va daftt can doi trong khung hinh chix nhég vién dop. Dau chi murc (j(f)
khan dugc dong vao 6 s6 10b Muc IV cia Phu luc nay. Muc dé dong dau chi mic do khan
dung mau do tuoi.
¢) Céc chi dan vé pham vi luu hanh
‘ béi véi nhirng van ban c6 pham vi, déi tuong, st dung han ché, sir dung céc chi d?m
vé pham vi luu hanh nhu “XEM XONG TRA LAI”, “LUU HANH NOI BQ”. C4c chi dan
v€ pham vi luu hanh trinh bay tai 6 s6 11 Myc IV cua Phu lyc nay, trinh bay can doi trong
mot khl}ng hinhvchﬁ: nhat vién don, bang chir in hoa, phong chit Times New Roman, ¢& chix
tur 13 dén 14, ki€u chir ding, dam.
3. Ky hiéu ngudi soan thao vin ban va sd luong ban phéat hanh
buoc trinh béty tﬁli 6 s6 12 Muc IVWCqua Phu luc nay, ky hiéu béng chit in hoa, sb
lugng ban bang chir s6 A Rép, c¢& chir 11, kiéu chir ding.
4. Pia chi co quan, t6 chire; thu dién tur; trang thong tin di¢n tir; s6 dién thoai; sb Fax
~ Céac thanh phan nay duogc trinh bay tai 6 sb 13 Muyc IV cua Phy lyc nay ¢ trang thar
nhat cla van ban, bang chir in thuong, ¢& chir tir 11 dén 12, ki€u chir ding, dudi mét duong
ké nét lién kéo dai hét chiéu ngang ctia ving trinh bay van ban.
IV. SO PO BO TRi CAC CAC THANH PHAN THE THUC VAN BAN HANH CHINH
1. Vi tri trinh bay céc thanh phan thé thuc

O s : Thanh phin thé thirc viin ban
1 : Qudc hiéu
2 : Truong Dai hoc Tay Nguyén
3 : S6, ky hiéu ban sao
4 : Dia danh va ngay, thang, ndm sao
5a : Tén loai va trich yéu noi dung
5b : Trich yéu noi dung cong van
6 : NO1 dung van ban
7a,7b,7c : Chirc vy, ho tén va chit ky ctia ngudoi c6 tham quyén
8 : Mau ddu cua Trudng

9a,9b : Noi nhian



10a : Dau chi mirc d6 mat

10b : Dau chi muc d6 khan

11 - Déu thu hoi va chi dan vé pham vi luvu hanh

12 - Ky hiéu nguoi soan thao vin ban va sé luong ban

13 : Dia chi Truong; dia chi Email, Website, sb dién thoai, s6 Fax

14 : Chit ky s6 ctia Trudng cho vin ban soan thao sang dinh dang dién tur

2. So dd bd tri cac thanh phan thé thirc

20-251mm 11 14
2 1
3 4
5b 5a
10a %
10b
30-35mm
6
7a
9%b
7b
13

20-251mm

15—201mm




V. MAU CHU VA CHI TIET TRINH BAY THE THUC VAN BAN HANH CHINH
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str| Thanhphanthéthic |, . o0 CF e g - ~Vl ,dl'l e Cor
va chi tiet trinh bay chir Phong chir Times New Roman chit
1 |Qudc hiéu va Tiéu ngir
- Qudc hiéu Inhoa | 12-13 | Dumng, ddm CONG HOA XA HOI CHU NGHIA VIET NAM 12
- Tiéu nglt In thuong | 13-14 | DPung, dam Poc 1ap - Tw do - Hanh phuc 13
- Dong ké bén dudi
2 [Tén co quan, td chirc ban hanh vin ban
- Tén B chu quan truc tiép Inhoa | 12-13 Pung BO GIAO DUC VA BPAO TAO 12
- Truong Pai hoc Tay Nguyén Inhoa | 12-13 | Pung, dam TRUONG PAI HQC TAY NGUYEN 12
- Dong ké bén dudi
3 [S4, ky hiéu cuia vin ban In thuong | 13 Dung S6: 07/QD-PHTN hoic S6: 09/DHTN-TCCB; 13
4 2113 S;r? hva thot gian DA BN 14 huomg | 1344 | Nghieng Dk Lk, ngay 11 thang 17 ndm 2020 13
5 [Tén loai va trich yéu ndi dung vin ban
a_ [P4i véi vin ban c6 tén loai
- Tén loai van ban Inhoa |13-14| bung, dam QUYET PINH 14
- Trich yéu ndi dung In thuong | 13-14 | Pung, ddm | V& viéc ban hanh “Quy ché cong tac Vin thu, lvu triv> | 14
- Dong ké bén dudi
b Dbi v6i cong vin
Trich yéu noi dung In thuong | 12-13 bing VIV giri giang vién di bdi dudng chuyén mon 12
6 [NOi dung van ban In thuong | 13-14 Dung Thyc hién chi dao cua Hiéu trudng. .. 14
a |Gom phz“ln, chuwong, muc, tiéu muc, diéu, khoan, diém
;;&gi?gi’;li};ﬁzng” va 50 thir In thuong | 13-14 | Dung, ddm Phin 1 Chuong I 14
- Tiéu dé cua phan, chuong Inhoa | 13-14 | Pung, ddm QUY PINH CHUNG QUY PINH CHUNG 14
- T “Muc” va sb thir tu In thuong | 13-14 | Dung, dam Muc 1 14
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- Uy ban nhén dan tinh Pik Lik;
- Truwong Pai hoc Y dugc Hué.

- Tiéu dé cuia muc Inhoa | 13-14 | Pung, ddm QUAN LY VAN BAN 14
- Ttr “Tiéu muc” va s thi ty In thuong | 13-14 | Dung, dam Tiéu muc 1 14
- Tiéu dé cua tiéu muc Inhoa | 13-14 | Pung, ddm QUAN LY VAN BAN DI 14
- Didu In thuong |13 - 14| Dimg, ddm [Piéu 16. Nguyén tic chung 14
- Khoan In thuong | 13-14 buing 1. Céc hinh thuc... 14
- Diém In thuong | 13-14 Pung a) Dbi voi... 14
Gom phﬁn, muc, khoan, diém
- T “Phan” va s6 thir tu In thuong | 13-14 | Dung, dam Phin 1 14
- Tiéu dé cua phan Inhoa | 13-14 | Pung, dam TiNH HINH THU'C HIEN NHIEM VU... 14
- S6 thir tu va tiéu dé cua muc Inhoa | 13-14 | Pung, dam |I. NHUNG KET QUA... 14
- Khoan: ‘ _
Truong hop co6 tieu dé In thuong | 13-14 | Dung, dam (1. Pham vi va doi twgng ap dung 14
Trudng hop khong c6 tidu dé In thuong | 13-14 Ding 1. Quy ché nay quy dinh vé cong tac van thu, luu trir. .. 14
- Diém In thuong | 13-14 Dung a) Cong tac van thu bao gom: Soan thao. .. 14
Chirc vu, hg tén ciia nguoi co thAm quyén
- Quyén han cua nguoi ky Inhoa |13-14| Pung,dam | TM.HQIDPONG TRUONG | KT.HIEU TRUONG | 14
- Chire vu ciia nguoi ky Inhoa | 13-14 | Pung, dam CHU TICH PHO HIEU TRUONG | 14
- Ho tén ctia nguoi ky In thuong |13 - 14| DPung, dam Nguyén Vin A Tran Vin B 14
INoi nhan
e i s har § i huong | 1314 | pimg 1
- Gui mot noi Kinh guri: B§ Gido duc va Pao tao 14
Kinh guri:
L G nhidu noi - B§ Gido duc va Pao tao; 14

Tt “Noi nhan” va tén co quan, to
chirc, ca nhan nhan van ban
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- Tt “Noi nhan” In thuong 12 | Nghiéng, dam |Noi nhan: Noi nhdn: (46 v6i cong vin) 12
7 - Nhu biéu 3;
- Tén co quan, to chirc, ca nhan| N , - Hiu truéng, Pho HT; - Nhu trén;
hhan van ban In thuong | 11 bung | 1ot déng Truong; - Luu: VT, DTDH. 1
- Luu: VT, TCCB.
9 |Phu luc van ban
~Tir “Phy Iyc” va s6 thir ty cia In thuong 14 bung, dam Phu luc I 14
phu luc u Iy
S s SO PO BO TRi CAC THANH PHAN THE THUC
- Tiéu d¢€ cua phu luc In hoa 13-14 | Dung, ddm VAN BAN HANH CHINH 14
s ][ TR [ e
10 |Dau chi mirc d6 khan, mirc domat | Inhoa |13-14| BDung, dam 13
MAT TOI MAT TUYET MAT
KV hi€u nguoi soan thdo van ban . .
11 va s luong ban phat hanh In thuong | 11 Ding PL.(35) 11
Dia chi co quan, t6 chirc; thu] S0 ettt ettt
12 |dién tir; trang thong tin dién ti;| In thuong | 11 - 12 Ding DT FaX: i 11
s0 dién thoai; so Fax Email: ..o WEDSIEE: ...
13 [Chi dAn vé pham vi luu hanh Inhoa | 13-14 | Dulng, ddam | XEM XONG TRA LAI LUU HANH NOI BQ 13
14 |S6 trang In thuong | 13-14 Pung 2,34 14

1 C& chit trong cung m(f):c van ban tang, giam phai théng nhét, vi du: Quéc hi€u cd chit 13, Tiéu ngit cd chir 14, dia danh va ngay, thang, ndm van
ban ¢ chir 14 hoac Quoc hiéu cd chir 12, Tiéu nglr ¢& chit 13, dia danh va ngay, thang, nam van ban c¢& chir 13.




