Ky boi: KHO BAC NHA NUGC

Co quan:
Thoi gian ky: 18-03-2025
10:56:31+07:00
BO TAI CHINH CONG HOA XA HQI CHU NGHIA VIET NAM
KHO BAC NHA NUOC DPoc lap - Tw do - Hanh phic
S6 276 F/KBNN-VP Ha Ngi, ngayL¥thang 3 nam 2025
V/v hudéng dan thé thie va k¥ thuat
trinh bay vén ban hanh chinh
Kinh guri:

- Céc don vi thudéc Kho bac Nha nudc;
- Kho bac Nha nudc cac khu vuc.

Trién khai thuc hién Quyét dinh s 385/QD-BTC ngay 26/02/2025 cua Bo
Tai chinh quy dinh chirc nang, nhiém vy, quyén han va co céu t6 chirc ctia Kho
bac Nha nuée thude Bo Tai chinh; Quyét dinh s6 925/QD-BTC ngay 04/3/2025
cua Bo Tai chinh quy dinh chirc ndng, nhiém vu, quyén han va co cdu td chire cla
Kho bac Nha nudc khu vuc thudc Kho bac Nha nudc, theo do tén goi cua cac don
vi thude Kho bac Nha nude (KBNN), KBNN khu vuc ¢6 su thay dbi. Dé théng
nhit thue hién trong toan hé théng, KBNN huéng din thé thic va k thudt trinh
bay van ban hanh chinh, cu thé nhu sau:

1. Van ban hanh chinh do cac don vi thudc KBNN va cac don vi KBNN
khu vuc khi thuc hién phat hanh phai dam bao ding thé thirc va k¥ thuat trinh bay
quy dinh chi tiét tai Nghi dinh s6 30/2020/ND-CP ngay 05/3/2020 ctia Chinh phu
vé cong tac van thu va ndi dung huéng dan tai Cong van nay.

2. Mbt s quy dinh chi tiét

2.1. Dia danh ghi trén van ban

- Dia danh ghi trén van ban cia KBNN, KBNN khu vuc la tén goi chinh
thirc cta tinh, thanh phd truc thuoc Trung wong noi co quan ban hanh vén ban
dong tru s6. Vi du: KBNN khu vuc 111 gom 2 tinh Quang Ninh, Hai Phong, c6 tru
s6 chinh déng trén dia ban Thanh phé Hai Phong. Dia danh ghi trén van ban nhu
sau:

Hai Phong, ngay...thang.... nam.....

- Dia danh ghi trén vian ban ctia Phong Giao dich thugc KBNN khu vyc la
tén goi chinh thirc clia don vi hanh chinh noi co quan ban hanh véan ban dong tru
s6. Vi du: Phong Giao dich s6 10 thuge KBNN khu vuc I gom 3 huyén Tién Yén,
Ba Ché, Binh Liéu ¢é tru so chinh dong trén dia ban huyén Tiéen Yen. Dia danh
ghi trén van ban nhuw sau:

Tién Yén, ngay...thang.... nam.....




2.2. V& tén Kho bac Nha nudc ban hanh vin ban

Tén Kho bac Nha nudc ban hanh van ban 1a tén chinh thure, day du ctia Kho
bac Nha nudc ban hanh vin ban (luu y: cum tir Kho bac Nha nudc phai ghi day
du, khong duoc viét tat), cu thé: Kho bac Nha nudc, Kho bac Nha nude khu vue 1.
Truong hop tén Kho bac Nha nudc ban hanh van ban, tén Kho bac Nha nudce chu
quan truc tiép dai, co thé trinh bay thanh nhiéu dong.

Vi du:
KHO BAC NHA NUGC CONG HOA XA HQI CHU NGHIA VIET NAM
KHO BAC NHA NUGC Poc lap - Tu do - Hanh phic |
KHU VUC X

2.3. Ky hiéu cua van ban

2.3.1. Déi v6i van ban co tén loai

Ky hiéu cua van ban bao gom chir viét tit tén loai van ban (Vi du: Quyét
dinh-ODb, Thong bdo-TB...) va chit viét tit tén co quan, to chiic hogc chic danh
nha nudc ¢ thim quyén ban hanh vin ban.

Chit viét tit tén don vi KBNN ban hanh vin ban thyc hién nhu sau:

- Kho bac Nha nude: viét tit 1a “KBNN”

- Kho bac Nha nudc khu vuc: chit viét tat gém cd cum tu “KB” va chir )

La mi cia KBNN khu vuc. Vi du: ky hiéu trén Théng bao cua KBNN khu vuc 1
duoc viét nhu sau: Sé: ...../TB-KBI.

2.3.2. Doi voi cong van
Ky hiéu ctia van ban bao gom chit viét tat tén co quan to chuc ban hanh

cong van va chiv viét tét tén don vi soan thao (thuc hién theo Phu luc I dinh kém)
hoic linh vuc dugc giai quyét.

3. Mot s6 mau vin ban thong dung thuc hién theo Phu luc II dinh kém
Cong van nay.

a) Mau van ban ap dung khi soan thao van ban ctia B$ Tai chinh, KBNN,
thuc hién theo mau tai Muc I Phy luc II.

b) Mau vin ban ap dung khi soan thao van ban cua cac don vi thuéc KBNN
¢o su dung con dau riéng, thuc hién theo mau tai Muc II Phu luc II.

¢) Mau vin ban ndi bo ap dung cho cic don vi thugc KBNN, thuc hién theo
mau tai Muc 111 Phu luc II.
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d) Mau vin ban 4p dung d6i véi KBNN khu vuc, thuc hién theo mau tai
Muc IV Phu luc II.

d) Mau vin ban 4p dung dbi véi Phong Giao dich thuoc KBNN khu vuc,
thuc hién theo mau tai Muc V Phu lyc II.

¢) Mau vian ban ap dung cho céc td chire tu van (gdm Hoi dong, Ban, Té...
ctia co quan), thuc hién theo mau tai Myc VI Phu lyc II.

Luwu y: Cdc to chirc tu vén (gom cdc Hoi dong, Ban, 76, ... cua co quan)
trong Quyét dinh thanh Idp cho phép sw dung con ddu cia co quan thi dwoc dong
dau ctia KBNN, KBNN khu vire vao vin ban do cdc 16 chire ti van dé ban hanh.

Cong van nay thay thé Cong van s6 3030/KBNN-VP ngay 11/6/2020 cta
KBNN vé huéng din thé thire va k§ thuat trinh bay véan ban hanh chinh va Céng
vin sé 4979/KBNN-VP ngay 31/8/2023 ciia KBNN vé viéc huéng dan thyc hién
Gidy ty quyeén.

Pé nghi Thu truong cae don vi thude KBNN, Giam déc KBNN cac khu
vuc phd bien quén triét cong chuc tai don vi thuc hién nghiém cdc quy dinh tai
Nghi dinh ) 30/2020/N{-) CP Va huorng dén tai Cong van nay. Trong qua trinh td
chure thuc hién, néu cé vudng méc, d& nghi phan 4nh vé Vin phong Kho bac Nha
nudce, sd dién thoai (024) 6276.4300, may 1é 88158 dé phoi hop, giai quyet/ L

Noi nhin:
- Nhu trén;
- Luu: VT, VP (35 ban)\b

go Thi Nhung




Phu luc I

QUY PINH CHU VIET TAT

g 56:2 F6 7/KBNN-VP ngaydfthing3 ndm 2025 ciia KBNN)

STT Tén don vi soan thio Chu;vnét el .gQIAt'at R
T tat don vi noi bo

1 | Ban Chinh sach - Phap ché CSPC V1

2 | Ban Quan ly hé théng thanh toén QLTT V2

3 | Ban Cong nghé thong tin va Chuyén d6i s6 CNTT V3

4 | Ban Giao dich GD V4

5 | Thanh tra Kho bac Nha nudc TTr V5

6 | Ban T chitc cén bo TCCB V6

7 | Ban Tai vu - Quan tri TVQT V7

8 | Van phong NP V38

9 | Ban K¢ toan Nha nuéc KTNN V9
10 | Ban Quan ly ngan quy QLNQ V10

2. Tai KBNN khu vue
STT Tén don vi soan thao Chir viét tit

1 | Phong Ké toan Nha nuédc KTNN
2 | Phong Thanh tra - Kiém tra TTKT
3 | Phong Tai vu - Quan tri TVQT
4 | Phong T6 chic - Hanh chinh TCHC
5 | Phong HO tro giao dich va Cong nghé thong tin HTGD
6 | Phong Nghiép vu 1 NVI
7 | Phong Nghiép vu 2 NV2
8 | Phong Giao dich sd 1 PGDI
9 | Phong Giao dich s6 2 B




I. Miu viin ba
-Mau sb 1.1:
- Mau s 1.2:
- Mau sb 1.3:
- Méu s6 1.4:
-Mau sb 1.5:
- Mau sb 1.6:
-Mausb 1.7:
-Mau sb 1.8:
-Mausb 1.9:

d )

-MaAu s 1.10:

-Miusd 1.11

-Mau s 1.12:

-MAusb 1.13

- Mau s6 1.14:
- MAau sb 1.15:
- Méu sb 1.16:
-Mausb 1.17:
- Méu s6 1.18:

_Phu luc I
NH BAY VAN BAN HANH CHINH
INN-VP ngay 1fthdng 3 nam 2025 cia Kho bac Nha nudc)

NHA

fung khi soan thdo viin bin ciia By Tai chinh, KBNN
Quyét dinh (quy dinh truc tiép)

Quyét dinh (quy dinh gian tiép)

Vin ban ¢o tén loai

Cong van

Giy uy quyén

To trinh (Bdo céo) Lanh dao BTC

T& trinh (Béo céo) Lanh dao BTC qua don vi thugc BTC
Cong dién

Gidy moi

Gidy gioi thiéu

: Bién ban

Gidy nghi phép

- Phy luc vin ban hanh chinh giay

Phu luc vin ban hanh chinh dién t

Quyét dinh do BTC ban hanh

Cong van do BTC ban hanh

Ban sao sang dinh dang gidy

Ban sao sang dinh dang dién tu

II. MAu vin ban ap dung khi soan thio vin bdn cia cac don vi thudc
KBNN c¢6 sir dung con dau riéng

-Mauso 2.1:
-Mauso 2.2:
- Mauso 2.3:

Quyét dinh (néu c6)
Cong van

Vian ban c¢o tén loai

I1I. MAu vin ban ndi bd ap dung cho cic don vi thuge KBNN
- Mau 3.1 T& trinh Lanh dao KBNN (van ban mat)
- MAu 3.2: Van ban di ndi bd (van ban mét)

- MAu 3.3: T& trinh Lanh dao KBNN (van ban thuong)
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- Méu 3.4: Vin ban di néi b (vin ban thuong)
IV. Miu viin ban 4p dung d6i véi KBNN khu vue

- Mau s 4.1: Quyét dinh (quy dinh truc tiép)

- Mau s6 4.2: Quyét dinh (quy dinh gién tiép)

- Mau s6 4.3: Vin ban c6 tén loai

- Mau s6 4.4 Coéng van

- Mau s 4.5: Gidy uy quyén

- Mau s6 4.6: T trinh (B4o c4o)

- Mau s6 4.7 Cong dién

- Mau s6 4.8: Gidy moi

- Mau s6 4.9: Gidy gi6i thiéu

- Mau s6 4.10: Bién ban

- Mau s6 4.11: Gidy nghi phép

- Mau s6 4.12: Phu lyc van ban hanh chinh gidy

- Mau s6 4.13: Phu luc van ban hanh chinh dién tir

- Mu s6 4.14: Ban sao sang dinh dang giy

- Mau sb 4.15: Ban sao sang dinh dang dién tir
V. MAu viin ban ap dung d6i véi Phong Giao dich thugc KBNN khu vue

- Mau s6 5.1: Vin ban c6 tén loai
- Méu s6 5.2: Céng vin
- Mau s6 5.3: Td trinh (Béo c4o)

VI. Miu vin bin ap dung cho céc t6 chire tw vin (gdm Héi dong, Ban, Té
... Clla O’ quan)

-Miu 56 6.1: Quyét dinh ctia td chic tur vén ctia KBNN
- Mau s6 6.2: Cong vén ctia t chire tu van ctia KBNN
- Miu s6 6.3: Quyét dinh cua tb chic tu van ctia KBNN khu vuc

- Mau s6 6.4: Cong vin cuia t6 chirc tu vin cta KBNN khu vyc




M4u sb 1.1 - Quyét dinh (quy dinh truec tiép)

BO TAI CHINH CONG HOA XA HQI CHU NGHIA VIET NAM

(c@ chir 13, in hoa, dimg) (c@ chir 13, in hoa, dimg, ddm)
KHO BAC NHA NUOC Doc lap - Tu do - Hanh phie
(c& chir 13, in hoa, dimg, ddm) (c® chir 14, in thuong, dimg, dam)
(d6 dai ciia dong ké bing 1/3 d6 dai cua dong chir) (do dai cia dong ké bing do dai cia dong chir)
So: /QD-KBNN Ha Noi, ngay thang nam....
(c& chir 13, in thuong, dimg)/(cd chix 13, in hoa, dimg) (c& chix 14, in thuong, nghiéng)

QUYET PINH
(c& chir 14 in hoa, déim, dimg)
(cd chir 14, in thudng, dimg, ddm)

(d0 dai cua dong ké bing 1/3 do dai ciia dong chiY)

GIAM POC KHO BAC NHA NUGC

(c@ chir 14 in hoa, ddm, ding)
T DT St ol WY . T S

31 ¢ U e 8. SO
Theo dénghictiq ... ..o

QUYET DINH:

(c& chir 14 in hoa, dam, dimng)

GIAM POC®

Noi nhan: (c& chir 13 in hoa, ddm, dimg)

(c& chir 12, in thuong, nghiéng, ddm) p— . ;

o A > R S i ky cua nguoi c¢é tham quyén,
Nhu Diéu ... (cochir 11, in thudng, dimg); T it 5 18 s 0 g

......... s

- Luu: VT, viét tit don vi soan thao “)(... ban).

Nguyén Vin A

(c& chir 14 in thudng, dam, dimg)

Ghi chi

(1) Ghi cée can cir dé ban hanh Quyét dinh, c& chir 14, in thuong, nghiéng.
(2) Noi dung Quyét dinh, ¢& chir 14, in thuong, dimg.

(3) Truomg hop Phé Gidm déc ky thay: KT. GIAM BOC
PHO GIAM BOC
- Truémg hop Lanh dao don vi ky thira [énh: TL. GIAM BOC
TRUGNG BAN TO CHUC CAN BO
- Truomg hop Lanh dao don vi ky thira I¢nh (ky thay): TL. GIAM POC

KT. TRUGNG BAN TO CHUC CAN BO
PHO TRUONG BAN
(4) K¥ higu ngudi soan thio van ban




Mau 1.2 - Quyét dinh (quy dinh giin tiép)*

BO TAI CHINH
(cd chir 13, in hoa, dimg)

KHO BAC NHA NUOC

(c@ chir 13, in hoa, dimg, dim)

CONG HOA XA HQI CHU NGHIA VIET NAM

(c® chir 13, in hoa, dimg, dam)

Doc lap - Tw do - Hanh phic

(c@ chir 14, in thudng, dimg, dam)

(d6 dai cua dong ké bang 1/3 do dai ciia dong chir) (dd dai cia dong ké bing d¢ dai ciia dong chir)
So: /QD-KBNN Ha Ngi, ngay thang nam....
(c0 chir 13, in thudng, dimg)/(cé chir 13, in hoa, ding) (c@ chir 14, in thudmg, nghiéng)
QUYET PINH

(c& chir 14 in hoa, ddm, dimg)

Ban hanh (Phé duy€t) ......................................

(c& chir 14, in thudng, dimg, dim)

(dd dai cua dong keé béng 1/3 do dai cua dong chir)

GIAM POC KHO BAC NHA NUOC

(c& chir 14 in hoa, ddm, dimg)

T e e i e o IR | B E o
Caner ... .
THED FBHGRLETG. .. srscssimin im0
QUYET PINH:
(cd chir 14 in hoa, dim, dimg)
Diéu 1. Ban hanh (Phé duyét) kém theo Quyét dinh ndy . @
B e S R o R R
Noi nhin: GIAM POC®

(cd chir 12, in thudng, nghiéng, ddm)
- Nhu Dieu ... (co chir 11, in thuomg, dimg):

- Luu: VT, viét tat don vi soan thao “)(... ban).

(c@ chir 13 in hoa, dam, dimg)
(Chit ky ctia nguoi cd tham quyén,

dau/ chit ky so cia co quan)

Nguyén Vin A

(c@ chir 14 in thudmg, ddm, dimg)

Ghi chit

* Mau nay ap dung ddi véi cac quyét dinh ban hanh hay phé duyét mat van ban khac

(1) Ghi céc can cir dé ban hanh Quyét dinh, c& chir 14, in thuong, nghiéng.
(2) Trich yéu noi dung Quyét dinh, c& chir 14, in thuong, dimg.

(3) Truimg hop Pho Giam déc ky thay:

- Trudmg hop Lanh dao don vi ky thira I¢nh:

KT. GIAM POC
PHO GIAM POC

TL. GIAM BOC
TRUGNG BAN TO CHUC CAN BO

- Truomg hop Lanh dao don vj ky thira lénh (ky thay): TL. GIAM BOC

- Trudng hop Lanh dao don vi ky thira ty quyén:

(4) Ky hiéu ngudi soan thao van ban

KT. TRUGNG BAN TO CHUC CAN BO
PHO TRUGNG BAN
TUQ. GIAM POC
TRUGNG BAN TO CHUC CAN BO




MAu viin ban (dwgc ban hanh, phé duyét kém theo quyét dmh) ddi véi ban gidy”

BO TAI CHINH CONG HOA XA HOI CHU NGHIA VIET NAM
(c& chir 13, in hoa‘dung) ! (c& chir 13, in hoa, dimg, ddm)
KHO BAC NHA NUOC Doc lap - Tw do - Hanh phiic

(¢ chir 13, in hoa, dimg, dam) (c& chir 14, ln thudng, dung, dam)

(d dai cuia dong ké bing do dai cia dong chir)

(do dai cuia dong ké bing 1/3 do dai cia dong chiy)

(QUY PINH (QUY CHE...)

(c® chix 14 in hoa, ddm, dimg)

Ssssessssssnsssnnssssne fesssverssssnssesenssRannne

i i ( co chir 14 in thuong, dam, dimg)
(Kém theo Quyét dinh s6  /QP-KBNN ngay ...thang ...nam... cia Kho bac Nha nuoc)

(et chir 14 in thuong, nghiéng)

Chuong I
QUY DINH CHUNG
[ R G- N gt 11 |1 ST
37T R S . .
Chuong.......
5 SO - 1 S
Chuong .......
Picu

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

Ghi chii

( ) Miu nay ap dung déi vai cac vin ban glay dugc ban kém theo quyét dinhh, bé
cuc ¢6 thé bao gém chuong, muyc, diéu khoan, diém.

(1) Trich yéu ndi dung vin ban.




Miu vin ban (dwgc ban hanh, phé duyét kém theo quyét dinh) d6i véi ban dién ti”

Sé: ..2..., ngay/thdng/nam; gid: phut: gidy’

BO TAI CHINH CONG HOA XA HQI CHU NGHIA VIET NAM
(cd chir 13, in hoa, dimg) (c& chix 13, in hoa, dimg, ddm)
KHO BAC NHA NUOC Poc 1ap - Tu do - Hanh phic
(c® chir 13, in hoa, dimg, ddm) (c& chir 14, in thuong, dimg, ddm)
(dé dai cia dong ké bing 1/3 d6 dai cua dong chir) (do dai cia dong ké bang do dai cia dong chir )

QUY PINH (QUY CHE...)

(ci chir 14 in hoa, dam, ding)

cno---nn-n---.--u---con----(1)------..n---------ccu--

( ¢ chix 14 in thuong, ddm, dimg)

Chuong 1
QUY DINH CHUNG

O L o R s T M L
. A
5 T . LY e N LRSS ) S Ce sl e S e
Chuong.......
. A
171y S 00l S (ST TS L SR UL RSSO (PRI . . PRty
Chuong .......
e e o U S S SO | 1. A
A

(*) MAu nay 4p dung vdi vin ban dién tir kém theo khong ciing tép tin véi ndi dung quyét dinh ban hanh hay phé duyét
(1) Trich yéu ndi dung ctia véin ban
(2) $6 va ky hiéu Quyét dinh ban hanh hay phé duyét.

(3) Thavi gian ky sé ciia co quan, t6 chirc (ngay thang nam; gi& phit gidy; mi gitr Viét Nam theo tidu chudn 1SO 8601).




Miu 1.3 - Vin bin ¢6 tén loai

BO TAI CHINH CONG HOA XA HQI CHU NGHIA VIET NAM
(c& chir 13, in hoa,‘dl.'rng} e (c® chir 13, in hoa, dimg, dim)
KHO BAC NHA NUOGC Dgc lap - Tw do - Hanh phiic
(c® chir 13, in hoa, dimg, ddm) (c@ chir 14, m thudmg, du‘ng, ddm)
(d6 dai cia dong ké bing 1/3 d¢ dai cua dong chir) (dd dai cia dong ké bing do dai cta dong chiy)
So: /... -KBNN Ha Néi, ngay thang nam....
(c& chir 13, in thuong, dimg)/(cd chix 13, in hoa, dimg) (c@ chir 14, in thuémg, nghiéng)
TEN LOAI VAN BAN®

(cd chir 14 in hoa, ddm, ding)
vé WARE oisnsnaivnnin ssnaoms sns s

(c& chir 14, in thuong, dém, dimg)

Phén ghi ndi dung van ban (oo chir 14, in thusng, ding)

Noi nh{in: GIAM DOC @
(c& chir 12, in thuong, nghiéng, ddm) (c@ chir 13, in hoa, dimg, ddm)

e (c@ chir 11, in thudmg, dimg); (Chi¥ ky ciia nguoi c6 thdm quyén,
- Luu: VT, viet tat don vi soan thao ®)(...ban). ddu/ chit ky 56 ciia co quan)

Nguyén Viin A

(cd chir 14, in thuong, dimg, dam)

Ghi chii:
(1) Tén loai vin ban: Miu nay ap dung chung ddi vai cac hinh thirc vin ban hanh chinh ¢ ghi tén loai gdm: chi thi, thdng bao, huéng dan,
chuong trinh, ké hoach, phuong an, dé an, du 4n, phiéu giri, phiéu chuyén, phiéu bao.
(2) Truong hop Phé Giam ddc ky thay: KT. GIAM bOC

PHO GIAM BOC
- Trudng hop Linh dao don vj ky thira lénh: TL. GIAM bOC

TRUGNG BAN TO CHUC CAN BO
- Truong hop Lanh dao don vi ky thira lénh (ky thay): TL. GIAM POC
KT. TRUGNG BAN TO CHUC CAN BO
PHO TRUGNG BAN
- Truomg hop Lanh dao don vj ky thira ty quyén: TUQ. GIAM BOC
TRUGNG BAN TO CHUC CAN BO

(3) Ky hi¢u ngudi soan thao van ban




Mau 1.4 — Cong viin

BO TAI CHINH CONG HOA XA HQI CHU NGHIA VIET NAM
(¢ chir 13, in hoa, dimg) (c@ chir 13, in hoa, dimg, ddm)
KHO BAC NHA NUOC Poc lap - Tw do - Hanh phuc
(c& chir 13, in hoa, dimg, dim) (cd chir 14, in thudng, dimg, ddm)
(0 dai cia dong ké bang 1/3 do dai ciia dong chiY) (db dai ciia dong ké bang do dai cia dong chi)
S6: /KBNN-.... Ha Noi, ngay thang nam....
(c ch\t:rr/li in thuong, dimg) (cd chir 13, in hoa, dimg) (o0 chtt 14, in thutng, nghitag)

(cd chir 12, in thudmg, cach 6 pt voi s6 va ky hiéu)

(cd chir 14 in thudomg, dimg)

Phan ghi ndi dung Cong van (cs chit 14, in thuong, ding)

Noi nhin: GIAM POC®
(c@ chir 12, in thuong, nghiéng, ddm)

- Nhur trén (co chir 11, in thudng, dimg); : !
A T : (Chit ky ciia ngudi cé tham quyen,
- Luu: VT, viét tat don vi soan thao ®)(...ban). ddu/ chi ky s6 ciia co quan)

(c@& chir 13, in hoa, dimg, ddm)

Nguyén Vin A

(c® chir 14, in thuong, dimg, ddm)

Ghi chu:
(1) Cong van giri mdt noi: Kinh giri: B§ N§i vu
Cong van giri nhiéu noi: Kinh giri:

- Kho bac Nha nudc khu vue [
- Kho bac Nha nuée khu vue 11
(2) Truomg hop Pho Giam déc ky thay: KT. GIAM BOC
PHO GIAM BOC
- Trudmg hop Lanh dao don vi ky thira 1¢nh; TL. GIAM BOC
TRUGNG BAN TO CHUC CAN BO
- Trwdmg hop Lanh dao don vi ky thira Iénh (ky thay): TL. GIAM BOC
KT. TRUONG BAN TO CHUC CAN BO
PHO TRUONG BAN
- Trurdmg hop Lanh dao don vi ky thira Gy quyén: TUQ. GIAM BOC
TRUGNG BAN TO CHUC CAN BO
(3) Ky hiéu ngudi soan thao van ban




MaAu 1.5 - Gidy uy quyén

BO TAI CHINH CONG HOA XA HQI CHU NGHIA VIET NAM
(c& chir 13, in hua,‘dimg) i (cor chtr 13, in hoa, dimg, ddm)
KHO BAC NHA NUOC Doc lap - Tw do - Hanh phic
(c@ chir 13, in hoa, dimg, ddm) (cd chir 14, in thudmg, dimg, ddm)
(dd dai cua dong ké bang 1/3 do dai cua dong chir) (d0 dai cia dong keé bang d dai cua dong chir)
So: /GUQ-KBNN Ha Noi, ngay thang nam....
(@ chir 13, in thuomg, dimg)/(c chir 13, in hoa, dimng) (c® chir 14, in thudng, nghiéng)
GIAY UY QUYEN

(c& chir 14 in hoa, dam, dimg)
vé L4 [

(ctr chir 14, in thuimg, ddm, dimg)

Phan ghi ndi dung ctia Gidy uy quyén
1. Cac can ¢t phap ly khi ban hanh Giay 1y quyén
- Cén ctr churc nang, nhiém vu, quyén han don vi dugc giao;
- Cén ctr cdc vén ban quy dinh doi véi linh vue chuyén mén;
- Céan cr quy dinh vé uy quyén.
2. N6i dung cua Giay iy quyén
- Ngudi ty quyén: Giam dbe
- Nguoi nhan ty quyén: Trudng ban va tuong duong
- Noi dung iy quyén (Ghi cu thé néi dung ity quyén);
- Thoi gian ty quyén (Ghi cu thé thoi gian 1y quyén);
- Trach nhiém cua nguoi duge uy quyen Nguoi duoc uy quyén phdi chiu

trach nhiém trude phap ludt va trudc nguoi uy quyén vé van ban do minh ky ban

hanh trong thoi gian uy quyén; Nguoi duoc uy quyén khong dwoc uy quyén cho
nguoi khac.

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

................................. /.
Noi nhin: GIAM bOC
(c& chir 12, in thudng, nghiéng, dim) (c& chir 13 in hoa, ddm, dimg)
= sriiese (co chix 11 in thuong, dimg);
E oo o (Chit ky cua nguoi cé thdm quyén,
- Luu: VT, vnet tit don vi soan thao (1)(...ban). ddu/ chit ky s6 cia co quan)

Nguyén Vin A

(cd chir 14 in thuong, dam, dimg)
Ghi chu:
(1) Ky hiéu ngudi soan thao van ban
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MAu 1.6 - To trinh (Bdo cdo) Linh dao BTC

BO TAI CHINH CONG HOA XA HQI CHU NGHIA VIET NAM
(cd& chir 13, in hoa, dimg) (ci¥ chir 13, in hoa, dimg, ddm)
KHO BAC NHA NUOC Poc lap - Ty do - Hanh phiic
(c& chir 13, in hoa, dimg, ddm) (c® chir 14, in thuong, dimg, ddm)
(do dai ciia dong ké bing 1/3 d dai ciia dong chir) (4o dai cia dong ké bang do dai cua dong chir)
So: /BC(TTr)-KBNN Ha Noi, ngay thang nam....
(cd chir 13, in thudng, dimg)/(c& chix 13, in hoa, dimg) (c@ chir 14, in thuong, nghiéng)

?

(Khoang cach tir 13 — 15 dong)
v

TO TRINH (BAO CAO)
(ct chir 14 in hoa, dam, dimg)

(cd chir 14, in thudng, dimg, ddm)

(do dai cua dong ké bang 1/3 d6 dai ciia dong chir)

Kinh gtri: Lanh dao B0 Tai chinh

(c& chir 14, in thuong, dimg)
Phan ghi noi dung To trinh (Bao c4o) (co chir 14 in thuomg, dimg)

................................................................................................... /.
Noi nhin: GIAM POC®
(¢ chir 12, in thuong, nghiéng, dam) (c@ chir 13 in hoa, dam, dimg)
- Nhu trén (co chir 11 in thuong, dimg);
- Vl} ............... = ..;.; (Chit kj cua nguci cé thim quyén,
- Luu: VT, viét tat don vi soan thao ¥(...ban). dau/ chit ky so ciia co quan)
Nguyeén Vin A
(c@ chir 14 in thuomg, dam, dimg)
Ghi chi:

(1) Trudng hop Pho Giam dbc ky thay: KT. GIAM bOC
PHO GIAM BOC
(2) Ky hiéu ngudi soan thdo van ban
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MAu 1.7 - T¥ trinh (Bao cd0) Lanh dao BTC qua don vi thue BTC

BO TAI CHINH CONG HOA XA HOI CHU NGHIA VIET NAM
(cEr chir 13, in hoa,\du‘ng) (cd chir 13, in hoa, dimg, d4dm)
KHO BAC NHA NUOC Djc ldp - Tw do - Hanh phic
(c@ chir 13, in hoa, dimg, dam) (cd chir 14, in thudmg, dlmg ddm)
(dd dai cua dong ké béng 1/3 d¢ dai cua dong chir) (do dai cua dong ké bang do dai cua dong chir)
So: /BC(TTr)-KBNN Ha Ngi, ngay thang nam....
(co chir 13, in thuong, dimg)/(c chir 13, in hoa, dimg) (c& chir 14, in thudmg, nghiéng)

TO TRINH (BAO CAO)
(c@ chir 14 in hoa, dim, dl'mg)

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

(¢t chir 14, in thumg, dimg, dam)

(dd dai cua dong ké biing 1/3 4 dai ciia dong chir)

Kinh guri: VU/Cuc.....ouooveveveeeeieeeeeren

(c& chir 14, in thudng, dimg,)

Phan gh] I'lél dung To trinh (BE’IO CéO) (c& chir 14 in thudmg, dimg)

............................................... R e T R s ol
Noi nhin: GIAM POC®
(c@ chir 12, in thuong, nghiéng, dim) (c chir 13 in hoa, dim, dimng)
- Nhur trén (co chir 11 in thuomg, dimg);
- Vu ...................... (Chit ky cuia nguoi cé thdm quyén,
- Luu: VT, viét tit dO'n vi soan thao ¥(...ban). ddu/ chit ky 56 cita co quan)
X =
Nguyeén Van A
(& chit 14 in thuong, dam, dimg)
Ghi cha:
(1) Truomg hop Phé Giam déc ky thay: KT. GIAM BOC
PHO GIAM BOC
- Trudng hgp Lanh dao don vi ky thira 1énh: TL. GIAM POC
TRUONG BAN TO CHUC CAN BO
- Truong hop Lanh dao don vi ky thira 1énh (ky thay): TL. GIAM bOC

KT. TRUGNG BAN TO CHUC CAN BO
PHO TRUUNG BAN
- Trudmg hop Lanh dao don vi ky thira iy quyén: TUQ. GIAM bOC
TRUOGNG BAN TO CHUC CAN BO
(2) Ky hi¢u ngudi soan thao vin ban




12

Miu 1.8 - Cong dién

BO TAI CHINH CONG HOA XA HQI CHU NGHIA VIET NAM
(c@ chix 13, in hoa, dimg) (c® chir 13, in hoa, dimg, ddm)
KHO BAC NHA NUOC Poc lap - Tw do - Hanh phic
(c& chir 13, in hoa, dimg, dédm) (cd chir 14, in thuong, dimg, ddm)
(40 dai cua dong ké bang 1/3 do dai cua dong chir) (dé dai cua dong ké bing do dai cia dong chir)
86 /CD-KBNN Ha Néi, ngay ~ thdng — ndm....
(c@ chir 13, in thudmg, dimg)/(cd chir 13, in hoa, dimg) (c& chir 14, in thudng, nghiéng)
CONG DIEN
(¢ chir 1‘4 in hoa, dam, dimg)
. trich yéu ngi dung............... )

(cd chit 14 in thuong, dam, dimg)

(d0 dai ciia dong keé bing 1/3 do dai cua dong chi)

GIAM POC KHO BAC NHA NUOC dién:

SR 1= o S PRI | L :
PP Diisiioviot
Phan ghi ndi dung Cong di€n (o chir 14 in thuing, dimg)
................................................................................................... /.
Noi nhén: GIAM POC®

(c& chir 12, in thuong, nghiéng, ddm)
- Nhur trén (ci chit 11 in thuong, dimg);

(c& chir 13 in hoa, ddm, dimg)

S, ( Chit ky ciia nguoi c6 tham quyén
- Luu: VT, viét tit don vi soan thao ?(...ban). ddu/ chit ky s6 clia co quan)

Nguyén Vin A

(ci¥ chir 14 in thuong, ddm, dimg)

(1) Trudng hop Pho Giam dbe ky thay: KT. GIAM BOC
PHO GIAM BOC
(2) Ky hiéu ngudi soan thao van ban
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Miu 1.9 - Gidy moi

BO TAI CHINH CONG HOA XA HQI CHU NGHIA VIET NAM
(c& chir 13, in hoa,‘dt’mg) . (ct chix 13, in hoa, dimg, dim)
KHO BAC NHA NUOC Doc lap - Tw do - Hanh phiic
(cd chir 13, in hoa, dimg, ddm) (c® chir 14, in thuong, dimg, dam)
(do dai cua dong ké bfing 1/3 d9 dai cua dong chiy) (d9 dai cua dong ké béng d6 dai cua dong chir)
So: /GM-KBNN Ha No¢i, ngay thang nam....
(cd chir 13, in thudng, dimg)/(c chir 13, in hoa, dimg) (c chit 14, in thudng, nghiéng)
GIAY MOI
(c@ chir 14 in hoa, ddm, ding)
r u‘ A e
[ it trich yéu ngi dung............... )

(cd chir 14 in thuong, dam, dimg)

(dd dai cita dong ke bing 1/3 4§ dai cta dong chi)

-----------------------------------------------------

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

Noi nhgn: GIAM DOC @
(¢& chir 12, in thuong, nghiéng, dim) (c& chix 13 in hoa, dam, dimg)
- Nhur trén (co chix 11 in thuimg, dimg)

(Chiz ky cua nguoi cé thdm quyén,

ddu/ chit ky 56 ciia co quan)

Nguyén Vin A

(cd chit 14 in thuong, dim, dimg)

Ghi chi:
(1) Trich yéu ndi dung cudc hop.

(2) Tén (ndi dung) cua cudc hop, hdi thao, hoi nghi....
(3) Céc vén dé cén luu ¥.

(4) Truomg hogp Phé Giam déc ky thay: KT. GIAM BOC
PHO GIAM BOC
- Truomg hop Lanh dao don vi ky thira TL. GIAM BOC
lgnh: TRUGNG BAN TO CHUC CAN BO
- Trudng hop Lanh dao don vi ky thira 1énh (ky thay): TL. GIAM BOC
KT. TRUGNG BAN TO CHUC CAN BO

PHO TRUGNG BAN
(5) Ky hi¢u ngudi soan thao van ban
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Miu 1.10 - Gidy gi6i thi¢u

BO TAI CHINH CONG HOA XA HQI CHU NGHIA VIET NAM
(c@ chir 13, in hoa, dimg) (cd chir 13, in hoa, dimg, dam)
KHO BAC NHA NUOC Poc lap - Ty do - Hanh phic
(c@ chir 13, in hoa, dimg, dém) (c& chir 14, in thuong, dimg, ddm)
(d0 dai cua dong keé bang 1/3 o dai cua dong chir) (4o dai coa dong ké bang do dai cia dong chir)
So: /GGT-KBNN Ha Néi, ngay thang nam....
(e chir 13, in thudmg, dimg)/(cd chit 13, in hoa, dimg) (c® chir 14, in thudng, nghiéng)
GIAY GIOI THIEU

(c@¥ chix 14 in hoa, ddm, dimg)

Kho bac Nha nudc trdn trong gidi thidu:

10240 { » 1 SRS P RS RR RO 1 Y N S o s S R P ot 2
ORI Vi s Sy e A DR SRSt o SR
DUQC O ABN:.e.eceerrce i A W LN NI AEL o el S
58 S (it E - OO O - O | T o

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

iyl of ol el A8n BEETBAY: .o nerinisiru st i /.
Noi nhin: KT.GIAM DOC @

(c&r chir 12, in thuong, nghiéng, dém) PH() GIAM DOC
- & in th Aot
Nhu trén (cﬁ.ch{! 11 in thudng, dimg); (cb chit 13 in hoa, dfm, dtmg)
= eessssisssssassnsa N
- Luuw: VT (Chit ky ciia ngudi c6 tham quyén,
dau/ chit ky so cuia co quan)
= -
Nguyeén Van A
(cd chix 14 in thuong, dam, dimg)
Ghi chi:

(1) Ho tén, chirc vu va don vj cong tac cua nguoi duge gidi thi¢u
(2) Tén co quan, t& chirc dugc gici thidu téi lam vige

(3) Truong hop Lanh dao don vi ky thira TL.GIAM BOC
lénh: CHANH VAN PHONG
Truomg hop Lanh dao don vi ky thira Iénh (ky thay): TL.GIAM POC

KT. CHANH VAN PHONG
PHO CHANH VAN PHONG




Miu 1.11 - Bién ban
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BO TAI CHINH

(¢ chir 13, in hoa, dimg)

KHO BAC NHA NUOC

(cd chir 13, in hoa, dimg, dam)

(do dai ciia dong ké bing 1/3 d¢ dai cia dong chir)

So: /BB-KBNN

(cd chir 13, in thuong, dimg)/(c& chix 13, in hoa, dimg)

CONG HOA XA HQI CHU NGHIA VIET NAM

(cdr chl’]‘ 13, in hoa, dimg, didm)

Doc lap - Tw do - Hanh phiic

(c® chir 14, in thudng, dung dam)
(d dai cua dong ké bing do dai cia dong chir)

Ha N¢i, ngay thang nam....

(c@ chir 14, in thudmg, nghiéng)

BIEN BAN

(c chir 14 in hoa, ddm, dimg)

lI......."".(l)..II...........I"

(cd chir 14 in thuomg, dam, dimg)

(do dai cua dong ké béng 1/3 d6 dai cua dong chir)
Phan ghi ndi dung cua Bién ban o cha 14 in thuomg, dimg)

Thoi gian bat dau:........
Dia dlem .......................

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

---------------------------------------------------------

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

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

----------------------------------------------------------------------------------

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

-------------------------------------------------------------------------------

Thu ky (ngum ghi bién ban):

Noi dung (theo dién bién cude hop/hdi nghi/hdi thao):

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

Cudc hop (hoi nghi/héi thao) két thic vao . ...g10', ngay .....thang ...nam
THU KY CHU TOQA
(Chir ky) (Chit ky clia ngudi c6 tham quyén,

Ho va tén

Noi nhin:
(c& chir 12, in thudng, nghiéng, dim)

% e (cér chir I'1 in thudng, ding);

- Luu: VT, Ho SO.

/ddu cua co quan, don vi (néu c6))

2)
Ho va tén

Ghi chi:
(1) Tén cude hop hodc hoi nghi, héi thao.
(2) Ghi chire vu chinh quyén (néu cén).
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MAiu 1.12- Gidy nghi phép

BO TAI CHINH CONG HOA XA HQI CHU NGHIA VIET NAM
(c& chir 13, in hoa, dimg) (c& chir 13, in hoa, dimg, dam)
KHO BAC NHA NUOC Poc lap - Tu do - Hanh phiic
(cd chir 13, in hoa, dimg, ddm) (cd chir 14, in thudng, dimg, dam)
(do dai ciia dong ké bing 1/3 d dai cua dong chir) (do dai cia dong ké bang do dai cua dong chir)
So: /GNP-KBNN Ha Noi, ngay thang nam....
(e chir 13, in thudng, dimg,)/(cd chir 13, in hoa, dimg) (c& chir 13-14, in thudng, nghiéng)
GIAY NGHI PHEP

(cd chir 14 in hoa, ddm, dimg)

Phan ghi ndi dung cua Gidy nghi phép (o ch 14 in thutmg, dimg).

Xét Don d& nghi nghi phép ngay................... ctia 6ng (ba)....ovvveeerinnn

Kho bac Nha nuéc cap cho:

Ong (ba):........ 27 TSR S I DRI pT  LHRSL e SRS o R B

Chite vidieesss W it sasexsnsRaimRns smn S A AR S Ay s A RNR AR B U5 e

Puoc nghi phép trong thoi gian...ké tir ngay....dén hét ngay....tal............
o o Bhommnsmmnonsannondss s R AR AR TR A SO DAV FBRR NSO PH Sy w s e humksers st SHa Ao AR A RS S

So ngay nghi phép néu trén dugc tinh vao thoi gian........... o T T /

Noi nhan: GIAM POC ¥

(c@ chir 12, in thudng, nghleng dam)

- Nguoi duge cap giay nghi phép (co chix 11 in thuimg,
dimg);

(c& chir 13 in hoa, ddm, dimg)

(Chit ky ctia nguoi co thdm quyén,

- Luu: VT, viét tit don vj soan thao ©®(...ban). ddhilohis b 28 eria corquim)

Nguyén Vin A
(c& chit 14 in thuong, ddm, dimg)
Xdc nhdn cua co quan (tcf chirc) hodc
chinh quyén dia phirong noi nghi phép
(néu can)

(Chi¥ ky, ddu)

Ho va tén

Ghi chu:
(1) Ho va tén, chirc vu va don vi cong tac cia ngudi duge cép gidy nghi phép.
(2) Noi nghi phép.
(3)Thoi gian nghi theo Ludt Lao dong (nghi hang nam c6 luong hodic nghi khong hudng luong hodic nghi viée riéng ma vin hudng nguyén
luong...).
(4) Truomg hop Phé Giam dbe ky thay: KT. GIAM BOC
PHO GIAM POC

(5) Ky hiéu ngudi soan thao vén ban
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Maiu 1.13 - Phy Iyc viin bin hanh chinh gidy

Phu luc...™.....
(¢& chir 14, in thuong, dimg, dim)

(c& chit 14, in hoa, dimg, ddm)
(Kem theo Van ban so...%... ngay ...%... thang .. .ndm..." ..ciia Kho bac Nha nuoc)
(cd chir 14, in thudmg, nghiéng)

(d6 dai cua dong ké bing 1/3 d6 dai cia dong chir)

Ghi chi:

(1)S6 thir tu cuia Phu luc, viin ban tir hai Phu lyc tré 1&n thi cac Phu luc phai dugc danh sé thir t béng chir sé La Ma. Vi dy: Phu luc L, 11, 11
(2) Tiéu dé cta Phuy luc,

(3) S6 vaky hiéu cia van ban.

(4) Thoi gian ban hanh vin ban.

(5) Noi dung cia Phu luc.
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MAiu 1.14 - Phu luc vin bin hanh chinh dién ti"

.. @ ngay/thang/nam: giv: phut: giay®

O

S

Phudve... i

(c& chir 14, in thudng, dimg, ddm)
2

(ctr chir 14, in hoa, dimg, dam)
(Kem theo Vian ban s6...% ... ngay ...%...thang ... @..ndm...* ciia Kho bac Nha
nuoc)
(cd¥ chir 14, in thuong, nghiéng)

(do dai cia dong ké bang 1/3 d6 dai cia dong chir)

(*) Méu nay 4p dung vé6i vin ban dién tir c6 phu luc khéng cing tép tin v6i ndi dung viin ban.
(1) S6 thir tur cia Phu luc.

(2) Tiéu dé cua Phy luc.
(3) Doi véi van ban dién tir, khong phai dién thong tin tai cac vi tri nay.

(4) S6 ky hiéu van ban,
(5) Thoi gian ky s6 cua co quan, don vi (ngay, thang, nam; gio, phut, gidy; mai gior Viét Nam theo tiéu chudn ISO 8601)
(6) Noi dung cua Phu luc.
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Miu 1.15- Quyét dinh do BTC ban hanh (KBNN chii tri soan thao)

BO TAI CHINH CONG HOA XA HQI CHU NGHIA VIET NAM

(c& chir 13, in hoa, dimg) " A(cc’.r chir 13, in hoa, dimg, ddm)
(d6 dai ciia dong ké bang 1/3 d¢ dai cia dong chir) Doc lap - Ty do - Hanh phic

(cd chir 14, in thudng, ding, dam)
(d9 dai cua dong ke bing do dai ciia dong chir )

S6: /QD-BTC Ha N¢i, ngay thang nam 20....

(c& chir 13, in thuong, dimg)/(c chir 13, in hoa, ding) (c@ chir 14, in thuomg, nghiéng)

QUYET PINH
(c® chir 14 in hoa, ddm, dimg)

(c& chir 14, in thudng, dimg, dam)
(4 dai ciia dong ké bing 1/3 d6 dai cia dong chir)

BO TRUONG BQ TAI CHiNH
(cd chir 14 in hoa, dim, dimg)
T N g L N T L T e

B TTE R K R e B S e et e

Theo dé nghi cii@ ...
QUYET PINH:

(co chir 14 in hoa, ddm, ding)

...... T
Noi nhin: ~ - 3
(c& chir 12, in thuong, nghiéng, ddm) BQ TRUONG( )
- Nhu Diéu...; (et chir 11 in thuong, dimg): (0 chit 13 in hoa, dim, dimg)
s R LR (Chir ky cua nguoi cé thim quyén
ddu/ chit ky sé ciia co quan)
- Luu: VT, KBNN 4)(...ban).
: -
Nguyen Van A
(c& chir 14 in thudng, dam, dimg)
Ghi chi:

(1) Ghi cdc can cir dé ban hanh Quyét dinh, ¢& chir 14, in thudmg, nghiéng.
(2) Néi dung Quyét dinh c& chir 14, in thudmg, dimg.

(3) Trudmg hop Thir truéng ky thay: KT. BO TRUONG
THU TRUGNG
- Truong hop Lanh dao KBNN ky thira ty quyén: TUQ. BO TRUONG

GIAM POC KHO BAC NHA NUGC
(4) Ky hi¢u ngudi soan thao van ban
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Miu 1.16 - Cong vin do BTC ban hanh (KBNN chii tri soan thio)

BQ TAI CHINH CONG HOA XA HQI CHU NGHIA VIET NAM
(c& chir 14, in hoa, dimg) (c@ chir 13, in hoa, dimg, dam)
(46 dai cia dong ké bing 1/3 46 dai ciia dong chi) Doc lap - Tw do - Hanh phic

(c& chir 14, in thudong, dimg, ddm)
(40 dai cua dong ké bang do dai cua dong chir )

S6:  /BTC-KBNN Ha Néi, ngay  thang  ndm....
(cd chir 13, in thuong, dimg)/(c& chir 13, in hoa, dimg) (c@ chir 14, in thuong, nghiéng)
NI s

(ct chir 12, in thuémg, cach 6 pt vai s6 va ky hiéu)

KR PO Lo niminne S - S SO S

...................................... /.
Noi nhgn: BQ TRUONG®
(cd chir 12, in thudng, nghiéng, dim) (c¢& chix 13 in hoa, dam, dimg)
- Nhur trén (cd chir 11 in thuong, dimg);
=Vl ; _ .
Chit ky ciia nguci cé tham quyén,
- Luu: VT, KBNN (3)(__ béﬂ) ddw/ chit ky 56 ciia co quan)
Nguyén Van A
(c chir 14 in thuong, dam, dimg)
Ghi chi:
(1) Céng van giri nhiéu noi: Kinh guri:
- B0 Xay dymg;
- B6 Cong an.
(2) Truomg hop Thir trudgng ky thay: KT. BQ TRUONG
THU TRUGNG
- Truémg hop Lanh dao KBNN ky thira 1énh: TL. BO TRUGNG
GIAM POC KHO BAC NHA NUGC
- Truémg hop Lanh dao KBNN ky thira Iénh (ky thay): TL. BO TRUONG

KT. GIAM BOC KHO BAC NHA NUJC
PHO GIAM DOC
(3) Ky hiéu ngudri soan thao van ban.
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Miu 1.17 - Bén sao sang dinh dang gidy (Vi du: KBNN Sao y Théng tw ciia BTC)
BO TAI CHINH CONG HOA XA HOQI CHU NGHIA VIET NAM
Déc ldp - Tw do - Hanh phic

S6: faah Ha N¢i, ngay thang nam....
THONG TU
................................. /.
Noi nhén: QUYEN HAN, CHU'C VU CUA NGUOI KY
g s ) (Chﬂ-k}icm nguoi cé tham quyén,
A R 5 ddau ctia co quan, don vj ban hanh vin ban)
=Ly VT,
Nguyén Vin A
. r 1
KIIO BAC NHA NU()'C ............................
So: ... 2... ... KBNN Ha No¢i, ngay ... thang ... nam

Noi nhén: TL. GIAM POC *
CHANH VAN PHONG
. LUU VT .... ’ . (Chix ky ctia nguoi co tham quyén

dau ciia co quan, 16 chirc thiec hién sao véin bén)

Ho va tén

(c& chir 14 in thuong, dam, dimg)

Ghi chu:

(1) Hinh thirc sao: “SAO Y hotic “SAO LUC” hogic “TRICH SAO".

(2) S6 ban sao.

(3) Ky hiéu ban sao (SY, SL,TS)

(4) Trudmg hop Pho chanh Van phong ky thay: TL.GIAM BOC
KT. CHANH VAN PHONG
PHO CHANH VAN PHONG




B

Mau 1. 18- Bén sao sang dinh dang dién tir (Vi du: KBNN Sao y Thong twr cia BTC)

...\...;...2... ngay/thang/nam, gio: phat: gidy
BO TAI CHINH CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tw do - Hanh phic

L A - Ha Néi, ngay ... thang ... nam ...
gay 4
THONG TU
............................................................................................................................. /.
Noi nhn: QUYEN HAN, CHUC VU CUA NGUOI KY
T T . (Chit ky ciia ngudi c6 tham quyén,
- Lauu; VT,.... ddu ctia co quan, 16 chirc ban hanh van ban)

Ho va tén

Ghi chi:

(1) Hinh thirc sao: “SAO Y” ho#c “SAQO LUC” hodc “TRICH SAO”.
(2) Tén co quan, don vi thire hién sao vin ban.
(3) Thév gian ky s6 ciia co quan, t& chirc thyc hién sao van ban .
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Miu 2.1 - Quyét dinh
KHO BAC NHA NUGC CONG HOA XA HQI CHU NGHIA VIET NAM

(c& chir 13, in hoa, dimg) (cd chix 13, in hoa, dimg, ddm)
BAN v icssisrmssiussssisissisess Doc lap - Tw do - Hanh phic
(c& chix 13, in hoa, ding, ddm) (cd chir 14, in thuong, dimg, dam)
(d¢ dai ciia dong ké bang 1/3 d9 dai cia dong chir) (d0 dai ctia dong ké bang d¢ dai cua dong chir)
So: 1, b SR Ha Ngi, ngay thang nam....
(¢t chix 13, in thudmg, dimg)/(c chir 13, in hoa, ding) (c& chir 14, in thuong, nghiéng)

QUYET PINH
(cd chir 14 in hoa, dim, dimg)
(c& chit 14, in thuong, dimg, ddm)

(d¢ dai cuoa dong ke bi"mg 1/3 d$ dai cua dong chix)

TRUONG BAN .........

( ¢ chir 14 in hoa, dam, dimg)

(@51 1o 7 e 7 F O
Can B s s i S 58 5 A e e o e
Theo @é NGAT CUQ ...

QUYET DINH:

(c& chir 14 in hoa, ddm, dimg)

....................................................................................................................................................... '
Noi nhin: TRUONG BAN @
(c@ chir 12, in thudng, nghiéng, ddm) (co chir 13 in hoa, dim, dimg)
-Nhu Diéu ...(co chir 11, in thuong, dimg):;

......... 3

- Luu: VT, viét tit don vi soan thao ¥( ..ban). (ChB I ci ngre c6 thdm i

daw/ chit ky so cua don vi)

Nguyén Vin A

(c& chir 14 in thuong, dam, ding)

Ghi chi:
(1) Ghi cac cén cir dé ban hanh Quyét dinh, c& chir 14, in thuong, nghiéng.

(2) Phén ndi dung quyét dinh ci chir 14, in thuong, dimg.

(3)Truong hop Pho Truéng ban ky thay:  KT. TRUGNG BAN
PHO TRUGNG BAN
(4) Ky hiéu ngudi soan thao van ban
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Méu 2.2 - Céng vin

KHO BAC NHA NUOC CONG HOA XA HOQI CHU NGHIA VIET NAM
(c& chir 13, in hoa, dimg) (c& chir 13, in hoa, dimg, dam)
BAN......... Poc lap - Tw do - Hanh phuc
(c& chir 13, in hoa, dimg, ddm) (cd chir 14, in thudng, dimg, ddm)
(d6 dai coa dong ké bang 1/3 d6 dai cia dong chir ) (d6 dai cia dong ké bing do dai ciia dong chir)
S6: Fesoimiias Ha N¢i, ngay thang nam ...
(c@ chir 13, in thudng, dimg)/(cd chir 13, in hoa, dimg) (c& chir 14, in thuong, nghiéng)
L7 O -

(¢ chir 12, in thudmg, cach 6 pt véi sb va ky hiéu

|2 03° (01 ) G O i AP SRE

(c® chir 14 in thuong, ding)

Phan ghi ndi dung Cong van (c& chir 14, in thuong, ding)

Noi nhgn: TRUONG BAN @
(c@ chir 12, in thuomg, nghiéng, dam)

- Nhu trén (co chir 11, in thuong, dimg); (& chir 13, in hoa, dimg, ddm)

........... ; (ChiF ky ciia ngudi cd tham quyén,
 E Bt e el B dlchit kp 58 ciia domvi)
- Luu: VT, viét tat Iinh vye dugce giai quyet ©)(...ban).

Nguyén Vin A

(c& chit 14, in thuong, dimg, dam)

Ghi chu:
(1) Cong van giri nhiéu noi: Kinh gui:
- Kho bac Nha nurée khu vue I;
- Kho bac Nha nuée khu vye 11
(2) Trudmg hop Phé Truong ban ky thay: KT. TRUONG BAN
PHO TRUGNG BAN
(3) Ky hi¢u ngudi soan thao vin ban
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M4u 2.3 — Viin bén c¢6 tén loai

KHO BAC NHA NUGC CONG HOA XA HQI CHU NGHIA VIET NAM
(c& chir 13, in hoa, dimg) (c& chir 13, in hoa, dimg, dim)
BAN...... Doc lap - Tw do - Hanh phic
(cd chir 13, in hoa, dimg, dam) (c& chir 14, in thuong, ding, ddm)
(d6 dai cua dong ké bing 1/3 do dai cua dong chir ) (do dai cia dong ké bing do dai cia dong chir)
So: forn ™unme Ha Noi, ngay thang nam ...
(e chir 13, in thuong, dimg)/(cd chir 13, in hoa, dimg) (c& chix 14, in thuong, nghiéng)

TEN LOAI VAN BAN®

(c& chix 14 in hoa, ddm, dimg)
X
Yok g 1 R ——
(c& chir 14, in thuong, dam, dimg)

Phan ghi n(_“)i dung Céng Van (c chit 14, in thudng, ding)

Noi nhin: (s chi 12, in thuong, nghiéng, dam) TRUONG BAN®
R (c& chix 11, in thuong, dimg); (c® chir 13, in hoa, dimg, dém)
- Luu: VT, viet tat [inh vye duoc giai quyét ©)(...ban). (Chiz ky ciia ngudi c6 thim quyén

dau/chit ky so cua co quan)

Nguyén Vin A

(c@ chir 14, in thuong, dimg, ddm

Ghi chii:
(1) Tén logi van ban: Mau nay 4p dung chung ddi v6i cac hinh thire van ban hanh chinh c6 ghi tén loai gdm: thong béo, huéng din, chuong
trinh, ké hoach, phuong an, dé 4n, du 4n, phiéu g, phiéu chuyén, phiéu béo.
(2) Trutmg hop Pho Truong ban ky thay:  KT. TRUGNG BAN
PHO TRUGNG BAN

(3) Ky hiéu ngudi soan thao van ban
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MaAu 3.1 - To trinh Linh dao KBNN (viin bin mat)

KHO BAC NHA NUGC CONG HOA XA HQI CHU NGHIA VIET NAM
BAN ... Poc lap - Tw do - Hanh phic
3 ) Ha N¢i, ngay ... ... thang ... .. nam .....

D) Mat: (dong dau chi do mat tuong tng)

(Khoang cach tir 8-15 dong)

TO TRINH

Ngoai ndi dung cua to trinh, ghi thém cac ndi dung sau: Can cir xac dinh
BMNN va d6 méat cia BMNN; Dé xuét Lanh dao... cho luu hanh do mat cua
BMNN (Mat, T6i mat, Tuyét mat); noi nhén, sé luong ban phat hanh, duoc phép
sao, chup tai liéu, vat chira BMNN, trinh ....(nguoi duyét ky tai liéu mdt).... phé
duyét Phiéu x4c dinh d6 mat cta tai liéu chtra bi mat nha nuéc.

Tai licu kem theo (MEU CO): «...ooevernneeiiiiei it

Chuyén vién Linh dao T6 (néu ¢6) Lanh dao don vi
(Chit ky) (Chiz ky)
(Chit ky)
Nguyén Vin B Nguyén Viin B N o
Ngay trinh:...... Ngay trinh:............ NEpER Vi

SO dt ndi bo:... So6 dt ndi bo:

...........
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MAu 3.2 — Viin ban di ndi b§ (vin ban mat)

KHO BAC NHA NUGC CONG HOA XA HQI CHU NGHIA VIET NAM
BAN... Poc lap - Tw do - Hanh phuc
802 .o fonaeins Ha Néi, ngay ...... thang ...... nam.....
Vivi........

Kinh gui: ........... ' SOR——
............................................................................................................. /.
Noi nhin: TRUONG BAN®
- Nhu trén; (c@ chir 13, in hoa, dimg, dim)
e e : (Chit ky ciia ngudi cé thim quyén
B X ; , ddu/chit ky so cua co quan)
- Luu: VT, Nguyén Thi A (...ban).
Dugc phép/Khong duge phép sao chup tai ligu,vat
chira BMNN. ps
Nguyen Vin A
Ghi chu:

(1) Pon vi, ca nhian nhédn van ban (chi ghi don vi, c4 nhan xur Iy chinh; nhimg don vi,
ca nhéan c6 lién quan khac ghi & phan Noi nhén):
- Vian ban giri mét noi:
Kinh giri: Ban Chinh sach — Phép ché.
- Vian ban gtri nhiéu noi:
Kinh gui:
- Ban Tai vu - Quan tri;
- Ban T6 chure can bo.
(2) Trong truong hop Phé Trudng ban ky thay:
KT. TRUONG BAN
PHO TRUONG BAN
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Maiu 3.3 - T¢ trinh Lanh dao KBNN (viin ban thuong)

KHO BAC NHA NUGC CONG HOA XA HQI CHU NGHIA VIET NAM
BAN ... Doc lap - Tw do - Hanh phic
< Ry S Ha N¢i, ngay ... ... thang ... ... nam .....
(

(Khoang cdch tir 8-15 dong) <

TO TRINH
V& VitCuuurrrrrnnnnnn.

Kinh trinh: Lanh dao Kho bac Nha nudc.

1. Ly do, tém tit ndi dung, van dé cin gii quyét

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

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

4. Y Kkién tham gia ciia don vi ¢6 lién quan va giai trinh tiép thu cia
don vi trinh (néu co)

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

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

Chuyén vién Lanh dao T6 (néu c6) Lanh dao don vi
(Chir ky) (Chit ky) (Chit ky)
Nguyén Vin B Nguyén Vin B e
Ngay trinh:...... Ngay trinh:............ HERyEn Y an A

SO dt ndi bo:... So6 dt ndi bo:..........
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Mau s6 3.4 - Viin ban di ndi b (viin ban thwong)

KHO BAC NHA NUOC CONG HOA XA HOQI CHU NGHIA VIET NAM
BAN ......... Doc lap - Tw do - Hanh phuc
807 oo Ha Ng¢i, ngay ... ... thang ...... nam .....
W ottt 2o
Kinh gtz .oovvavne EL) o nmommcnm oo
.................................................................................................. /.

Noi nhgn: TRUGNG BAN @

- Nhu trén; (c& chit 13, in hoa, dimg, dam)

[ R p—— 3 (Chit ky cuia ngudi cd thdm quyén

- Luu: VT, (3)(' " béﬂ) dau/chir ky sé cua co quan)

Nguyén Vin A

Ghi chu:
(1) PBon vi, ¢4 nhan nhan van ban (chi ghi don vi, ca nhan xr ly chinh; nhiig don vi,
cé nhén c6 lién quan khac ghi & phan Noi nhan):
- Vin ban giri mot noi:
Kinh gtri: Ban Chinh sach — Phép ché.
- Vin ban giri nhiéu noi:
Kinh gui:
- Ban Tai vu - Quan tri;
- Ban T4 chuc can bd.
(2) Trong truong hop Pho Trudng ban ky thay:
KT. TRUONG BAN

PHO TRUONG BAN
(3) Ky hiéu nguoi soan thao van ban.
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Miu 4.1 - Quyét dinh (quy dinh true tiép)
KHO BAC NHA NUOC CONG HOA XA HQI CHU NGHIA VIET NAM

(c& chir 13, in hoa, dimg) (cd chir 13, in hoa, dimg, dam)
KHO BAC NHA NUOC KHU VUC... Péc lap - Tuw do - Hanh phuc
(cd chir 13, in hoa, dimg, ddm) (cd chir 14, in thudng, dimg, ddm)
(d6 dai ciia dong ké biing 1/3 o dai cia dong chir) (40 dai cna dong ké bing d6 dai cia dong chir )
So: IODEB. = s , ngay thang nam ...
(c& chir 13, in thuong, dimg,)/(cd chir 13, in hoa, dimg) (cd chir 14, in thudmg, nghiéng)

QUYET PINH

(cd chir 14 in hoa, ddm, dimg)
(c& chir 14, in thudng, dimg, ddm)

(dd dai cua dong ké bing 1/2 do dai cia dong chir)

GIAM POC KHO BAC NHA NUGC KHU VUC.....

(c& chir 14 in hoa, ddm, dimg)

AT NS (N ESOPL:. . | s A D) I WTLIN.
IO ot e st R R T e e s s e Tt
Theo dé nghi cua . ... . ..

QUYET PINH:

(c@& chir 14 in hoa, ddm, dimg)

Noi nhin: GIAM POC @
(c& chir 12, ip thudng, nghiéng, ddm) (¢ chit 13 in hoa, ddm, dimg)
- Nhu Diéu ... (cochir 11, in thuimg, dimg):

L, (Chit ky ciia nguoi cd tham quyén,
- Luu: VT, viét tat don vi soan thao )( .. ban). ddu/ chit ky s ctia co quan)

Nguyén Vin A

(c& chir 14 in thuong, dam, dimg)

Ghi chi:
(1) Ghi céc cén cir dé ban hanh Quyét dinh, ¢& chir 14, in thudng, nghiéng,

(2) Phén ndi dung quyét dinh c& chir 14, in thudng, dimg,
(3) Trudng hop Phé Giam déc ky thay: KT. GIAM bOC

PHO GIAM BOC
(4) Ky hiéu nguoi soan thao vin ban,
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Miu 4.2 - Quyét dinh (quy dinh gi4n tiép)"

KHO BAC NHA NUGC CONG HOA XA HQI CHU NGHIA VIET NAM
(ct chﬁ; 13, in ho%, dimg) (c@ chir 13, in hoa, dimg, ddm)
KHO BAC NHA NUOC KHU VUC.. Doc lap - Tw do - Hanh phiic
(cd chir 13, in hoa, dimg, dam) (¢ chir 14, in thuong, dimg, ddm)
(/6 dai ciia dong ké bang 1/3 do dai ciia dong chir ) (d¢ dai cua dong ke bing d¢ dai ciia dong chir )
So: /Qb-KB... L , hgay thang ndm ...
(& chir 13, in thudng, dimg,)/(cd chir 13, in hoa, dimg) (c@r chir 14, in thuong, nghiéng)
QUYET PINH
(cd chir 14 in hoa, ddm, ding)
Ban hianh (Phé duy@t) .............ocovvvnrenieeerrnrnennenns.

(c@ chir 14, in thudng, dimg, ddm)

(do dai ctia dong ké bing 1/3 do dai cua dong chir)

GIAM POC KHO BAC NHA NUGC KHU VUC...

(c@r chix 14 in hoa, ddm, ding)

B R O,
B -,
Theo dé nghi ¢l ...
QUYET DINH:
(cd chir 14 in hoa, ddm, dimg)
Pi¢u 1. Ban hanh (Phé duyét) kém theo Quyét dinh ndy. ...
5 T O S 1L T S S A
............................................................................................................................................... /.
Noi nhan: GIAM POC @
(¢ chix 12, in thudng, nghiéng, dam) (co chir 13 in hoa, ddm, dimg)

- Nhu Di€u ... (cochix 11, in thuimg, dimg);

- Luu: VT, viét tit don vi soan thao “)(... ban). (Chit ky ciia nguci ¢6 thim quyén,
dau/ chit ky so ciia co quan)

Nguyén Vin A

(c@ chir 14 in thuong, ddm, dimg)

Ghi chii:
(*) Méu nay ap dung ddi véi cac quyét dinh ban hanh hay phé duyét mét vin ban khéc
(1) Ghi cac can cir dé ban hanh Quyét dinh, ¢& chir 14, in thudng, nghiéng.
(2) Trich yéu ngi dung Quyét dinh, ¢ chix 14, in thudng, dimg.
(3) Truong hop Pho Giam déc ky thay:  KT. GIAM BOC
PHO GIAM BOC

(4) Ky hi¢u ngudi soan thao vin ban




32

Miu vin bén (dwoc ban hanh, phé duyét kém theo quyét dinh) d6i véi ban giay”

KHO BAC NHA NUGC CONG HOA XA HOI CHU NGHIA VIET NAM
(c& chi{ 13, in hozf, dimg) (c@ chir 13, in hoa, dimg, dam)
KHO BAC NHA NUOC KHU VUC... Poc lap - Tw do - Hanh phic
(c& chir 13, in hoa, dimg, ddm) (cd chir 14, in thudong, dimg, ddm)
(dd dai cua dong ké béng 1/3 d¢ dai cua dong chir) (4o dai ciia dong ké bing d¢ dai cua dong chir)

QUY PINH (QUY CHE.....)

(cdr chir 14 in hoa, ddm, ding)
essscssasesssssnscsassssess(l)essccrascncsscinnncanes
( c& chir 14 in thudng, ddm, dimg)
(Kem theo Quyéet dinh so .../QP-KB... ngay...thang ...ndm....cua Kho bac Nha nudc
khu vue...)

( c@ chir 14 in thuomg, nghiéng)

Chuong 1
QUY DPINH CHUNG
51T R I Y 1= i I L e S e
Chuwong .......
R RN s e e b e Y e e o
Chuong .......
B sy, Sl el o r Ly oo ok SRR s O | = T
.......................................................... /.

Ghi cha:
(*) Miu nay ap dung d6i véi cac van ban duge ban kém theo quyét dinhh, b cuc co thé bao gdm chwong, muc, diéu khoan, didm.

(1) Trich yéu ndi dung vin ban.
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Miu viin ban (dwge ban hanh, phé duyét kém theo quyét dinh) ddi véi ban dién ti”

S6: ...2...,ngay/thang/nam; gidr: phut: gidy

KHO BAC NHA NUGC CONG HOA XA HOQI CHU NGHIA VIET NAM
(cor ch‘f.‘r 13, in h(:a, dimg) (c& chit 13, in hoa, ding, dim)
KHO BAC NHA NUOC KHU VUTC... Doc lap - Tw do - Hanh phic
(c@ chir 13, in hoa, dimg, dam) (cd chir 14, in thuéng, dimg, ddm)
(d6 dai ciia dong ké bang 1/3 do dai cia dong chir ) (do dai cia dong ké bang do dai ciia dong chir )

QUY PINH (QUY CHE......)

(c@ chir 14 in hoa, ddm, dimg)

( c@ chir 14 in thudng, ddm, dimg)

Chuong 1
QUY DINH CHUNG
L s e SR s v o bl loren s i B
Chuong s
L N1 S S o oy o, S
Chuong .......
DM Pl Anin | oo st i smsmsasen smien st e e e
.......................................................... i
Ghi chi

(*) MAu nay 4p dung v&i van ban dién tir kém theo khong cung tép tin v&i ndi dung quyét dinh ban hanh hay phé duyét.
(1) Trich yéu ni dung ciia van ban.

(2) S6 va ky higu Quyét dinh ban hanh hay phé duyét.

(3) Théi gian ky sb ctia co quan, don vi (ngay thang nam; gio phat gidy; mai gier Viét Nam theo tiéu chudn I1SO 8601).
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M4u 4.3 - Viin ban ¢6 tén loai

KHO BAC NHA NUGC CONG HOA XA HQI CHU NGHIA VIET NAM
(c& Chl? 13, in hoa:, dimg) (c& chir 13, in hoa, dimg, ddm)
KHO BAC NHA NUOC KHU VUTC... Déc lap - Tu do - Hanh phiic
(c& chir 13, in hoa, dimg, didm) (c& chir 14, in thuong, dimg, dam)

(o dai cua dong ké bing 1/3 do dai cua dong chit) (d dai cua dong ké bing o dai cia dong chir)

S6: fooeoBBaa i , hgay thang nam....
(c& chir 13, in thuong, dimg)/(c& chir 13, in hoa, dimg) (c@ chir 14, in thuong, nghiéng)

TEN LOAI VAN BAN )

(cd chir 14 in hoa, dam, dimng)
A en
L | N

(c& chir 14, in thudmg, ddm, dimg)

Phén ghi ndi dung van ban (co chit 14, in thuong, dimg)

Noi nhdn: (co ch 12, in thuong, nghiéng, dam) GIAM POC @
= e (c& chir 11, in thuong, dimg), (cd ch 13, in hoa, dimg, dam)

- Luu: VT, viét tit don vi soan thao ®)(...ban). R i g il

dau/ chit ky s6 cia co quan)

Nguyén Vin A

(cd chir 14, in thudmg, dimg, dam)

Ghi chii:
(1) Tén loai van ban: Mau nay 4p dung chung déi véi cac hinh thire van ban hanh chinh 6 ghi tén loai gdm: chi thi, théng bao, huéng din,
chuong trinh, ké hoach, phuong én, dé an, du an, phiéu giri, phiéu chuyén, phiéu béo.
(2) Truomg hop Pho Giam déc ky thay: KT. GIAM bOC

PHO GIAM BOC
- Trudmg hop Lanh dao phong k¥ thira 1énh: TL.GIAM POC

TRUGNG PHONG TAI VJ - QUAN TRI
- Trudmg hop Lanh dao phong ky thira 1énh (ky thay): TL.GIAM POC
KT. TRUONG PHONG TAI VU - QUAN TR[
PHO TRUONG PHONG

(3) Ky hi¢u ngui soan thao van ban.
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MAiu 4.4 - Cong viin

KHO BAC NHA NUGC CONG HOA XA HQI CHU NGHIA VIET NAM
(cor Ch? 13, in ho,a, dimg) (cd chir 13, in hoa, dimg, dam)
KHO BAC NHA NUOC KHU VUC.... DPéc lap - Tw do - Hanh phic
(¢t chir 13, in hoa, dimg, ddm) (c& chir 14, in thuong, dimg, ddm)
(o dai ctia dong ké bing 1/3 do dai cua dong chix) (d6 dai ciia dong ké bang do dai cia dong chix)
S0: /KB...-..... e , ngay thang nam....
(c& chir 13, in thudmg, dimg)/(c& chix 13, in hoa, dimg) (cd chir 14, in thuong, nghiéng)
N e e

Bhalil oo voinnilssvurmasmmis

(c@ chir 14 in thudmg, dimg)

Phan ghi ndi dung Cong van (ca chit 14, in thuomg, ding)

Noi nhan: GIAM POC @
(cd chit 12, in thuong, nghiéng, ddm) ‘ .

- Nhu trén (co chir 11, in thuong, dime); e ki e on, E )
- . (Chit ky cua ngugi co tham quyén,

.......... 3

O . . (3 s dau/chit ky so cia co quan)
- Luu: VT, viét tat don vi soan thao ©)(...ban).

Nguyén Vin A

(c® chir 14, in thuong, dimg, dam)

Ghi chu:
(1) Céng van giri nhiéu noi: Kinh giri:
- UBND tinh Phu Yén;
- Bénh vién Pa khoa tinh Phu Yén.
(2) Truong Pho Giam dée ky thay: KT. GIAM bOC
PHO GIAM BOC
- Truong hop Lanh dao phong ky thira 1énh: TL. GIAM BOC
TRUGNG PHONG TAI VU - QUAN TR]
- Truomg hop Lanh dao phong ky thira 1énh (ky thay): TL. GIAM POC
KT. TRUGNG PHONG TAI VU - QUAN TRI
PHO TRUGNG PHONG
(3) Ky hi¢u ngudi soan thao van ban
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Miu 4.5 — Giay iy quyén

KHO BAC NHA NUOC CONG HOA XA HQI CHU NGHIA VIET NAM
(cor Chl:f 13, in hO?, dimg) (c& chix 13, in hoa, dimg, ddm)
KHO BAC NHA NUOC KHU VUC.. Doc lap - Tw do - Hanh phiic
(cd chir 13, in hoa, dimg, ddm) (c@ chix 14, in thuong, dimg, ddm)

(d6 dai cia dong ké bing 1/3 do dai cua dong chir ) (4% dai ctia dong ké bing do dai ciia dong chir)

S6: /GUQ-KB... ,ngay thang nam....
(cd chir 13, in thuong, dimg,)/(cd chir 13, in hoa, dimg) (c& chir 14, in thuong, nghiéng)

GIAY UY QUYEN

(¢ chit 14 in hoa, ddm, dimg)
A e
Lk L RE—

(cor chix 14, in hoa, dimg)

Phén ghi noi dung cua Gidy uy quyén:

1. Céc cdn ct phap ly khi ban hanh Gidy ty quyén

- Cén ¢t chtic néing, nhiém vu, quyén han don vi dugc giao;

- Can clr c4c van ban quy dinh ddi véi linh vuc chuyén mén;

- Can ctr quy dinh vé uy quyén.
2. Néi dung ctia Gidy Gy quyén

- Nguoi Gy quyén: Giam ddc

- Nguoi nhén ty quyén: Truong phong

- No6i dung tty quyén (Ghi cu thé néi dung 1y quyén);

- Thoi gian ty quyén (Ghi cu thé thoi gian 1y quyén);

Trach nhiém cua ngudi duge uy quyén: Nguoi dugc uy quyén phai chiu

trach nhiém trucc phdp ludt va trudc nguoi iy quyén vé van ban do minh ky ban
hanh trong thoi gian uy quyén; Nguoi duoc 1y quyén khéng duoc uy quyén cho

nguoi khac.
Noi nhn: GIAM POC
(c& chir 12, in thuomg, nghiéng, ddm) (cd chir 13 in hoa, ddm, dimg)
e, (c chir 11 in thuong, dimg);
S ;; ’ (Chit ky ctia nguoi co tham quyén,
- Luu: VT, viet tat don vj soan thao (...ban). ddu/ chit ky 56 ciia co quan)

Nguyén Viin A

(¢ chir 14 in thuong, dam, dimg)
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Miu 4.6- T trinh(B4o cdo)

KHO BAC NHA NUOC CONG HOA XA HQI CHU NGHIA VIET NAM
(c& Ch‘ﬂ:‘ 13, in hn'a, dimg) (c@ chir 13, in hoa, dimg, ddm)
KHO BAC NHA NUOC KHU VUC... Poc lap - Tw do - Hanh phuc

(c@ chir 13, in hoa, dimg, ddm)
( do dai cia dong ké bing 1/3 do dai cia dong chit,)

(c& chix 14, in thuong, dimg, dim)

(d0 dai ciia dong keé bing do dai cia dong chir )

S6: /BC(TTr)-KB... ... ,ngay  thdng ndm....
(c@ chir 13, in thuomg, dimg)/(cd chit 13, in hoa, dimg) (c@ chir 14, in thuong, nghiéng)
TO TRINH (BAOCAO)

(c@ chir 14 in hoa, d4m, dimg)
(c& chir 14, in thudng, dimg, dam)
(dé dai ctia dong ké bang 1/3 dd dai cia dong chir)

Kinh gtri: Kho bac Nha nudc

Phan ghi ndi dung T trinh (Bao c40) (o chat 14 in thuomg, dimg)

Noi nhdn: GIAM POC
(c& chir 12, in thudng, nghiéng, ddm) (c® chir 13, in hoa, ddm, dimg)
- Nhu trén (cs chit 11 in thuong, dimg);

(Chit ky ciia ngiwdi €6 tham quyén,
ddu/chit ky 56 cuia co quan)

Nguyén Vin A

(c& chix 14 in thuong, ddm, dimg)

Ghi chu:
(1) Trudng hop Pho Giam dbc ky thay:  KT. GIAM BPOC
PHO GIAM BOC

(2) Ky hiéu nguoi soan thao vin ban
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Miu 4.7 - Cong dién
KHO BAC NHA NUOC CONG HOA XA HQI CHU NGHIA VIET NAM
(c& chir 13, in h()i"l, dimg) (c& chir 13, in hoa, dimg, ddm)
KHO BAC NHA NUOC KHU VUTC... Dgc lap - Tw do - Hanh phiic
(c& chir 13, in hoa, dimg, dadm) (c& chir 14, in thuong, dimg, dam)
(dd dai ciia dong ké bing 1/3 do dai cia dong chir) (4% dai ciia dong ké bang do dai cua dong chir)
So: ER-ERL 0 e , hgay thang ndm....
(c& chir 13, in thuong, dimg)/(cd chir 13, in hoa, dimng) (c@ chir 14, in thudng, nghiéng)
CONG DPIEN
(c chir 14 in hoa, dam, dimg)
(trich yéu ndidung) .................coooooiiiiii.

(co chir 14 in thuong, dam, dimg)

(do dai ciia dong ké bing 1/3 do dai cia dong chi)

e Bl e .
e
Phan ghi n6i dung Cong dién (o char 14 in thuomg, dime)
............................................................................................................................................................... /
Noi nhin: GIAM POC ®

(cd chir 12, in thudmg, nghiéng, ddm)

& (cd chi 13 in hoa, dim, dimg)
- Nhu trén (co chix 11 in thuong, dimg);

- Luu: VT, viét tit don vi soan thao @(..ban). R B s o e
“hit ky cua nguoi cd tham quyén,
dau/chit ky so cua co quan)

Nguyén Vin A

(c& chir 14 in thuong, ddm, dimg)

(1) Trudng hep Phé Giam déc ky thay: KT, GIAM BOC
PHO GIAM POC
(2) Ky hiéu ngudi soan thao van ban
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MAu 4.8- Gidy moi

KHO BAC NHA NUOC CONG HOA XA HOI CHU NGHIA VIET NAM
(cor ch‘U: 13, in h?a, dimg) (c& chix 13, in hoa, dimg, dédm)
KHO BAC NHA NUOC KHU VUC... Poc lap - Tw do - Hanh phiic
(cd chix 13, in hoa, dimg, ddm) (c® chir 14, in thuong, dimg, ddm)
( do dai ciia dong ké bang 1/3 do dai cia dong chir) (d6 dai cia dong ké bing do dai cia dong chir)
So: /GM-KB... , ngay thang nam....
(c@ chir 13, in thuong, dimg)/(cd chir 13, in hoa, dimg) (c@¥ chir 14, in thuong, nghiéng)
GIAY MOI

(c& chir 14 in hoa, ddm, ding)

A en
V& XI0L icvnvivivn AL )ovsunvnnninns
( c& chir 14 in thudng, dam, ding)

(do dai ciia dong ké bing 1/3 do dai cia dong chi)
Phin ndi dung cua Gif’ly MOT (o chir 14 in thudmg, dimg)
Kho bac Nha nudce khu vuc... trdn trong kinh moi:
- S¢ Tai chinh;
- So Noi vu.

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

Noi nhgn: GIAM POC @
(c& chir 12, in thufmg. nghiéng, dam) (Ca chir 13 in h(}&, dam, dt’mg)
- Nhu trén (co chir 11 in thuémg, dimg);

------------------- ro (Chix ky cua ngm?’i ¢6 tham quye:n.
- Luu: VT, viét tat don vi soan thao ©)(..ban). ddu/ chit ky s cia co quan)

Nguyén Vin A

(c& chir 14 in thuong, dédm, dimg)

Ghi chu:
(1) Trich yéu ndi dung cudc hop.
(2) Tén (ndi dung) cia cude hop, hi thao, hdi nghi......

(3) Céc van d& cin luu y.

(4) Trudng hop Phé Giam dbc ky thay: KT. GIAM POC
PHO GIAM BOC
- Trudng hop Lanh dao phong ky thira 1¢nh: TL. GIAM BOC
TRUGNG PHONG TO CHUC — HANH CHINH
- Truomg hop Lanh dao phong kv thira 1¢nh (ky thay): TL. GIAM POC
KT.TRUGNG PHONG TO CHUC — HANH CHINH

PHO TRUONG PHONG
(5) Ky hiéu nguti soan thao vin ban
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Miu 4.9 - Gidy giéi thiéu

KHO BAC NHA NUGC CONG HOA XA HQI CHU NGHIA VIET NAM
(c& chL:r 13, in hcia, dimg) (c& chir 13, in hoa, dimg, ddm)
KHO BAC NHA NUOC KHU VUTC... Doc lap - Tw do - Hanh phuc
(c® chir 13, in hoa, dimg, ddm) (cd chir 14, in thuong, dimg, dam)
( d dai cua dong ké bang 1/3 do dai cia dong chir) (do dai cua dong ké bing dé dai cia dong chir)
Sé: /GGT-KB... ... , ngay thang nam....
(cd chir 13, in thudmg, dimg)/(cd chix 13, in hoa, dimg) (c& chir 13-14, in thudmg, nghiéng)
GIAY GIOI THIEU

(c@ chir 14 in hoa, dam, dimg)

Phén ghi n6i dung ctia Gidy gidi thiéu (e cha 14 in thuimg, ding)

Kho bac Nha nuéc khu vyc.... tran trong gidi thiéu:

MR DR Y suninis s s isstenmspminnd (E ennsns s rersnumersiass b bR S a s satm s S
3¢ R LR D 1L N
Puge clr den:.....oocouiiceeenevvssenssaenssnss 0008 63 S SR s e e e e s SR
e R s il b e i, w8 L ST PR B G T
D€ nghi quy co quan tao diéu kién dé ong (ba) cé tén & trén hoan thanh nhi¢m
vu.
Gidy nay c6 gid tri dén het NGAY .......voveveeeeereeeeooooo '8
Noi nhin: GIAM POC ®

(c& chir 12, in thudomg, nghiéng, dim)
- Nhur trén (co chir 11in thuong, dimg);

(cd chir 13 in hoa, dam, dimg)

"""""""""" 2 (Chir ky cua ngudi ¢6 thim quyén,
- Luu: VT. dau/chir ky s6 ciia co quan)

Nguyén Vin A

(c& chix 14 in thuong, dim, dimg)

Ghi chi:
(1) Ho tén, chirc vy va don vj cong téc ciia ngudi duge gio thiéu.
(2) Tén co quan, td chire dugc gisi thidu téi lam vige,

(3) Truomg hop Phé Giam déc ky thay: KT. GIAM bOC
PHO GIAM POC
- Trudng hop Lanh dao phong ky thira Iénh: TL. GIAM POC
TRUGNG PHONG TO CHUC — HANH CHINH
- Trutmg hop Lanh dao phong ky thira Iénh (k thay): TL. GIAM POC

KT. TRUGNG PHONG TO CHUC — HANH CHINH
PHO TRUGNG PHONG
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Mau 4.10 - Bién bin
KHO BAC NHA NUGC CONG HOA XA HQI CHU NGHIA VIET NAM
(c& chﬁ; 13, in ho?, dimg) (cor chir 13, in hoa, dimg, ddm)
KHO BAC NHA NUOC KHU VUTC... Déc lap - Tu do - Hanh phiic
(c@ chit 13, in hoa, dimg, ddm) (cd chir 14, in thudng, dimg, ddm)
(do dai ciia dong ké biing 1/3 d¢ dai cua dong chi) (d9 dai ciia dong ké bing d dai ciia dong chiy)
So: /BB-KB... ... , ngay thang nam....
(c® chir 13, in thudmg, dimg)/(c& chix 13, in hoa, dimg) (c® chir 14, in thudng, nghiéng)

BIEN BAN

(c@ chir 14 in hoa, dam, dimg)
{ ¢ chir 14 in thudng, ddm, ding)

(dd dai cua dong ké bﬁng 1/3 d dai cua dong chiy)
Phan ghi ndi dung Bién ban (o cha 14 in thuomg, dimg)

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

Noi dung (theo dién bién cudc hop/hdi nghi/hdi thao):........eeeeeeerverinnn,
Cudc hop (hdi nghi/hdi thao) két thuc vao ....gior , ngdy .....thang ...nim
................. s
THU KY CHU TOA
(Chit ky)

(Chit ky ciia ngudi ¢6 tham quyén,

déu cia co quan, don vi (néu c6))

(2)
Ho va tén Ho va tén
Noi nhin:
(c chix 12, in thuong, nghiéng, ddm)
e RS (c@ chir 11 in thuéng, dimg):

- Luu: VT, Ho so.

Ghi chu:
(1) Tén cudc hop hodc hdi nghi, hoi thao.
(2) Ghi chire vy chinh quyén (néu cin).
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Miu 4.11 - Gidy nghi phép

KHO BAC NHA NUOC CONG HOA XA HOI CHU NGHIA VIET NAM
(c@ chir 13, in hoa, dimg) (c@¥ chir 13, in hoa, dimg, dam)
KHO BAC NHA NUGC KHU VUC... Poc lap - T do - Hanh phiic
(cd chir 13, in hoa, dimg, ddm) (c& chir 14, in thuong, dimg, ddm)
(4o dai cuia dong keé bing 1/3 d6 dai ciia dong chir) (4o dai ctia dong keé bing do dai ciia dong chir )
S6: IGNP-EB.. e ,ngay thang nam....
(c& chir 13, in thuong, dimg)/(cd chir 13, in hoa, dimg) (cd chir 14, in thuong, nghiéng)
GIAY NGHI PHEP

(c@¥ chir 14 in hoa, ddm, dimg)

Phan ghi ni dung ctia Giay nghi phép (cs ch 14 in thuomg, dime)

Xét Pon dé nghi nghi phép ngay................... cig BNZ (DA )ow.ovinms soues
Kho bac Nha nudc .....cap cho:
Ong (ba)i.c.o s Y L R IR e LD T .
Chuc vu......... 0. . M RN, N, O i S e e o R
Duogc nghi phép trong thoi gian.... ké tir ngay.....dén hét ngay.....tai.........
o) P e S B N ol TS BN A ey o N B e o oS o e e O o
S6 ngay nghi phép néu trén dugc tinh vao thoi gian........... (@irass fesvinsvnneua /
Noi nhin: GIAM POC @

(c@ chir 12, in thudng, nghiéng, dam)
- Nguoi dugce cap giay nghi phép (e chir 11 in
thuong, dimg);

(cd chir 13 in hoa, ddm, dimg)

: (Chit ky cia nguoi cé tham quyén,
................... 5 . . da‘u/ Ch!:'k)?s@ C‘L'm' co quan)
- Luu: VT, (viet tat don vi soan thao (...ban).

Nguyén Viin A
, (c& chir 14 in thuong, ddm, dimg)
Xdc nhdn cua co quan (16 chirc) hodc
chinh quyén dia phirong noi nghi phép
(néu can)

(Chit ky, ddu)

Ho va tén

Ghi chu:
(1) Ho va tén, chirc vy va don vj cong tic clia ngudi duge cdp gidy nghi phép.
(2) Noi nghi phép.
(3) Thi gian nghi theo Ludt Lao dong (nghi hang nim c6 luong ho#ic nghi khong hudng luong hoac nghi viée riéng ma vin hudng nguyén
luong...).
(4) Truong hop Phé Giam déc ky thay: KT. GIAM bOC
PHO GIAM BOC
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Miu 4.11 - Gidy nghi phép

KHO BAC NHA NUGC CONG HOA XA HQI CHU NGHIA VIET NAM
(co ch‘u' 13, in ho’a, dimg) (co chir 13, in hoa, dimg, ddm)
KHO BAC NHA NUOC KHU VUC... Poe lap - Tw do - Hanh phiic
(cd chir 13, in hoa, dimg, dam) (c@ chir 14, in thudng, dimg, dam)
(do dai cia dong ké bing 1/3 do dai cia dong chiy) (0 dai cia dong ké bing do dai ciia dong chir )
So: LT 2 L I ,ngay thang nam....
(c@ chir 13, in thuong, dimg)/(c& chix 13, in hoa, dimg) (cd chir 14, in thuong, nghiéng)
GIAY NGHIi PHEP

(cd chir 14 in hoa, dam, dimg)

Phan ghi ndi dung cua Giay nghi phép (o che 14 in thuimg, dimg)

Xét Pon dé nghi nghi phép ngay................... cua ong (ba)...............
Kho bac Nha nudc .....cap cho:
Ong (ba):....... BB Rt v e O R SR SRS ST SR TR A S ass
Chuc vu......... T T oo e
Duoc nghi phép trong thoi gian.... ké tir ngay.....dén hét ngay.....tai.........
T pena s A e e L G S e CO il 5 o M SO, et e M v ) (0 ol
S6 ngay nghi phép néu trén dugc tinh vao thoi gian........... W) remrinnnssomsimuet /
Noi nhan: GIAM POC @

(cd chir 12, in thuong, nghiéng, ddm)
- Nguoi duge cap gidy nghi phép (co chr 11 in

thuong, dimg);

(c& chit 13 in hoa, dim, dimg)

(Cha ky ciia ngudi ¢6 thdm quyén,
................... s . dau/ chit ky so cuia co quan)
- Luu: VT, (viet tat don vj soan thao (...ban).

Nguyén Vin A
(cd chir 14 in thudong, dém, dimg)
Xdc nhén cua co quan (6 chike) hodc
chinh quyén dia phuwong noi nghi phép
(néu can)

(Chit ky, ddu)

Ho va tén

Ghi chi:
(1) Ho va tén, chirc vu va don vi cong tac ctia ngudi duoc cép gidy nghi phép.
(2) Noi nghi phép.
(3) Thoi gian nghi theo Ludt Lao dong (nghi hang nim c6 luong hodc nghi khéng hudng luong hodc nghi viée rigng ma vAn hudng nguyén
luong...).
(4) Truémg hop Phé Giam dbc ky thay: KT. GIAM bOC
PHO GIAM BOC
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MAu 4.12- Phu luc vin ban hanh chinh gidy

Phu lyec...D.....
(cd chir 14, in thuong, dimg, ddm)

(cd chir 13, in hoa, dimg, ddm)

(Kem theo Van ban so...” .. ... ngay ..Y...thang .. ¥ .nam...” cia Kho bac Nha
nuwoc khu vue ...)
(cd chir 14, in thuong, nghiéng)
(40 dai cita dong ké bing 1/3 49 dai ciia dong chiy)
llllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllll (S)HllIllIlllnllllllnnllllllllnnlnlnlnn
....................................................................................................... /.

Ghi chu:

(1) S thir tw cia Phu luc, vén ban tir hai Phu luc trér 1én thi cac Phu luc phai durge danh sé thir tw bing chir s6 La Ma. Vi du: Phy luc I, 1L 111,

(2) Tiéu dé cua Phu luc.
(3) S6 va ky hiéu cua van ban.
(4) Théi gian ban hanh van ban.

(5) Néi dung caa Phu luc.
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Mau 4.13 - Phy luc viin bin hanh chinh dién tir *
S6 .... ™ ngay/thang/nam: gio: phat: giay®

Phu lye.........
(c& chir 14, in thuong, dimg, ddm)

(cd chir 14, in hoa, dimg, ddm)
(Kém theo Vén ban s6...7.... ngay ...%...thang ... ¥...ném..."%) ciia Kho bac Nha
nuwoce khu vuc ...)
(c& chir 14, in thudng, nghiéng)
(dd dai cua dong ké bé"mg 1/3 d¢ dai cia dong chir)

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

Ghi chu:

(*) Miu nay ap dung vdi van ban dién tir c6 phu luc khong cung tép tin véi ndi dung van ban,

(1) S6 thir tr cia Phu luc.

(2) Tiéu dé cia Phy lyc. )

(3) Doi voi vin ban dién tir, khong phai dién thong tin tai cac vi trf ny.

(4) S6 ky higu van ban.

(5) Thoi gian ky sb ctia co quan, don vi (ngay, thang, nam; gio, phut, gidy; mai gior Viét Nam theo tiéu chudn 1SO 8601)
(6) Noi dung cua Phu luc.
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Méu 4. 14 — Bin sao sang dinh dang giﬁy (Vi du: KBNN khu vire Sao y Quyét dinh ciia
KBNN)

BO TAI CHINH CONG HOA XA HOI CHU NGHIA VIET NAM
KHO BAC NHA NUOC Poc 1ap - Tu do - Hanh phic
S6: Lo Ha Néi, ngay ~ thdng  ndm....
QUYET PINH

Ban hanh Quy ché lam viéc cita co quan Kho bac Nha nuéc

-----------------------------------------------------------------------------------------

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

................................. 3
Noi nhén: QUYEN HAN, CHUC VU CUA NGUOI KY
e i ’ ' (Chit ky ctia ngudi c6 thdm quyén
"""""""" 4 dau cua co quan, don vi ban hanh vén ban)
= L VLo
Ho va tén
KHO BAC NHA NUOC KHU VUC... ... b et
75 ARG L . - .2 ngay ... thang ... nam ...
Noi nhin: TL. GIAM POC®
RECTRLTRTTEPLTLY ; TRUONG PHONG TO CHUC - HANH CHINH
LT 5 ~ (Chit ky cua nguoi c6 tham quyén
- Luu: VT. dau ctia co quan, don vj thuc hién sao vén ban)
Ho va tén
Ghi chu:
(1) Hinh thire sao: “SAQO Y™ hoac “SAO LUC™ hofic “TRICH SAO”.
(2) S6 ban sao.
(3) Ky hiéu ban sao (SY,SL,TS).
(4) Dja danh.
(5) Trudong hgp Pho Trudng phong ky thay: TL. GIAM bOC

KT. TRUONG PHONG TO CHUC - HANH CHINH
PHO TRUGNG PHONG
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Miu 4. 15 — Ban sao sang dinh dang di¢n tir (Vi du: KBNN khu vye Sao y Quyét dinh ciia
KBNN)

... 2. ngay/thang/nam; gio: phut: gidy 3
BO TAI CHINH ’ CONG HOA XA HQI CHU NGHIA VIET NAM
KHO BAC NHA NUOC Doc lap - Tu do - Hanh phic
1R Ha Néi, ngay ... thang ... nam ...
QUYET PINH

Ban hanh Quy ché lam viéc ciia co quan Kho bac Nha nwéc

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

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

............................................................................................................................. J
Noi nhin: QUYEN HAN, CHUC VU CUA NGUOI KY
i : (Chit ky ctia ngudi c6 thdm quyén
T seEmssnnasiven 5 ddu ciia co quan, don vi ban hanh vin ban)
- Luu: VT,
Ho va tén
Ghi chi:

(1) Hinh thire sao: “SAO Y” ho#c “SAO LUC” hoic “TRICH SAQ™.
(2) Tén co quan, don vi thyc hién sao vin ban.

(3) Thoi gian ky sb cua co quan, don vj thyc hién sao van ban .
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Mau 5.1 - Vin ban c6 tén loai

KHO BAC NHA NUOC KHU VUC... CQONG HOA XA HOI CHU NGHIA VIET NAM

(cd chir 13, in hoa, dimg) (c@ chir 13, in hoa, dimg, ddm)
PHONG GIAO DICH SO... DPoc 1ap - Tw do - Hanh phiic
(co chit 13, in hoa, dimg, dam) (¢ chix 14, in thuomg, dimg, dam)
(40 dai ctia dong ké biing 1/3 o dai cia dong chir) (d0 dai ciia dong ké bing do dai ciia dong chiy)
So: /.-PGD.., vun sivinvs IGELY thang nam....
(c® chir 13, in thudmg, dimg)/(cd chir 13, in hoa, dimg) (c& chix 14, in thuong, nghiéng)

TEN LOAI VAN BAN ™
(c® chix 14 in hoa, ddm, dimg)
Ve Vi€Cuuurrrurerrnnnnn,
(cd chit 14, in hoa, dimg)

Phan ghi ndi1 dung van ban (c chit 14, in thudmg, dimg)

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

................................. 4
Noi nhin: | TRUGNG PHONG @
(c@& chir 12, in thudng, nghiéng, dim) (c@ chir 13, in hoa, dimg, dam)
L (cd chtr'lrl, mrthut'mg, ding); e ) (Cha?’lg}cﬁa ngtrg‘i o fhi qu}én
- Luu: VT, viét tat linh vuc duge giai quyet ©)(...ban). déw/ chit ky 56 ctia co quan)
Nguyén Van A

(co chir 14, in thudng, dimg, ddm)

Ghi chu:

(1) Tén logi van ban: Mu nay 4p dung chung dbi v6i cac hinh thirc van ban hanh chinh ¢6 ghi tén loai gdm: thong béo, huéng din, ké
hoach, phiéu gir, phiéu chuyén, phiéu béo....
(2) Truémg hop Phé Trudng phong ky thay: KT. TRUONG PHONG
PHO TRUGNG PHONG
(3) Ky hi¢u ngudi soan thao van ban.




MAiu 5.2 - Cong vin
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KHO BAC NHA NUOC KHU VUC...

. (coch13,inhoa, dimg) |
PHONG GIAO DICH SO...

(c& chir 13, in hoa, dimg, ddm)
(do dai cua dong ké bang 173 do dai cua dong chi)

Sé: /PGD...-.....

(c@ chir 13, in thuong, dimg)/(c& chit 13, in hoa, dimg)

CONG HOA XA HOI CHU NGHIA VIET NAM
(c& chir 13, in hoa, dimg, ddm)
Poc lap - Tu do - Hanh phiic
(c@ chir 14, in thuong, dimg, dam)
(dd dai cua dong keé bang d dai cua dong chir)

thang nam....
(¢ chir 14, in thuong, nghiéng)

(c® chir 14, in thudmg, ding)

Phan ghi ndi dung Cong van (c chir 14, in thuong, dimg)

oooooooooooooooooooooooooooooooo

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

---------------------------------------

---------------------------------------

Noi nhén:
(cd chir 12, in thuong, nghiéng, dam)
O (cd chir 11, in thuong, dimg);

- Luwu: VT, viét tt linh vue duoc giai quyét @(...ban).

---------------------------------------------------------

---------------------------------------------------------

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

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

TRUONG PHONG @

(cd chit 13, in hoa, dimg, ddm)
(Chix ky cua nguci cé thdm quyén
dau/ chir ky sé cua co quan)

Nguyén Vin A

(c& chir 14, in thuong, dimg, ddm)

Ghi chu:

(1) Cong van giri nhiéu noi: Kinh gii:

- Bénh vién Da khoa huyén Tir Ky;

- UBND huyén Tt Ky.

(2) Truong hop Pho Trudng phong ky thay:

(3) Ky hiéu nguoi soan thao vén ban.,

KT. TRUONG PHONG
PHO TRUOGNG PHONG
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Miu 5.3 - To trinh (Bdo cdo)

KHO BAC NHA NUOC KHU VUC.. CONG HOA XA HOI CHU NGHIA VIET NAM
v’ (c& chir 13, in hoa, dimg) 1 (cd chir 13, in hoa, dimg, ddm)
PHONG GIAO DICH SO...... Doc lap - Tw do - Hanh phuc
(c& chir 13, in hoa, dimg, ddm) (cd chir 14, in thuong, du'ng dam)
( d6 dai ciia dong ké bang 1/3 d¢ dai cua dong chir) (dd dai cia dong ké bang do dai caa dong chiy)

S6: BC(TTH)-PGD... e ,hgay  thing  ndm....

(c@ chir 13, in thudng, dimg)/(cd chir 13, in hoa, dimg) (c@ chix 14, in thudng, nghiéng)

TO TRINH (BAO CAO)
(cd chir 14 in hoa, dim, dimg)
(c® chir 14, in thuomg, dimg, ddm)
(9 dai ctia dong ké bang 1/3 d dai ciia dong chir)
g

Kinh guri: Kho bac Nha nude khu vuc....

Phan ghi néi dung T¢ trinh (B40 c40)(co chir 14 in thuome, dime)

.................................................................................................. /s
Noi nhin: TRUONG PHONG
(cd chir 12, in thudmg, nghiéng, ddm) (c& chir 13 in hoa, dam, dimg)
- Nhu trén (co chir 11 in thu'o'ng dimng),
= Ph(‘)ng ...................... (Chit ky cua nguoi co thdam quyén,
- Luu: VT, viét tat lmh vue duge giai quyét @(..ban). ddu/ chit ky s6 ctia co quan)
Nguyen Van A
(c@ chir 14 in thudng, dim, ding)
Ghi cha:
(1) Trutmg hop Phé Truéng phong ky thay: KT. TRUONG PHONG

PHO TRUGNG PHONG
(2) Ky hiéu ngudi soan thao van ban
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MAu 6.1- Quyét dinh ciia td chire tw vin ciia KBNN

KHO BAC NHA NUGC CONG HOA XA HQI CHU NGHIA VIET NAM

(cd chir 13, in hoa, dimg) (c@ chix 13, in hoa, dimg, dim)

HOLDONG ...cooinisiinns DPéc lidp - Tw do - Hanh phiic

(co chix 13, in hoa, dimg, ddm) (c® chir 14, in thudng, dimg, dam)
(do dai ctia dong ké bing 1/3 d6 dai cua dong chi) (d dai ctia dong ké bing do dai ciia dong chiy)
So: /Qb-HD.... Ha No¢i, ngay  thdng nam....
(c0 chir 13, in thuong, dimg)/(c& chir 13, in hoa, dimg) (c& chir 14, in thuong, nghiéng)

QUYET PINH

(c& chir 14 in hoa, ddm, dimg)

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

(cd chir 14, in thuong, dimg, ddm)
(d9 dai cua dong ké bing 1/2 o dai cua dong chir)

CHU TICH.......

( c& chir 14 in hoa, dim, dimg)
T N R o S T TN (o 1L L

B

Cineir........ SSS. I TR S I 8T
QUYET PINH:

(c& chir 14 in hoa, ddm, dimg)

......................................................................................................................................................... A
Noi nhin: TM. HQI PONG @
(c& chir lZ,_ig thudng, nghiéng, d.am) ) ) CHﬁ TICH

- Nhu Diéu (c& chir 11, in thudng, ding); oty chith 1% 1 Hom. e, dimg)

- .LLru.‘ VT, HD....(  ban). (Chit ky ctia nguoi ¢6 tham quyén,

ddw/chit ky sé cia co quan)

GIAM DPOC KHO BAC NHA NUGC
Nguyen Van A

(c@ chir 14 in thudmg, dam, ding)

Ghi cha: )
(1) Ghi cdc can cir dé ban hanh Quyét dinh, & chir 14, in thuéng, nghiéng.

(2) Phan ndi dung quyét dinh ¢& chir 14, in thuong, ding.

(3) Truomg hop Phé Chi tich ky thay: TM. HOI BPONG
KT. CHU TICH
PHO CHU TICH
(4) Ky hiéu nguoi soan théo van ban
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Mau 6.2 - Céng viin ciia té chirc tw van cia KBNN

KHO BAC NH NUGC CONG HOA XA HQI CHU NGHIA VIET NAM
(c& chir 13, in hoa, dimg) (c& chir 13, in hoa, dimg, ddm)

BOLDONG .iovcosngsiniss Poc lap - Tw do - Hanh phic

(c& chir 13, in hoa, dimg, dim) (cd chir 14, in thudng, dimg, ddm)

(do dai cia dong ké bing 1/3 do dai ciia dong chir) (d¢ dai cua dong ké béng dd dai cua dong chir)

S6: HEY, =, Ha Néi, ngay thang nam....

(cd chir 13, in thudomg, dimg)/(cd chix 13, in hoa, dimg) (co chir 14, in thudng, nghiéng)
W cosvsianmy i v

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

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

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

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

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

................................. i
Noi nhan: TM. HQI PONG @
(c@ chit 12, in thuong, nghiéng, dim) CHU TICH
- (c@ chix 11, in thuomg, dimg); (cd chir 13 in hoa, ddm, dimg)

........... ’

= . (3), ; : .
Luu: VT, HD.....”)( .ban). (Chit ky ciia ngudi c6 thim quyén,
dau/ chir ky so cua co quan)

GIAM POC KHO BAC NHA NUOC
Nguyen Van A

(c& chir 14 in thudong, dam, dimg)

Ghi chi:

(1) Céng van giri nhiéu noi: Kinh gii:
- Kho bac Nha nudce khu vire [;
- Kho bac Nha nude khu vyre [1
(2) Truomg hep Phé Cha tich ky thay: TM. HOI DPONG
KT. CHU TICH
PHO CHU TICH
(3) Ky hi¢u ngudi soan thao vin ban
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Miu 6.3- Quyét dinh ciia td chire tw vin ciia KBNN khu vuwe

KHO BAC NHA NUGC KHU VUC.. CONG HOA XA HOI CHU NGHIA VIET NAM

(¢ chir 13, in hoa, dimg) (cd chir 13, in hoa, dimg, dam)

HOVBONG ....ocvoonensiinns Doc ldp - Tw do - Hanh phiic

(¢ chix 13, in hoa, dimg, dim) (c& chir 14, in thuong, dimg, dam)

(do dai cua dong ké béng 1/3 d¢ dai ciia dong chir) (d dai cua dong ké bing do dai cua dong chir)

S6: 8,2 5 5 - , hgay thang nam....

(c@ chir 13, in thuong, dimg)/(cd chir 13, in hoa, dimg) (c@ chir 14, in thudng, nghiéng)

QUYET PINH

(co chir 14 in hoa, dam, dimg)

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

(c& chir 14, in thudng, dimg, ddm)
(dd dai ctia dong ké bing 1/2 dd dai cua dong chir)

CHU TICH... ........

( ¢ chir 14 in hoa, dim, dimg)
U CRE ot i s st T s i o o e D10 50 e

871 ot At R s e

LB CUE o mesirs s s S0 555 5558 e st e e et
QUYET PINH:

(c& chir 14 in hoa, ddm, ding)

........................................................................................................................................................ /.
Noi nhin: TM. HQI PONG @

(cd chir 12, il"l thudng, nghiéng, dim) CHi] TICH

- Nhu Diéu (co chit 11, in thuong, ding): (coclit 13 in Fos, 8dm. dimg)

- Luu: VT, HD.... “(...ban). (Chit ky cua ngudi co thdm quyén,
ddu/chir ky sé cua co quan)

GIAM POC KHO BAC NHA NUOGC KHU VUC...
Nguyén Vin A

(c& chir 14 in thuong, ddm, dimg)

Ghi cha: )
(1) Ghi cac can cir dé ban hanh Quyét dinh, c& chix 14, in thudmg, nghiéng.

(2) Phan ndi dung quyét dinh ¢& chir 14, in thudng, dimg.

(3) Truomg hop Pho Chu tich ky thay:  TM. HOI PONG
KT. CHU TICH
PHO CHU TICH
(4) Ky hi¢u ngudi soan thao vin ban.
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MAu 6.4 - Cong viin cia té chire tw vin ciia KBNN khu vue

KHO BAC NHA NUGC KHU VUC... CONG HOA XA HQI CHU NGHIA VIET NAM

(c@ chir 13, in hoa, dimg)

HOI PONG ...............

(c® chir 13, in hoa, dimg, dim)

(do dai cua dong ké bang 1/3 do dai cia dong chir)

S6: /HP...-...

(c@ chir 13, in thuong, dimg)/(cd chir 13, in hoa, dimg)

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

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

Noi nhin:
(co chix 12, in thuong, nghiéng, ddm)
= rreees (c& chir 11, in thuong, dimg);

(cd chir 13, in hoa, dimg, ddm)

Poc lap - Tuw do - Hanh phic

(¢ chir 14, in thwong, dimg, dam)
(d6 dai ciia dong ké bang do dai cia dong chir )

.., hgay thang nam....
(c@& chir 14, in thudng, nghiéng)

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

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

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

------------------------------------------------------------

------------------------------------------------------------

TM. HQI PONG @
CHU TICH

(co chir 13 in hoa, ddm, dimg)

(Chit ky ctia nguoi c6 tham quyén,
dau/chir ky s6 cua co quan)

GIAM POC KHO BAC NHA NUGC KHU VUC...
Nguyén Viin A

(c& chir 14 in thudmg, ddm, dimg)

Ghi chu:

(1) Céng van giri nhiéu noi: Kinh gui:

- Kho bac Nha nudée khu vuce I;
- Phong Nghiép vu 1.
(2) Truong hop Phé Chu tich ky thay: TM. HOI BONG
KT. CHU TICH
PHO CHU TICH

(3) Ky hiéu ngudi soan thao vin ban
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