VIEN HAN LAM CONG HOA XA HQI CHU NGHIA VIET NAM
KHOA HOC VA CONG NGHE VN Poc lap - Tu do - Hanh phiic
VIEN CAC KHOA HQC TRAI PAT

$6:313 /VCKHTD Ha Nogi, ngay 13 thang 6 nam 2025
V/v huong dan ky thuat soan thao
mdt s6 mau van ban hanh chinh

Kinh gui: Cac don vi truc thudc Vién

Cin cir Nghi dinh s6 30/2020/ND-CP ngay 05/3/2020 ctia Chinh phu vé
cong tac van thu luu trit. Dé cong tac van thu, luu trir ndi chung va cong tac
hanh chinh noéi riéng dugc thuc hién thong nhat trong toan don vi, Vién Cac
Khoa hoc Trai dat da xdy dung mot s6 mau van ban hanh chinh theo Nghi dinh
30/NB-CP va gtri biéu mau t&i cac don vi truc thude, cu thé nhu sau:

1. Biéu mAu cac van ban hanh chinh theo quy dinh tai Nghi dinh 30/ND-
CP ngay 05/3/2020 (Phu luc I).

2. Biéu mau cac van ban hanh chinh ap dung tai don vi (Phu luc II).

Pé nghi Lanh dao cac don vi tryc thuge pho bién dén toan thé vién chirc
va nguoi lao dong trong don vi dugc biét va thuc hién.

Tran trong./.

Noi nhan: KT. VIEN TRUONG

-Nhutrén; PHO VIEN TRUONG
- Vién trudng (de€ b/c);
- Luu VT.V.




PHU LUCI

MAU VAN BAN HANH CHINH THEO QUY DINH TAI NGHI PINH
30/ND-CP NGAY 05/3/2020 CUA CHINH PHU VE CONG TAC VAN THU



Miu Quyét dinh (c4 biét) quy dinh true tiép

TEN CQ, TC CHU QUAN* CONG HOA XA HQI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHU'C? Pic 1ap - Tw do - Hanh phiic
86: /Qb-.. 5., LA ngay ... thang .... nam ... ..
QUYET PINH
Ve Viee ...ooveenenn.. D e
THAM QUYEN BAN HANH?
GO CUE v LU R URTOPRURPRRRON :
(@777 Y U U X
TREO A8 NGRE CUU ... :
QUYET PINH:
51111 AT et et
DHOU 2. oottt ettt ettt e ettt et e e e e enns
.......................................................................................................................... /.
Noi nhin: QUYEN HAN, CHUC VU CUA NGUOI KY
- Nhu biéu....;
RRRRIE R , (Chir ky cua nguoi co tham quyen

ddu/chit ky s6 ciia co quan, t6 chirc)

Ho va tén

Ghi cha:

1 Tén co quan, t6 chirc chu quan truc tiép (néu co).

2 Tén co quan, td chirc hodc chirc danh nha nudc ban hanh quyét dinh.

3 Chir viét tat tén co quan, to chirc hodc chirc danh nha nude ban hanh quyét dinh.

4 Pia danh.

5 Trich yéu noi dung quyét dinh.

6 Tham quyen ban hanh quyet dinh thudc vé ngudi dung dau co quan, t6 chirc thi ghi chirc vu cua
nguoi ding dau; néu thim quyén ban hanh quyét dinh thudc vé tap thé ldnh dao hodc co quan, t6 chirc
thi ghi tén tap thé hodc tén co quan, t6 chirc do.

7 Cac can ctr dé ban hanh quyét dinh.

8 Noi dung quyét dinh.

9 Chir viét tat tén don vi soan thao va sb luong ban luu (néu can).

10 Ky hi¢u ngudi soan thao van ban va s lugng ban phat hanh (néu can).



Maiu vin ban (dwgce ban hanh, phé duyét kém theo quyét dinh) d6i véi viin

ban gidy

TEN CQ, TC CHUﬂQUAI,\I CONG HOA XA HQI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC Péc 1ap - Tu do - Hanh phic
TEN LOAI VAN BAN
1

Ghi cha:

! Trich yéu ngi dung ciia van ban.

286, ky hiéu, thoi gian ban hanh va tén co quan ban hanh cta Quyét dinh.
$ Noi dung van ban kém theo.



Miu Vin ban cé tén loai

TEN CQ, TC CHU QUAN! CONG HOA XA HQI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHU'C? Pioc 1ap - Tu do - Hanh phuc
N %o, NEAY ... thang ...... nam ...
TEN LOAI VAN BAN®
7

-------------------------------------------------- 8 FE NI R EEE I EEEEEEEEEEEEEE EEN R EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN
........................................................................................................................... /.
Noi nhin: QUYEN HAN, CHUC VU CUA NGUOI KY
- (Chit ky cua nguoi c6 tham quyen
-Luw: VT, .5 % dau/chit ky sé ciia co quan, t6 chirc)

Ho va tén

Ghi cha:

1 Tén co quan, t6 chirc chu quan tryc tiép (néu co).

2 Tén co quan, td chirc hodc chirc danh nha nudc ban hanh vin ban.

3 Chit viét tit tén loai van ban.

4 Chir viét tat tén co quan, to chtrc hodc chirc danh nha nude ban hanh vin ban.

® Pia danh.

® Tén loai vin ban

Mau nay ap dung chung d6i voi cac hinh thirc vin ban hanh chinh c6 ghi tén loai gﬁ)m chi thi, quy
ché, quy dinh, thong cao, théng bao, hudng dan, chuong trinh, ké hoach, phuong an, dé an, dy 4n, bao
cao, to trinh, glay Uty quyén, phiéu guri, phiéu chuyén, phiéu bao.

7 Trich yéu noi dung vin ban.

8 Noi dung van ban.

9 Chir viét tat tén don vi soan thao va sb luong ban luu (néu can).

10 Ky hiéu ngudi soan thao vin ban va sb luong ban phat hanh (néu can).



MAiu Cong viin

TEN CQ, TC CHU QUAN! CONG HOA XA HQI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHU'C? Péc lap - Tu do - Hanh phiic
N [t S ..., ngay ... thang ...... nam......
VIV ... .. 6 i,
Kinh gt
------------------------------------------------------------ 7 R R R R R R RN E N RN RN E R R R R RN E RN NN NN EEEEEEEREEEEEREEERERE
........................................................................................................................... /.
Noi nhén: QUYEN HAN, CHUC VU CUA NGUOI KY

(Chit ky cua nguoi co tham quyén,
dau/chir ky so cua co quan, t6 chuc)

Ho va tén

Ghi chu:

1 Tén co quan, t6 chirc chu quan tryc tiép (néu co).

2 Tén co quan, t6 chure hodc chirc danh nha nuéc ban hanh cong van.

3 Chit viét tit tén co quan, td chirc hodc chtrc danh nha nudce ban hanh cOng van.
4 Chir viét tat tén don vi soan thao cong van.

® Pia danh.

6 Trich yéu ndi dung cong van.

"Noi dung cong van.

8 Chir viét tat tén don vi soan thao va sb luong ban luu (néu can).

9 Ky hiéu ngudi soan thao vin ban va sb luong ban phat hanh (néu can).

19 Bia chi co quan, td chirc; thu dién tu; trang thong tin dién ti; s6 dién thoai; sb Fax (néu cén).



MAu Gidy moi

TEN CQ, TC CHU QUAN! CONG HOA XA HQI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHU'C? Poc lap - Tw do - Hanh phic
86: ../GM-..°.. 4, ngay ... thang ...... nam......
GIAY MOI
5
......... 2 ............trAn trong kinh moi: ............ °.
TOH AU ..o, T e e s
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DA GICIM: .o e
....................................... 8 e e
Noi nhgn: QUYEN HAN, CHUC VU CUA NGUOI KY
SRTT ; (Chir ky ciia nguoi c6 tham quyén,

dau/chir ky so cua co quan, t6 chirc)

Ho va tén

Ghi chu:

1 Tén co quan, t6 chirc chu quan tryc tiép (néu co).

2 Tén co quan, td chire ban hanh gidy moi.

3 Chir viét tat tén co quan, to chirc ban hanh gidy moi.

4 Pia danh.

5 Trich yéu ndi dung cudc hop.

® Tén co quan, td chirc hodc ho va tén, chirc vu, don vi cong tac cia nguoi duoc moi.
" Tén (ndi dung) cua cudc hop, hdi thdo, hoi nghi v.v...

8 Céc van dé can luu ¥.

9 Chit viét tit tén don vi soan thao va sb lvong ban luu (néu can).

10 Ky hiéu ngudi soan thao vin ban va s6 luong ban phat hanh (néu can).



Mau 2.1 - Phu luc vin ban hanh chinh gidy

Phu luc .......
2

Ghi cha:

1S thir ty cua Phu luc.

2 Tiéu dé ctia Phu luc.

386 va ky hiéu ctia vin ban.

* Thoi gian ban hanh van ban.

5 Tén co quan, td chirc ban hanh vin ban.
® Noi dung cuia Phu lyc.



PHU LUC II
MAU VAN BAN HANH CHINH AP DUNG
TAI VIEN CAC KHOA HQC TRAI PAT



M4iu Céng viin (giri dén 01 don vi)

VIEN HANLAM CONG HOA XA HQI CHU NGHIA VIET NAM
KHOA HOC VA CONG NGHE VN Doc 1ap - Tw do - Hanh phuc
VIEN CAC KHOA HQOC TRAI PAT
SO: .. /VCKHTD Ha Néi, ngay........ thang........ nam...... ...
VIV o,

Tran trong cam on./.

Noi nhén: VIEN TRUONG
- Nhu trén;

Ho va tén cia nguoi ky



MAu Céng vin (giri dén 02 don vi tré 1én)

VIEN HANLAM CONG HOA XA HQI CHU NGHIA VIET NAM
KHOA HOC VA CONG NGHE VN Poc 1ap - Tw do - Hanh phic
VIEN CAC KHOA HQC TRAI PAT
S6: ... /VCKHTD Ha Noi, ngay........ thang... ..... nam.........
VIV e,
Kinh guri:

- UBND tinh Quang Binh;
- S& ngoait vu tinh Quang Binh;

Tran trong cdm on./.

Noi nhén: VIEN TRUONG

- Nhu trén;

Ho va tén ctia ngudi ky

Thong tin lién hé:
TS. ... ,biénthoai: ...............

Email: .....@jies.vast.vn;
Vién Cac Khoa hoc Trai dat - Vién Han lam KHCNVN - Ngo 84 Chua Lang, Pong Pa, Ha Noi.



mailto:…..@ies.vast.vn

Miu Vin ban cé tén loai

VIEN HAN LAM CONG HOA XA HQI CHU NGHIA VIET NAM
KHOA HOC VA CONG NGHE VN DPoc 1ap - Tw do - Hanh phuc
VIEN CAC KHOA HQC TRAI PAT
NI T /TTr-VCKHTD Ha Noi, ngay........ thang... ..... nam.........
TO TRINH
Kinh @i oo

Tran trong cam on./.

Noi nhén: VIEN TRUONG
- Nhu trén;

Ho va tén ctia ngudi ky



Mau Quyét dinh

VIEN HAN LAM CONG HOA XA HQI CHU NGHIA VIET NAM
KHOA HOC VA CONG NGHE VN D(’jc ]é:lp - Tw do - Hanh phﬁc
VIEN CAC KHOA HQC TRAI PAT

SO: ..l /VCKHTD Ha Noi, ngay........ thang... ..... nam.........

QUYET PINH
VE VI€C cevvviinnnnnnns

VIEN TRUONG VIEN CAC KHOA HQC TRAI PAT

Can cir Quyét dinh so 346/0P-VHL ngay 01/3/2025 ciia Chii tich Vién
Han lam Khoa hoc va Cong nghé Viét Nam veé viéc ban hanh Quy che To chirc
va hoat dong cua Vién Cac Khoa hoc Trai dat;

Theo dé nghi ciia Truwéng phong Qudn 1y tong hop.
QUYET PINH:

Pieul. .......
Pieu 2. .........

Pi¢u 3. Truong phong Quan 1y tong hop, ...... chiu trach nhiém thi hanh
Quyét dinh nay./.

Noi nhén: VIEN TRUONG
- Nhu trén;

Ho va tén cia ngudi ky



QUY PINH CHUNG VE THE THUC VA KY THUAT TRINH BAY
VAN BAN HANH CHIiNH

1. Khé gidy: Kho A4 (210 mm x 297 mm).

2. Kiéu trinh bay: Theo chiéu dai cua khd A4.

3. Pinh 1¢ trang: Cach mép trén va mép dudi 20 - 25 mm (2-2.5CM), cach
mép trai 30 - 35 mm (3-3.5CM), cach mép phai 15 - 20 mm (1.5-2.0CM).

Khoang cach Noi dung van ban: Khoang cach giita cac doan téi thiéu 1a
6pt, khoang cach gitta cac dong tdi thiéu 1a dong don, téi da 1a 1,5 lines.

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

5. S6 trang vin ban: Pugc danh tir sd 1, bang chit s6 A Rap, ¢& chit 13
dén 14, kiéu chix dimg, dugc dat canh gitra theo chiéu ngang trong phﬁn 1é trén
ctia van ban, khong hién thi sb trang thir nhat.

Ghi chu:

- Pinh dang 1¢ thwong sir dung: Lé trén (2cm), 1é dwdi (2cm), Ié trdi
(3cm), 1é phdi (2cm).

- Trong soan thdo va trinh bay vian bin, muc ky vin bin dé nghi khéng
dé ¢ 01 trang riéng biét khong cé nji dung.

- Trong truong hop ngwoi ky dwoc phan céng/iiy quyén: Phin Chirc vu,
ho tén ciia ngwoi cé tham quyén ky bao gom cdc trwong hop sau:

KT. VIEN TRUONG
PHO VIEN TRUONG

Ho va tén nguoi ky

TL. VIEN TRUONG
TRUONG PHONG QLTH

Ho va tén nguoi ky

TL. VIEN TRUONG
KT. TRUONG PHONG QLTH
PHO TRUONG PHONG

Ho va tén nguoi ky




SO PO BO TRi THANH PHAN THE THUC VAN BAN
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VI TRi TRINH BAY CAC THANH PHAN THE THUC

A

0

Thanh phan thé thirc vin ban

Qudc hiéu va Tiéu ngir

Tén co quan, to chic ban hanh vin ban

Sé, ky hi€u ctia van ban

Dia danh va thoi gian ban hanh van ban

Tén loai va trich yéu ndi dung van ban

Trich yéu noi dung cong vin

N1 dung van ban

Chtre vu, ho tén va chit ky ctia ngudi c6 thim quyén

Dau, Chir ky s ctia co quan, to chirc

Noi nhan

Déu chi d6 mat

Déu chi muc d6 khan

Chi dén vé pham vi luu hanh

Ky hiéu ngudi soan thao van ban va sb lugng ban phét hanh

bia chi co quan, t6 chire; thu dién tu; trang thong tin dién tir;
s6 dién thoai; s6 Fax.

Chir ky sb cua co quan, t6 chirc cho ban sao vin ban sang dinh
dang di¢n tur



TT Thanh phin thé thirc va chi tiét trinh bay Loai chir C& chir Kiéu chir
1 Quéc hiéu va Tiéu ngi
- Qué)c hiéu In hoa 12 -13 bung, dam
- Ti€u ngl In thuong 13-14 bung, dam
- Dong ké bén dudi
2 Tén co quan, to chirc ban hanh van ban
- Tén co quan, to chire chi quan truc tiép In hoa 12-13 DPung
- Tén co quan, t6 chirc ban hanh van ban In hoa 12 - 13 Dung, dam
- Dong ké bén dudi
3 S, ky hiéu cua van ban In thuong 13 DPung
4 Dia danh va thoi gian ban hanh van ban In thuong 13-14 Nghiéng
5 Tén loai va trich yéu noi dung vin ban
a Péi voi van ban c6 tén loai
- Tén loai van ban In hoa 13-14 bung, dam
- Trich yéu noi dung In thuong 13-14 Dung, dam
- Dong ké bén dudi
b Dbi v6i cong van
Trich yéu néi dung In thuong 12 - 13 Dung
6 Noi dung van ban In thuong 13-14 bung




GOm phan, chuong, muc, tiéu muc, diéu, khoan, diém

- Ttr “Phan”, “Chuong” va sb thir tw clia phan, chuong In thuong 13-14 bung, dam
- Tiéu dé cua phan, chuong In hoa 13- 14 Pung, dam
- T “Muc” va sb thir tu In thuong 13-14 bung, dam
- Tiéu dé ctua muc In hoa 13- 14 Pung, dam
- Tir “Tiéu muc” va sb thir ty In thuong 13-14 bung, dam
- Tiéu dé cua tiéu muc In hoa 13- 14 Pung, dam
- Piéu In thudng 13- 14 Pulng, dam
- Khoan In thuong 13-14 Dung
- Piém In thuong 13- 14 DPung
Gom ph?m, muc, khoan, diém
- Ttr “Phan” va s6 thu tu In thuong 13- 14 Pung, dam
- Tiéu dé cua phan In hoa 13-14 Pung, dam
- S6 thir ty va tiéu dé cia muc In hoa 13- 14 Pung, dam
- Khoan:
Truong hop co tiéu dé In thuong 13- 14 Pung, dam
Truong hop khong co tiéu dé In thuong 13- 14 DPung
- Piém In thuong 13- 14 Dung

Churc vy, ho tén cua nguoi c6 tham quyén




- Quyén han cua nguoi ky In hoa 13-14 bung, dam
- Chure vu ctia nguoi ky In hoa 13-14 Ding, dam
- Ho tén cua nguoi ky In thuong 13-14 bung, dam
8 Noi nhan
a | Tu “Kinh gii” va tén co quan, to chirc, ca nhan nhan vin ban In thuong 13-14 Ding
- Gu1 mot noi
- Gtri nhiéu noi
b | Tt “Noi nhan” va tén co quan, td chirc, c4 nhan nhan van ban
- Tt “No1 nhan” In thuong 12 Nghiéng, ddm
- Tén co quan, t6 churc, c4 nhan nhan van ban In thuong 11 bung
9 Phu luc van ban
- Tt “Phu luc” va s6 thir tu cta phu luc In thuong 14 bung, dam
- Tiéu dé cua phu luc In hoa 13- 14 DPlng, dam
10 Dau chi mirc ¢ khan In hoa 13- 14 Pung, dam
11| Ky hiéu nguoi soan thao vin ban va sb lugng ban phat hanh In thuong 11 Dung
12 Dia chi co quan, td Cl’il’IC.;Athu’ dié:.n tix; trang thong tin di¢n tu; In thuong 11-12 Piing
sO dién thoai; s6 Fax
13 Chi dan vé pham vi luu hanh In hoa 13- 14 Pung, dam
14 S trang In thuong 13-14 Dung
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