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NHUNG VAN DE CHUNG 
VE HE THONG CHiNH TR1 U VItT NAM 

I. KHAI NUN HE THONG CHINH TM 

thOng chinh tri Id miit chinh the cac t6 chdc chinh trj hgp phap trong xa hOi, bao 
g8m the clang chinh tri, nha nage yà eac to chac chinh tn - xa hôi clugc lien ket vài nhau trong 
mOt he thong to chire nham the dng vao the qua trinh eita clai sting xa hOi; cling co, duy tri va 
phat then che dO chinh trj phü hgp vai lgi feb etia giai cap cam quyen. 

He thOng chinh tri nu& ta van hanh theo ea che Dang lanh dao, Nha nuot quart ly, 
Nhan dan lam chit, bao 	Bang COng san Viet Nam; Nha nage COng Wm id hOi chü nghia 
Viet Nam; Mat trait To quoe Viet Nam, Cong doan Viet Nam, Doan Thanh nien Clang san Ho 
Chi Minh, Heat Lien hip Phu nir Viet Nam, I-10i Ming dan, Hoi Ctm chien binh va the doan the 
nhan clan. 

II. CAC TO CHtt TRONG HE THONG CH1NH TR1 

1. Ding gmg sin Viet Nam 

\ft tri phap ly, vai tro cOa Dang COng san Viet Nam dace guy dinh tai Dieu 4, Hien 
phap narn 2013: 

"I. Bang COng san Viet Nam - DOi tien phong cita giai cap ding nhan, Ong theft Id clOi 
tien phong càa nhan dan lao Ong va cUa dan tOc Viet Nam,,  clai bieu trung thanh Igi ich tha 
giai cap ,eiing nhan, nhan ,dan lao dOng 	caa ca dan tOc, lay chit nghia Mac - Le nin va tu 
areing Ho Chi Minh lam nen tang fir tuOng, la lire lugng Faith dao Nha nage va xa 

2. Bang COng sari Viet Nam gan bó mat thiet vOl Nhan dan, phac va Nhan clan, chtu str 
giam sat dm Nhan dan, chtu trach nhiem truerc Nhan clan ve nhang quy'et cltnh cila minh. 

, 	3. Cac t6 clam eOa Dang va clang vien Bang COng sail Viet Nam boat Ong trong khuon 
Icho Hien phap va phap luat". 

Sr lanh dao can clang Ong san clea Arai h thOng chinh tri , là dieu kin can thiet và tat 
yeu sde bdo dam cho h thOng chinh tri gia dirge ban chat giai cap ding nhan, bdo dam mgi 
quyen lac thuOc ye nhan dAn. 

Vai tre lanh dao cila Bang the hien ten nhfing nOi dung chit'  yCu sau: 

- Bang d ra Cuimg linh chinh tri, throng 161, chi& Mgt, the dinh huang ve chinh sach 
Ira chit tracing lem .phat trien kinh te - xa hOi  de Nhit nage the che hod thanh phap luat; Tong 
thoi Bang la lac lagng lanh dao ya to chat time hien Cuang 1mb, duang loi etia Bang. 

- Bang lanh dao h thOng chinh trj va xa hOi eha yeti thong qua Nha nude va cac doan 
the quail chUng. Throng loi, chit tracing, quan diem can Bang dugc Nha nage tiep nhan, the che 
hod bang phap lust va.,  nhiing chit throng, chinh sach, ke hogeh, chuong trinh cu the. Vi \ray, 
Bang Mon quan tam den viec xay dung NM nage va. 60 may eaa Nhd flues (long thai kiem tra 
viec Nha nage that hien the Nghl guy& eUa Bang. 



- Dang thOng nhat lanh dao cong tac,can bo va quan 19 dOi ngil can 1)0, giori thieu nhang 
dang vie'n tat tit ca dU nang Ivc  va pham chat vao hot dOng trong cac co: quan lanh dao ciza he 
thong chinh tri. 

- Dang lanh dao bang cong tac tuyen truyen, thuyet phyc, van dang, to chile, kiem tra, 
giam sat va bang hanh dOng guang mau cüa dang vial);  Dang lath dao thong qua to clam clang 
và dang vien hoat,  dOng trong cac to eh& coa he' thong chinh tri, tang cuerng che dO trach 
nhiem cá nhan, nhat là nguai dirng dau. 

2. Nha nut ging boa xä hi chit nghia Vit't Nam 

Vl tri phap 19 ctia Nha nuerc COng hod tea hOi chit'  nghia Viet Nam duth quy dinh tai 
Dieu 2, Hien phap nam 2013: 

"1. Nha nu& Cong hOa xa hOi chit nghia Viet Nam Id nha nuerc phap quyen xã hOi chtt 
nghia cita Nhan dan, do Nhan dan, vi Nhan dan. 

2. Nu& Cthg bOa xã hOi chit nghia Viet Nam do Nhan dan lamchit; tAt ca quyen lye 
nha nuac thuth ye Nhan dan ma nen tang la lien minh giita giai cap cling nhan veri giai cap 
nong dan yà dOi nga tri dote. 

3. Quyen lure nha nix& la thOng that, c6 sy phan ding, ph6i hap, kiem soat gata cac co: 
quan nhd nuerc trong viec thyc hien cac quyen lap phop, hanh phap, tu phap". 

Nha nuerc la try Ot dm he thOng chinh tri a nuac ta, la cong cy tti chirc thyc hien 9 chi 
va quyen lye cita nhan dan,,  thay mat than clan, chiu trach nhiem truth than dan d'e quan 19 
toan b0 boat dOng càa dad song,xa hOi. D6 chinh là Nha there cita nhan dan, do nhan dan va vi 
nhan clan. NM nuac quan 19, dieu hanh nen kith te bang phap luat, quy hoach, ke hoach va cac 
cong cu dieu tiet tren co so t6n tryng quy luat khach quan eüa thi truang. Dang lath dao Nha 
nuerc thtrc hien va bdo dam day do quyen lam chil dm than dan. Nhu vay, Nha nu:gc xà 110i 
chit nghia vita Id co quan quyen lyc, vita la b0 may chinh tri, hanh chinh, vira là tO chttc quan 
19 kinh te, van hod, xa hOi cüa than dam Quyen lye Nha nuerc la thong that, ea sy phan ding, 
phOi hap va kiem soat giaa cac co: quan trong viec thyc hien cac quyen lap phap, hdnh phap va 
tu phap. 

NM nutc COng hga tta hOi  chit nghia Viet Nam c6 vi tri va vai fro dc biet quan trong 
trong ,he thong chinh tri. Chirc nang va nhiem vv cita Nha ntrac trong he thông chinh tri, trong 
dOi song xa hOi dugc the hien bang mOi quan he giaa Nhd nuot vgi Dang Ira cac to chac chinh tri 
- xa hOi.  Nha nuerc the che boa chit throng, duang 101 cUa Dang thanh Mien phap, phap lust va 
chinh sach lam cong cy dê awe hien quan 19 nha there dot vari myi lath \Ric cilia din sOng xã hOi. 

Viec xac dinh &mg vi tri, vai tr6 và nhiem vy cita Nha nuot trong he dieing chinh tri 
c6 9  nylila 19 luan va thyc tien,  trong qua trinh dOi meri he thong chinh tr17  khac plotc sy cluing 
chat), lan san glib cac,thanh to trong hO thong chinh tri, nhat là trong mOi quart he giaa Dang 
va Nha nu& trong diêu kien phat trien kinh to thj truerng dinh huerng xa hOi chit nghia, xay 
thing Nha nu& phap quyen xa hOi  chit nghia, day manh cong nghiep hga, hien dal hga va hOi 
nhap quoc te. 

Trong 1)0 may nil& wept, Quth hOi là ea quan dai bieu cao nhat cUa Nhan dan, co quan 
quyen lye nha wow cao nhat cua nuac COng hod xã hOi chO nghia Viet Nam;  Quoc hOi thyc 
hien,quyen lap hien, quyen lap phap, quyet dinh cdc van de quan tryng at' a dat that va giarn 
sat tOi cao dOi veri boat Ong eiia Nha mite. 

Chinh phil la co quan bath chinh nha nuerc cao nhat cita nuth COng hod xa hOi chit 
nghia Viet Nam, thyc hien,  quyen hanh phap, là ca quan chap hanh cUa Qu8c hOi. Chinh plat 
chiu trach nhiem truth Quoc hOi yà bao cao ding tac truth QuOc hOi, Uy ban thuerng vu Quoc 
hOi, Chii tich mite. 
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Co quan tu phap gôm Toa An nhan dan. Vin kiem sat nhan clan va cac co quan di8u tra. 
Day la nhirmg co quan dugc lap ra de xir 19 nhimg to tchirc va ca nhan vi pharn phap luat, bao 
dam viec they thi phap luat mot each nghtem minh, thong nhat. 

Tea an nhan clan IA co quan xet xir cita nuerc Cemg hoa xa hOi  chit,nghia Viet Nam, thtrc 
hi'en quyen tu phap. Toa an cac cap la co quan nhan danh Nha nue:cc, the hien thai (10 va 9 chi 
Cna Nha nu& truOc cac vp an thong qua hoat &Ong dOc lap va chi Wan theo .phap luat. Tod An 
IA co quan duy nhat c6 quyen ,áp dung the tai hinh str, kh6ng ai bi coi là cO tOi  va phai chiu 
hinh phat khi chin co ban an ket t'Oi cita Toa an TA 0 hieu hit phdp lu'at. 

Vin kiem sat nhan clan thgc hanh quyen ding t6, kiem sat hoat dong tu phap. DE bao 
dam phap luat dugc chaRhanh nghietn chinh, bao dam viec, xet xi! &mg ngueri dung t0i, Vin 
kiem sat nhan danedugc t6 chirc thanh he thong, tap trung thong nhat va dOc lop thgc hien Ilium 
quyen cita minh del veri cac co quan .khac ciia Nha nuerc. 

Nha nugc tittle hien quan 19 xa NI bang phap luat, d6ng thai coi trcing giao dgc nartg cao 9 
thirc chap hanh phap Ittat cita nhan dan. Vi vay, can tang cueng pita') che xa hOi chit nghia. 

Nha ntrerc COng hoa xa WO chà nghia Viet Nam *la Nha nage phap quyEn xa hi chit 
nghia cita nhan dan, do nhan dan va vi nhan dart. DO la to chat trung tam thuc hien quyen hit 
chinh trj. la  try cOt ciia he thong chinh tri, là b0 may thuc hien chat nang quan 19 nha nu6c ye 
cac lThh vIrc kinh te, van hod, xa hot theo quy dinh cita phap lu'at; thay mat nhan dan time hien 
chirc Ming den noi va d6i ngoai. D'e Nha nuerc hoan thanh nhiem vg quan 19 xa heti bang phap 
luot, thgc hien quyen lye nhan dan giao ph6, phai thuang xuyen cham lo kien toan cac co quart 
nha nuOC, Vol co cau gen nhe, hoat dOng CO hieu lye. fil'eu qua; xay dung dOi ngil can b6, ding 
chirc, vien chirc c6 pliam chat chinh tri yang yang, nang Ric chuyen mon giin; thuerng xuyen 
giao dye pita]) luat, nang cao 9  that song, lam viec theo Hien pita]) va phap luat; CO CO che va 
bin phap ng'a'n ngira te quan lieu, tham nhiing, lOng quyen, vO trach nhiem...; nghiem tri nhimg 
hanh dOng gay roi, tint dich; phat huy vai tr6 lam chg cita nhan clan, cga cac t6 chirc xa hOi,  xay 
dung va tham gia quan 19 nha mtge. 

Nhan thirc vE vai trei quan 19 xa hOi  bang phap luat cga nha nuerc xa hen chit nghia, Can 
thay rang: 

Mot /th, toan b0 hoat (king cita ca he th6ng chinh tri, 1(6,0 sg lanh dao cga Dang ciing 
phai trong khuem khO phap luat, Chong m9i hanh dOng long quyen, lam quyen, coi thuimg va vi 
pham phap luat; 

Hai /à, duy tri moi lien he thuemg xuyen va chat die giera Nha nu& va nhan dan, tang 
nghe va ton trong 9 kiEn caa titan dan, chiu sg giam sat cga nhan dan, quan 19 dat nu& vi Igi 
ich cita quang,dai ,nhan dan, vi lgi ich cga quoc gia, dan tOc chit khong phai vi quyen lgi hoc 
lgi ich cña thieu SO; 

Ba lir, kitting c6 su d6i lap girth nang cao vai tre Faith dao cga Dang,v6i,  tang cuang hieu 
luc, hieu qua quan 19 cna Nha nuerc. Phai luOn luon bao dam sty thong nhat de tang cuirrig sire 
manh cita Nha nugc. Tinh hieu Igc va sire mph cga Nha nuerc chinh là the hien hi'eu qua sg 
lanh dao caa Dang. 

3. Mt in:in T6 qu6c Vi6t Nam %Fa cac doan th6 nhfin dfin 

Mat tract 16 qu6c Vi'et Nam, Cong doan Viet Nam, Doan Thanh nien COng san H6 Chi 
Minh, 11'0i Lien,  hip Php nit Viet Nam, 146i Nong dan, Ho'i Ctru chien binh va doan the nhan 
dan c6 vai tr6 rat quan trong trong sg nghiep dai doan ket toan dan toc xay dung va bao v TO 
quoc; dal dien, bao ve quyen va Igi .ich hgp phap, chinh dang cüa nhan dan, chant lo Igi ich cua 
cac doan vien, hOi  vi'en, thuc hien clan chit va xay clung xA hOi Faith manh; tham gia xay dung 
Dang, Nha nugc; gido dpc 19 tuerng va dao dire cach mang, quyen va nghia vg ding dan, that 
chat mot lien he gia nhan dan vari Dang, Nha nugc. 

Vi tri phap 19, vai tro cita Mat tran TO qutic Viet Nam va cac doan thE nhan dan dugc 
quy dinh tai Dieu 9, Hien phap nam 2013: 
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" I. Mat tran T6 quOc Viet Nam la t6 chirc lien minh chinh trj, lien hip ty nguyen efla 
to chirc chinktri, cac to chat chinh trj - xa hoi, to chirc xa hOi  va cac Ca nhan tieu bieu trong 
cac giai cAp, tang lap xa hi, dan tijc, ton gido, ngueri Vi 'et Nam djnh cu & nudge ngoai. 

jvi.-4t troll T6 quiic Viet Nam la ca ser chinh trj cfla chinh quyen nhan clan; dai dien, bao 
ve quyen va Igi ich hop phap, chinh clang dm Nhan clan; tap hop, Oat buy sac manh dal doan 
ket toan dan tOc, thyt hien dan chit, tang cuemg (long thuan xA hoi; giam sat, phan bien xa hOi; 
tham,  gia xay Mpg Dang, •Nha nuerc, hoat dOng doi ngoai nhan dan gap phan xay dyng va bao 
ve T6 qu6c. 

2. Cong doan Viet Nam, Hoi nong dan Viet Nam, Doan thanh nien Ong san I16 Chi 
Minh, I-10i lien hiep phy nit Viet Nam, 1-10i ckru chien binh Viet Nam la cac to eh& chinh trj 

duct thanh lap tren co so ty nguyen, dai dien va bao ye quyen, lgi ich hop pita!), chinh 
clang cUa thanh viên. hôi vien to chile mink cang,cac ,to chirc thanh vien khac dm Mat tran 
.phoi hop va thong nhat hanh tieing trong Mat tran TO quoc Viet Nam. 

3. Mat trait T6 quric Viet Nam, cac t6 chat thanh vien dm Mat trail va cac t6 chat la hOi 
khac hoat &Ong trong,khuon kilo 1-lien phap va phap lust. Nha nuem taco dieu kien de Mat trail TO 
quoc Viet Nam, cac to chac thanh vien ella Mat tan va cac to chat xa hOi khac hoat Tang". 

III. BAN CHAT ODA EC THONG CHiNH TRi 

Duai sir lanh dao ella Dang Cong sari Viet Nam, dOi tien phong ella giai cAp cling nhan, 
&Ong theri IA dOi tien phong ella nhan dan lao clOng va dm clan tOc Viet Nam, nhan dan ta 
da clang len lam each man& gianh lAy quyen lkrc nha ntrac va t6 chtic ra he thông chinh trj ella 
.minh. Do do, nhan dan thkrc hien quyen lam chit thong qua hoat Ong ella Nha mat, caa cd he 
thong chinh trj va cac hinh thac dan chit aye tiep, dan chi) dai dien. 

Ban chat ctia he th6ng chinh trj nuem ta dugc quy dinh bOi cac ca ser nn tang saw 

- Co ser chinh tri dm h th6ng chinh trj nuerc ta la che do nhat nguyen chinh trj vol mOt 
Bang duy nhat elm quyen, lanh dao Nha nu& va xà hOi ten n'en tang dart cha xa h'Oi chit nghia. 

- Co sex kinh t cita he th6ng chinh trj IA nen kinh t6 th true:mg dinh huang,  xa hOi chn 
nghia, dkra men Ikrc lucmg san xuat hien dai va quan he san xuAt tien kg, phu hgp. Dong thoi ca 
sO kinh te nay tao ra cac xung lye de doi meri, !loan ti ien he thong chinh tri, nang cao kha nang 
the dOng tich cyc vao qua trinh Oat trien kinh te. 

- Co so la hOi cua h'e thong chinh tri là dkrayren nen tang lien minh giai cAp gifts Gong 
nhan, nong dan, ling lop tri thac va khoi dai doan ket man dan 10c. Vol CO ser xa hOi la kh6i dal 
doan IC& toan dan the, he thong chinh tn nu& ta khong chi IA hinh that tO chat dm chinh trj 
nham thkrc hien quyen lye caa nhan dan ma con là hinh thac to chac dai dien Cho chi, nguyen ; 
yang va quyen lgi coa mci tang lap nhan clan, IA bieu tucmg ella dai doan ket man dan toe. 

- Co sex tu tuerng dm he thang chinh trj là cha nghia Mac-Lenin Ara tu tuerng HO Chi 
Minh. Cac quan diem dm chit nghia Mac-Lenin, tu Kiang 1-I0 Chi Minh IA cac can cir ly, luan 
d8 xay dung he thong chinh tri vol che dO nhat nguyen chinh trj va djnh huerng phat trien xa 
keit chit nghia 0 Viet Nam. 

Sr nhat quart Vé CO sex chinh tri, kinh 	xi:1110i va ttx tuang IA nhan t6 vim bao dam tinh 
dinh hoar-1g chinh trj vita bao dam yinh nang dong va kha nang thich ang caa he thong chinh trj 
truat skr van Ong phat trien caa Clat nuarc va the giai. 

lIe th6ng chinh tn 0 nuerc ta IA 11* he thong cac thiet che va the che gin lien vai quyen 
Ikrc chinh tri .caa nhan clan va ,de thyc hien cac nhietn vu quyen han do , nhan dan giao pH; va 
uy quyen.,  Ve thyt chat, he th6ng chinh tri kh6ng phai IA mOt he thong t6 chac co quyen Ikrc tkr 
than, quyen lye cita he thong chinh trj bat nguon ta quyen lye ella nhan dan, phat sinh tit sir 
quyen elm nh8n clan, the hien tin tuerng ella Chu tjch HO Chi Mink "Mgi quyen hanh va Ikrc 
lugng deu 0 nai dan". Trong che dO do nhan dan IA chit the duy nhat va toi cao ella quyen lye 
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chinh tri, nhan dan uY,quyen cho mOt he: thong cac to chin bao gm Dang COng san Viet Nam, 
Nha mac, Mat troll TO quen Viet Nam vã cac doan the nhan dan. 

theing, chinh tn & 'mac ta la mat hinh thirc M chirc thin hanh clan chit; m6i mOt t6 
chin trong h thong chinh tri deu la ntifmg hinh,thirc de thirc hien dan chit di din Aid clan chit 
trite tiep cUa nhan din. Can to chirc nay ductc to chin va hoat dOng teen co ser cac nguyen tan 
dan chit va vi cac myc tieu clan chit. Dieu do bat ,nguon tit ban chat tha che do chinh tri xa hOi 
chit nghia. "Dan chit xa hOi chit nghia là ban chat tha the c10 ta, vita la myc tieu, vita la &Ong 
lye Mita str pint trien ,dat nuac". Mot mOt  to chin trong he thong chinh tri vita la mOt hinh thin 
flux hanh dan chit, to chirc cac qua trinh clan chit vita la ding cy bao dam dan chit trong xa hOi, 
mot twang hgc clan chit de Oa° dyc y thin clan chit, nang cao nang lyc lam chit dm nhan clan. 

IV. DAC DIEM CIA HE THONG CHINH TR1 

1. Tinh nhat nguyen chinh tri cna th6ng chinh tri 

Ch e ITO chinh tri Viet Nam IA the che chinh tri mOt Dang duy nhat cam quyen, mac dit 
trong nhtmg giai doan Ileh sit nhat clinh,,trong che dO chinh tri Viet Nam ngodi Wang COng san 
Viet Nam c6n c6 Dang Dan chit va Bang xa hOi. Tuy nhien hai Bang nay doge to clurc In boat 
clong nhu nhing dins minh chien loge cila Bang COng san Viet Nam, thin nhan vai, trO lanh 
dao va vi tri cam quyen duy that tha Bang COng san Viet Nam. Do \Tay, ye thtte chat che dO 
chinh tri khong ton tai the dang chinh tri doi lap. 

He thong chinh tri Viet Nam gan lien ved vai trO to chin va lanh dao tha Bang COng 
said Viet Nam. M .-6i tO chin thanh vien cita he thong chinh tri deu do Bang COng san Viet Nam 
sang lap vita dOng vai trO IA hinh thin to chin quyen lye elm nhan ,dan (NhA nuac), to chin tap 
hop dohn ket quan chUng, dai dien y chi va. nguyen \Tong dm quail chitng (Mat tr'an TO quoc 
Viet Nam va cac doan the nhan dan) vita la to chitc &mg vai tr6 IA phucmg tien áê Bang COng 
san thin hien sty lanh dao chinh tri cita minh. 

Toan b0 he themg chinh tri den dirge t6 chin và boat dOng tren n'en tang tu tuang la chit 
nghia Mac - Lenin va tu Mang Ho Chi Minh. Dieu do quy dinh tinh nhat nguyen tu tuang, nhat 
nguyen Y thin h chinh trj cim toan bO N thong va cita timg thanh vien trong h thong chinh tri. 

2. Tinh th6ng nhit cna h th6ng chinh tri 

th6ng chinh tri Viet Nam bao g6m nhieu t6 chin có tinh chat, vi tri, vai tie, chin 
nang khde nhau nhtmg lai Tian he chat che, gan bó voi nhau tao  thanh melt the thong nhat. 
Sy: da dung, phong phit ye tO chin va phuong thin boat clOng Gila the t8 chile thanh vien trong 
he thong chinh tri tao di'eu kien de phat huy "tinh hap trOi" tha he thong, tao ra sir cOng huang 
site manh trong toan b0 he thong de, thyc hien co hieu qua the nhiem vu chinh tri coa mai tO 
chirc thanh vien va caa titan ho h'e thong chinh tri. 

Nhan to quye't dinh ,tinh thong ,nhat clia he thong chinh tri nuen ta la sy lanh dao themig 
that tha mOt. Bang duy nhat cam quyen la Bang COng san Viet Nam theo nguyen tac tap trung 
clan chU. Viec quail trie't va thyc hien nguyen tac tap trung clan chit trong tO chin va hoat dong 
la nhan to co ban bao dam cho hie thong chinh tri có dirge sit thong nhat ye to chin va hanh 
dOng nham pint huy site manh clong b0 cita toan he , thong eing nhu tha mOi to chin trong he 
thong chinh tr. Deng thai, tinh thong nhat tha h theng chinh tri cOn the hien a myc ti8u chinh 
tri là xay dung xa 110i chit nghia Viet Nam ved nOi dung: dan giau, mien manh, dan chit, c8ng 
bang, van minh. H thong chinh tri dugc to chin nhu mOt chinh the thOng that tit Trung uong 
den dia phucmg va cap co so:. 

Cac quan dim và nguyen the cita chit nghia Mac - Lenin, tin Wang HO Chi Minh du dirge 
cac to chin trong h thong chinh tri & nu& ta van dung, ghi re trong Dieu le tha timg to chin. 

3. IHI'C thifing chinh tri gin be mt thi6t väi nhan din, chiu sty giam sit ciia nhin din 

thong chinh tri Viet Nam IA mOt he thang khong chi On vai chinh trj, guy& lye 
chinh tri ma can gan van xa. hOi.  Do vay trong cdu trite tha N thong chinh tri bao gOm cac tO 
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chirc chinhtri nhu Dang, Nha nu& và cac t6 	vita c6 gni) chinh trj vita co tinh xA hei nhu 
Ma tan TO quoc va cac doan the nhan dan. 

theng chinh tri khong &mg teen xa hi, tach khOi xà hoi nhu nhirnac lung chinh 
tri ap birc xa hôi nhu trong cac xd hOi bgc lOt ma la m'Ot b0 phan ?dm xA hôi, gan b6 VOL xa ha. 
Sv gan 1)6 mat thiet Oda N thong chinh tri vgi than dan citron the hien ngay trong ban chat dm 
cac bo phan cau thanh he thong chinh tri: Deng COng san Viet Nam IA dai bieu trung thanh Igi 
ich cña giai cap cong nhan, nhan dan lao &Ong va cita ca dan toe; Nha nu& COng hga, xd hei 
chit nghia Viet Nam la Nha nu& clia than dan, do nhan clan, vi nhan clan; Mat tan To quoc, 
cac doan the than dan là hinh thuc tap hop, to chirc &la chinh cac tang lap nhan clan. 

Sr gan 1)6 Oita h thring chinh tri \red nhan dan can dugc xac dinh beri nghia: he theng 
chinh tri IA truerng ,hoc dan chit cUa nhan clan; mei to chirc trong h thong chinh tnj là phtrong 
thirc thvc hien quyen lam chi) tha nhan dan. 

4. He thiing chinh tri co sty kt luyp el* che Oita tinh giai cap va dan t(ic 

Tic ngay Bang Ceng sari,  Via Nam ra dad \id Minh dao cach mang Via Nam, cuOc dan 
tranh giai thong giai, cap,gan lien \Pori cuOc dau ,tranh giai phOng dan tOc. Giai cap va clan tec 
hod dog, cac giai cap, tang lap xa ha doan ket, hop tac de' cling that trien. Trong ma giai 
doan xay dtmg va phat trien tha N thong chinh tri (ke ca thin 	c6n mang ten N thOng 
chuyen chinh vo san) van de dan tea quoc gia luen la co so doan ket mci Ivy lung chinh tri 
xa ha de thvc hien thang lrn cac nhiem vu cOa cach mang Viet Nam. Van de dat ra doi vgi tO 
chirc va hoat &Ong tha N thong chinh tri là cloth ket giai cap, tap hgp lvc  lugng teen nen tang 
khoi di doan ket toan clan tOc. 

Moe tieu xay Ong chi) nghia xa ha quy dinh h th6ng chinh tri mang ban ch5t giai eat° 
ding nhan, dai then trung thanh Ii ich cua gial cap cog than va nhan,daniao Ong. Dec lap 
dan tOc gan lien veri chit nghia x'd ha dd gan ket van de dan tOc va van de,  giai,  cap. Do vay 
trong thvc tin each mang Viet Nam, sr phan biet gida dan tOc va giai cap den mang tinh 
tuong din va khong c6 ranh gieri ro rang, tao nen sire moth tong hgp, eüa toan WO he thong 
chinh tri. NKr ,voy 	thong chinh tri hien dai bieu cho dan tee, yeu to doan ket dan tOc, 
gan be mat thiet yeti nhan dan va IA N thong dm dan, do dan, vi dam 

Chuyin de 2 

THONG CAC CO QUAN NHA NUQC 
ONG HOA XA HQI CHTJ NGHIA VItT NAM 

I. 'CHM NIVM BQ MAY NHA NUQC 

Be may Nha that la he tilting cac co quan Nha nuot tic trung trong xu6ng co kr, dugc 
tO chirc theo therng nguyen tac chung thOng nhat, tao thanh met co che dOng 1)0 de 'Ow hien 
cac chi:re nang va nhiem Iry cUa Nha nage. 

Hien nay cac co quan nha nu& trong BO may NM nuot COng hOa xa hOi chit nghia 
Via Nam gem: 

- Cac co quan quyen Itrc nha thew: Qu6c ha, Ha d6ng nhan dan cac cap (cap tinh, cap 
huyen, cap id); 

- Cac co quan hanh chinh nha mac: Chinh pha the 1)0, co quan ngang bO; UY ban 
than clan cap tinh, cap huyen, cap xã; 

- Cac co quan xet xir: Toà an nhan dan t6i cao; Tod an quan sv; cac Tod an than dan 
dia phuong (cap tinh, cap huyen); Toa an khac do Ilia dinh; Trong tinh hinh dac bit, Qui& ha 
c6 the quyet dinh thAnh lap Tod an dc bit. 
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- Cac co quan kiem sat: Vin kiem sat nhan dan tai cao; Vin kiem sat quan str; Vin 
kiem sat nhan dan dia phuong (cap tinh, cap huyen). 

- Chu tich nu& la .men tin& che,nha nuot, the hien str Meng nhat cila quyen Itrc, thum hien 
quyen lap phap, hanh phap va tu phap, ton tai tuong doi dem lap vet ck co quan nha nu& khk. 

II. DAC DIEM CAC CO QUAN THONG BO MAY NHA NUOC 

Air nhia, mei co quan nha nuerc la mOt to chirc king quyen cep tinh clOc lap fisting (lei 
Vol co: quan nha nu& khac, met to chnc co cau bao gom nhimg can be, cong chirc dugc giao 
nhcing quyen han nhat dinh de thtrc hien chat nang, nhiem vu cna Nha mac theo quy dinh Cua 
phap lust. 

Th& hai, dc diem ca ban cna co quan nha nu& lam cho ne kb& vat ck tO chnc khac 
la tinh quyen lçrc nha ntrac. CM co quan nha ntrac mod CO quyen lvC  nha moat, dugc than dan 
giao cho. Cac co quan nba nuerc thut hien,quyen lgc cna nhan clan, giai quyet cac van de quan 
he,vori tong dan. Mei co quan nha nu& cleace tham quyen do phap lust quy dinh -,clo la tong 
the nhang quyen và nghia vii mang tinh,quyen lvc  - phap IY ma nha nu& trao cho de thuc hien 
chirc na'ng, nhiem vii Cna Nha nuot. Yeu to co ban dm tham quyen la quyen ban hanh nhUng 
van ban phap luat CO tinh bat btok Chung, van ban áp dung phap luat phai thtrc hien deli Vol cac 
chit the CO lien quan (CO the la co quan, to chirc nha nuot khac, ding chk, vien chüc. cac to 
eh& xa WM, to ch.& kinh te va cong clan). 

,Thri• ba, thAm quyen cfa cac co quan nha mot CO nhang giai Ilan v khong gian (l'anh 
the), ye Mai gian CO hieu lye, ye dot tucmg chlu su tac deng. Tham quyen cita co quan nha 
nuOt ph thuOc vao dta yr: pita)) lY cfm ne trong b0 may nil& nuot. GiCri han than) quyen CUa 

cac co quan nha nuaclagiOi han mang tinh phap lY vi dugc phap luat quy dinh. 

Co quan nha nu& CM boat cleng trong pham vi tham quyen Cüa minh va trong pham vi 
de, n6 boat deng dec lap, chi) dOng va Chu trach nhiem ve hoat deng Cua minh. Co quan nha 
nuov CO quyen, dong that CO *la v  phai thuc hien ck quyen Cua minh. IChi co quan nha 
nuerc khong thtm hien hay tir Choi thtrc hien cac quyen ya nghia vt) theo quy chnh cna phap luat 
la vi pham phap Mat. 

77zzi tw, mCii CO quan nha nuac CO hinh &lac va phuong phap boat deng rieng do pita]) 
lust quy dinh. 

HI. CAC CO QUAN NHA NUOC 

1. Odic h(pi 

1.1. VI tri &tap 137, cüa Qu6c 116i 

Theo Dieu 69, Hien phap nam 2013: 

QuOc hOi  la CO quan dal .bieu cao nhat cira Nhan dan, co quart quyen lye nha nu& cao 
nhat cna nuarc Ceng boa xa hi cht) nghia Viet Nam. 

Quoc hOi  thisc hien quyen lap hien, quyen lap phap, quyet dinh the van de quan trong 
cna dat mint va giam sat tai cao dOi vai hoat di:mg cna Nha nunc. 

1.2. Nhiem vv, quyen han ciia Queic hOi 

Nhiem vu, quyen han cita Quec hi dixot quy dinh tai Dieu 70, Hien phap nam 2013: 

1. Lam Hien phap va sin dei Hien phap; lam luSt va stra dei Mat; 

, 	2. nue hien quyen giam sat TM cao viec tuan theo Hi'en phap, luat ,va nght quyet cüa 
Quoc hOi; xet bao,  cao ding tac cUa Chu tich flues HY ban thuang,vu Quoc 110i, Chinh phi, 
Toa an than clan toi cao, Vin kiem sat nhan Man tot cao, Wei don bau Cu quoc gia, Kim toan 
nha nutc va co quan khac do Qu'Oc hOi  thanh lap; 

, 3. Quyet dinh rnmc nett, chi tieu, chinh sach, nhiem vu co ban phat trien kinh t6 - xal hOi 
dm elk 'were; 
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4. Quyet dinh chinh sach co ban ve tar chinh, tien t quoc gia; quy dinh, sira dei hoc 
bai be cac thir thue; quyet dinh phan chia cac khoan thu Aid nhiem vu chi Oita ngan sach trung 
ucmg vã ngan sach dia phuong; quyet dinh mire giai ban an toth no quec gia, no cOng, ng 
chinh phU; quyet dinh du toon ngan sach nha nuot va phan be ngan sach trung wing, phe 
chuan quyet than ngan sach nha nmac; 

5. Quyet dinh chinh skh dan tOc, chinh sach ton giao cia Nha nuerc; 

6. Quy dinh të chirc va hoat dOng ‘cila Quac hOi, ,Chi tich nuom, Chinh phñ, Tea an 
nhan dan, Vien kiem sat nhan dan, 130i &Ong bau eft queic gia, Kiem toan nha nuOc, chinh 
quyen dia phut:mg Ira co quan khac do Quoc hOi  thanh lap; 

7. Batt, mien nhiem, bai nhiem Chit tich thee, PhO Chit tich nick, Chu tich Quec hei, 
Ph6 Cho tich Quoc hOi,  Uy vien UY ban thuerng vp Quoc hOi,  Chu tich Hei dong dan tOc, Chi 
nhiem Uy ban dm Quoc hOi, Thil Wang Chinh phi, Chanh an Tod an,nhan dan toi cao, Vien 
twang Vien kiem sat nhan dan toi cao, Chit tich 1-101 dong ban cft quoc gia, Tong Kiem Man 
nha nuerc, ngueri ding dau co quan khk do Quoc hOi  that'll lap; phe chuan de' nghi bo nhiem, 
mien nhiem, each chirc Pito Thu tuang Chinh phi, 130 truang ya thanh vien khac cüa Chinh 
phi, Tham phan T6a an nhan dan t6i cao; phe chuan danh sach thanh vien HOi dong quoc 
pheng va an ninh, Hei dong ba'u cir quo° gia. 

Sau khi dive bau, chi tich ntrac, Chit tich Quec,hei, Thi Mang Chinh phi, Chanh an 
Tea an nhan clan t6i cao phai tuyen the trung thanh voi TO quoc, Nhan dan va Hien phap; 

8. BO phieu tin nhiem Mi Yen ngtrai gift chirc Yu do Quac hOi  bait hoc phe chuan; 

, 	9. Quyet dinh thanh lap,  bai be b0, co quan ngang ho cia Chinh phi.; thanh lap,  giai 
the, nhap, chia, dieu chinh dia gieri hanh chinh tinh, thanh the nye thuOc trung uang, don vi 
hanh chinh - kinh tC dc bit; thanh lap, bai be co quan khk thee quy dinh cia Hien phap va 
luot; 

10. Bai be van ban dm chi tich nick, UST ban thuang vu Quoc hei, Chinh phi, Thu 
tuang Chinh phi, Tea an than clan tOi cao, Vin kiem sat nhan dan toi cao trai vai Hien phap, 
luat, nghl quyet cia Quoc hOi; 

11. Quyet dinh di xá; 

12. Quy dinh ham, cap trong luc luring vi trang nhan dan, ham, cAp ngoai giao va 
nhang ham, cap nha nu& khac; guy dinh huan chuong, huy chucmg va danh hieu vinh du nha 
mr6c; 

13. Quyet dinh van a chien tranh vã boa binh; quy dinh v tinh trang khan cap, cac 
bin phap dac biet khk bao dam quoc pheng và an ninh quoc gia; 

, 	14. Quyet dinh chinh sach co ban ye dOi ngoai; phe chuan, guy& dinh gia nhap hoac 
chain dirt hieu lye cia dieu uric quoc te lien quan den chien tranh, boa binh, chi quyen quoc 
gia, fix cach thanh vien cia COng flea xa hOi  chi nghia Viet,Nam tai cac to chic quoc te vi khu 
we quan trong;  dieu trey cut& te ye quyen con,ngueri, quyen va nghia Yu co ban cia ding clan 
va dieu trot quoc te khk trai vai luat, nghi quyet cia Qt.& hOi; 

15. Quyet dinh trung cAu dan. 

2. Chit tich ntrot 

2.1. VI tri phi", I ctia Chti tich away 

Vi tri pita]) ly dm Chit tich nuot quy dinh tai Dieu 86, Dieu 87 Hien phap 2013: 

Ditu 86 

Chn,tich nuerc la ngtreri ding dAu Nha mac, thay mat that COng hoa xa hOi  chi nghia 
Viet Nam ye del: nOi va doi ngoai. 
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Dieu 87 

Chit tich nu& do Quec hei bAu trong se dai bieu Quite hOi. 

Chit ttch nutc chiu trach nhiem va bao cao ding tac truerc Quec hOi. 

Nhiem k9 cña Chit ttch nuerc theo nhiem cita Quec hOi. Khi,  Quite het het nhiem ky, 
Chit tich ntrac tiep tuc lam nhiem vu cho den khi QuOc hei khod mai bau ra Chit tich mutt. 

2.2. Nhiem try, quyen hun cüa ChU tich ntrerc 

Nhiem vu, quyen han cita Cho tich nuOt quy dinh tai Dieu 88 Hien pita]) 2013: 

Dieu 88 

Chit tich nuet co nhang nhiem vii vã quy'en han sau day: 

1. Cong bet Hien phap, Mat, phap lenh; de nghi U9 ban thueng vv Qugc hOi xem xet lai 
phap lenh trong thai han muti ngay, kê tir ngay phap lenh duet thong qua, nen phap lenh de 
van dugc Uy ban thuong vii Quoc hOi  bieu quyet tan thanh ma. Chit tich nuot Van khong nhat 
tri thi Chit ttch nuerc trinh Quoc hOi quyet dinh tai 	hep gan nhat; 

2. De nghi Quem hei bath mien nhiem, bai nhiem PhO Chit tich mac, TIM tueng Chinh 
phn; can cir vao nghi quyet cita Quoc hOi,  bit nhiem, mien nhiem, each chirc PhO Thu tuang 
Chinh phit, BO twang va thanh vien khac cita Chinh phit; 

3. De nghi Quec hôi bau, mien nhiem, bai nhiem Chanh an ToA an nhan clan,  licSi cao, 
Vien throng Vin kiem sat nhan dan tOi cao; can Mr vao nght,quyet cita Quite hei, bô nhiem, 
mien nhiem, each chuc Tham Oast Tea an nhan clan tOi cao; bo nhiem, mien nhiem, each chin: 
Pho Chanh an TM an nhan clan tei cao, Tham phan cac TM an khac, PhO Vin trugng, Kiem 
sat vi'en Vien kiem sat nhan dan t'Oi cao; quyet dinh Mc xá; can cir \Tao nghi quyet cita Quoc 
het clang b8 quyet dinh  dai xá; 

4. Quyet dinh tang thuang huan chuang, huy chucmg, cac giai thuang nhaynxec, danh 
hieu vinh du nha mite; quyet dinh cho nhop quite ttch, thoi quoc ttch, tre lai quoc tich hoac 
tuarc quec tich Viet Nam; 

5. Timing linh Inc lugng vit trang nhan clan, gift chile Chit tich HOi Ming quec pheng va 
an ninh; quyet dinh phong, thang, giang, tithe quan ham cap tuErng, chuan do Mc, OM do doe, 
do Mc hai quan; be nhiem, mien nhiem, each chirc Tong tham mtru trueng, Chit nhiem Tong 
cue chinh tri Quan,d0i nhan clan Viet Nam; can cir vao nghi quyet cita Quoc hi hoc cita Uy 
ban thuang v11 Quoc hOi,  cong bo, bai be quyet dinh tuyen bO tinh trang chien tranh; can cir 
van nght quye't cim .U9 ban thuang Nip Quoc hOi, ra lenh tong Ong vien hoAc (long vien cite be, 
cong bet, bai be tinh trang khan cap; trong truang hqp Uy ban thuang vu Quoc hei khong the 
hop duce, cOng b8, bai be tinh gang khan cap trong ca ntrec hoac it tUng dia phucmg; 

6. Tip nhan dai sir Mc,  menh toan quyen cita nuot ngoai; can dr yap nghi guy& dm 
15y ban thuang v11 Quoc hOi,  bit ntkm, mien nhiem; quyet dinh cir, trieu hOl dai sir dAc m'enh 
toast quyen ,cim COng,hea xã hi chit nghia Viet Nam; phong ham, cap dai sir; quyet dinh darn 
phan, k9 dieu trot quoc te nhan danh Nha mute; trinh Quoc hi phe chuan, quyet dinh gia nhap 
hoac cham dirt hieu Itrc dieu trey quoc te quy,dinh tai khean 14 Dieu 70; quyet dinh .phe chuan, 
gia nhap hoac chain dirt hieu lure dieu tree quoc té khac nhan danh Nha ntrec. 

3. Chinh phü 

3.1. Vi tri phi!) 15, ella Chinh phti 

Theo Dieu 94, Hien phap nam 2013: 

Chinh phit ià ca quan hanh chinh .nha mrac cao nit& cita nuec COng boa xa hOi  chit 
nghra Viet Nam, thuc hien quyen hanh 'Map, la ca quan chap hanh cita Quoc hOi. 

Chinh phit ,chtu trach nhiem trtrac Quec hOi va bao cao cong tac truck Quite hOi, Thy 
ban thuong vu Quitc hei, Chit tich mac. 
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3.2. Nhit'm vçi, quyen h4n cim Chinh phii 

Nhiem vy, quyen han tin Chinh phi' duct quy dinh tai Dieu 96, Hien phap nAm 2013: 

1. TO chirc thi hanh Hien phap, luat, nghi quyet caa Quac hal, phap !Lb, nghi quy6t 
dm 1)y ban thveng vy Quoc hôi. lenh, quyet dinh eüa ChÜ tich nuot; 

2. De xuat, xay dtmg chinh sach trinh Quoc hai, fly ban thvemg vy Quoc h'Oi quyet dinh 
hoAc quyet dinh theo tham quyen de thvc him n nhiem \Ty, quyen han quy dinh tai Dieu nay; 
trinh cltr an luot, du an ngan sach nha nate va cat dv an khac truet Quoc hoi; trinh dtr an phap 
lenh truerc fly ban thuerng vy Quoc hi; 

3. ThOng nh& quan 1' ve kinh te, van hea, xã hi, giao dye, y te,,khoa hgc, ding nglie, 
m6i truemg, th6ng tin truyen thong, diai ngoai, cluck ph6ng, an ninh gape gia, trat at an ,toan 
xA hOi; thi hanh, lenh tong dOng vien hoAc Clang vien cue ba, lenh ban bo tinh trang khan cap va 
cdc bien phap can thiet khac de bao v TO quoc, bao darn tinh mpg, tai san càa Nhan dan; 

4. Trinh Qu'ac hi quyet dinh thanh Isp. bai be ba, co,  quan ngang b0; thanh lap, giai 
the, nhap, chia, dieu chinh dia giei hanh chinh tinh, thanh ph6 trvc ,thuac trung ucrng, don vi 
hanh chinh - kinh te dat biet; trinh uy ban thverng vy Queic hi quyet dinh thanh lop, giai the. 
nhAp, chia, diet' chinh dia giOi don vi hanh chinh duel tinh, thanh pho trvc thuOc trung ucrng; 

5. Thong nhat quan ly nen hanh chinh quoc gia; thyt hien quan ly ve can ba, tong 
chat, vien chat va cong vy trong cac co quan nha mite; to chirc tong tac thanh tra, kiem tra, 
giai quyet khieu nal, tO cao, pheng, thong quan lieu. tham nhung trong bi) may nha 'woe; lath 
dao tong tac cüa cac la'0, co quail ngang ba, co quan thuoc Chinh pha, 1)y ban nhan dan cac 
cap; huOng S. kiem tra Hai (long nhan clan trong viec thtrc hien vAn ban ciia co quan nha 
nuOc cap tren; tat) dieu kin de Hai clang than dan thvc hien nhiem vy, quy'en Ilan do 101 
dinh; 

6. Bao ve quy'en va Igi ich cua Nha nvec va xa hi, quy'en con ngueri, quy'en tong dan; 
bao dam trAt tv, an toan x5 hai; 

7. T6 chat darn phan, diau tree cp.& te nhan danh ,Nha ntrec theo ity quyen cüaChü 
tich nutc; quyet dinh vice kY, gia nhop, pho duyet holdc chfim dirt hieu Ivy di'eu wit quoc te 
nhan danh Chinh pha, trir diet] tree quoc te trinh Quoc hai phe chuan guy dinh tai khoan 14 
Dieu 70; bao ye Igi ich cüa Nha wet, Igi ich chinh dang elm to chat va cong clan Viet Nam Or 
ntrOc ngoai; 

, 8. Ph6i hop veri Oy ban trung tamg.Mt trAn TO qu'Oc Viet Nam va co quan trung trong 
dm to chat chinh tri - xA hOi trong viec thtrc hien nhiem vy, quyen han eüa minh. 

4. Ton an nhan din 

Diu 102, Hien pilaf) nam 2013 quy dinh vi tri phap 15+ dm Tea an nhan dan: 

1. Tea,  an nhAn dan la co quan xet xir elm nu& COng boa x5 hal chit nghia Viet Nam, 
thyt hien quyen tu phap. 

2. Tea an nhan clan gam Tea an nhan clan tot cao va cac T6a an khac do luat dinh. 

3. T6a an than dan có nhiem vg bao ve eking Iy, bao v quyen con ngueri, quyen cOng 
clan, bao v the da x5 hal chit nghTa, bao ye Igi ich caa Nha nutc, quyen va Igi ich hgp phap 
cila to chirc, ca nhan. 

5. WO kitn sat nhan din 

Dieu 107, Hien phap nAm 2013 quy dinh vi tri phap lyelm Vien kiem sat nhan dan: 

1. Vin kiem sat nhan dan thtrc hanh quy'en cong t6, kiem sat hoat dung tu phdp. 

2. Vien kiem sat nhan clan gam Vien kiem sat than dan t6i cao va cac Vien kiem sat 
khac do luat dinh. 
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3. Vien kiem sat nhan clan c6 nhiem yin  bac) v phap luat, bao v quyen,  con ngtrai, 
quyen ding clan, bao ve che do xã h'gi cha nghia, bao v Igi ich cUa Nha ntrac, quyen va lgi ich 
hop phap elm to chüc, ca nhan, gap phan bao dam phap lust dugc chap hanh nghiem chinh va 
thong nhat. 

6. HO ding nhan din 

Dieu 113, Hien phap nam 2013 quy dinh vi tri phap 19 cila HOi &mg nhan dan: 

Dieu 113 

1. HOi &Ong nhan dan la co quan quy'en lye nha mite a dia .phuceng, di din cho y chi, 
nguyen vong va quyen lam chit elm Nhan dan, do Nhan dan dia phuang bau ra, chiu trach 
nhi'em true:re Nhan clan dia phuang và ca quan nha nuac cap tren. 

2. HOi &Ong nhan dan quyet dinh the van de cila dia phuang do luat dinh; giant sat viec tuan 
theo Hien phap va phap lust el diaphuang va viec thkrc hien nght quyet eüa HOi &Ong nhan clan". 

7. Cy ban nhan dan 

Dieu 114, Hien phap nam 2013 quy dinh vt tit phap 19 dm fly ban nhan dan: 

Dieu 114 

1. U9 ban nhan dan 6 cap chilli( quyen dia plurang do 1-coi dOng nhan dan ming cap bau 
la co quan chap hanh cua HOi  (long nhan clan, ca quan hanh chinh nha mrac el dia phucmg, chiu 
trach nhiem trueec HO &mg nhan clan va ca quan hanh chinh nha rurac cap tren. 

2. Uy ban than dan ta chdc vie thi hanh Hien phap va phap lust a dia phuang; t6 eh& 
thkrc hien nghi quyet eUa HOi dOng nhan dan va dux hien cac nhiem vit do co quan nha mr6c 
cap tren giao". 

Chuyen de 3 

CAN BQ, CONG CHC.0 VA HO3T DQNG CONG VC 

I. CAN HQ, CONG CHITC 

1. Kith niem can bo, cling chat 

Theo Dieu 4, Li.* Can b0, cOng chirc ngdy 13 thang 11 nam 2008 (cc') hieu hrc thi hanh 
tir ngay 01 thang 01 nam 2010) thi: 

- Can bO la cong clan Viet Nam, dugc bat] dr, phe chuan, b nhiern gift chirc km, chile 
danh theo nhiem ky trong co quan cua Bang COng san Viet Nam, Nha mite, to' chile chinh tri - 
xa 110i a trung mug, a tinh, thanh pho trkrc thuoc trung uang (sau day goi chung la cap tinh), 
huyen, quan, thi xà, thanh phO thueic tinh (sau day ggi chung la cap huyen), trong hien che va 
huerng hang tir ngan sach nha ntrac. 

- Cong chirc la ding clan Viet Nam, dugc tuyen dung, bO nhiem vao ngach, chirc km, 
chic danh trong co quan elm Dang COng san Viet Nam, NM nuot, to chirc chinh tri - xa hOi 
trung trong, cap tinh, cap huyen; trong co quan, don vi, thuOc Quan dOi nhan dan ma kitting 
phai là si quan, quan nhan chuyen nghiep, ding 'than quoc phOng; trong co quan, don vi thugc 
Cong an nhan clan ma khong phai là si quan, ha si quan chuyen nghiep va trong be) may lath 
ciao, quart 19 cila dan vi skr nghiep cong lap dm Dang COng san Viet Nam, Nha wore, to chirc 
chinh tri - xa hOi (sau day ggi chung la don vi skr nghiep cong lap), trong bien che va hueeng 
lucmg -Ur ngan sach nha imam; doi vai ding eh& trong bO may lanh do, (wan 19 cUa don vi skr 
nghiep cong lap thi hang dugc bao dam tir quy hang elm don vi skr nghiep c6ng lap theo quy 
dinh elm phap luat. 

- Can b0 xa, phuOng, tit( tan (sau day ggi chung la cap xa) la cong dan Viet Nam, duce 
bau cli gift chirc vu theo nhiem ky trong Thuerng true HOi dong than dan, Uy ban than clan, Bi 
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thu, Ph6 BI thu Bang Uy, ngtrai climg dAu t6 chirc chinh tri - xà hei; cong chirc cap xa la cong 
dan Viet Nam &rat tuyen dgng gift met eWrc danh chuyen m6n, nghiep vg thuOc Uy ban nhan 
dan cap xA, trong hien che và huomg lucmg tic ngan saeh nha ntrac. 

- Theo Luat Can b0, cong chirc nam 2008, nhang nguoi lam viec trong the t8 chirc kinh 
tê tha nha nude khong phai la can be \Fa ding khong phai la cong chge. D6 la nhang nguai lam 
viec trong nhCrng thgc the hog deng riga tren nguyen tac Igi nhuan. 

Dei vOi nhOm lye lugng vu trang, ding an nhan dan, nhftng ngtrai la sy, quan, plan 
nhan chuyen nghiep, c8ng nhan quoc phong, h sy quan chuyen nghiep cling khong thuec vao 
pham vi cong chirc. 

2. Phan 'oat ding chat 

Theo quy clinh tai Dieu 34 ctia Lust can b0, &Ong chirc nam 2008 thi Gong chgc dirge 
phan loai nhu sau: 

a) Can cit vao nggch dugc WO nhiem, cong chat dirge phan thanh loai A, loai B. loai C 
va loai D, cg the nhu sau: 

- Log A Om nhimg ngueri dugc b nhiem vao nggch chuy'en vien cao cap hoc tucmg duang. 

- Logi B gèim nhang nguai dugc be, nhiem vao ngach chuyen vien chinh hoc tuong duang. 

- Logi C gm nhang ngtrai dirge 138 nhiem van noch chuyen vien hthe tucmg ducrng. 

- Logi D gèm nhang ngueri dirge b8 nhiem \Tao nggch can sg hose tucrng throng \fa 
nggch nhan vien. 

b) Can dr vao vi tri cong tac, ding chac dirge phan log nhu sau: 

- Cong chirc girt eh& vg lath ciao, quan ly. 

- Cong chile khong gat chge vg lath dao, quart ly. 

3. Cac nguyen tue quart 19 can b6, cling 

Diu 5 Luat Can 130, ding chirc quy dinh the nguyen the quan 19 can WO, ding chirc: 

- Bao dam sg lanh dao cica Dang Ceng san Viet Nam, sg quan 1Y tha Nha nuetc. 

- Kt hop gala tieu chuan chirc danh, vi tri vice lam va chi tieu bien che. 

Thgc hien nguyen the tap trung dan chi), che do trach nhiem cá than va phan cong, 
phan cap r8 rang. 

- Vic sir dung, daub gia, phan loai can b0, cong chile phai dva  tren phAm chat chinh 
tri, dao  due va nang hre thi hanh ding vg. 

- Thgc hien binh clang 

II. HOST BONG CONG VV 

1.1. MO d(ing cong vti 

Theo quy dinh tai  the Dieu 2 cila Lust can be, cong that nam 2008: 

Hoat dOng ding vg tha can be, cOng chirc la viec thgc hien nhiem vg, quyen han ctita can 
ho, ding chgc theo quy dinh cita Lust can Ix), ding chirc va eac quy dinh khde c6 lien quan. 

2. Cac nguyen lac trong thi hanh ding vy cua can W, &Ong chin 

Dieu 3 Luat Can be, ding chgc quy dinh cac nguyen the trong thi hanh ding vg elm can 
be, ding chirc 

Trong khi thi hanh ding vg, can be, cong eh& phai tuan din the nguyen tde sau: 

- Than thii Hien phap và phap lust. 
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- Bao ve lgi ich cUa Nha nugc, quyen, lgi ich hgp phap cüa t6 chat, tong dan. 

- Cong khai, minh bath, clang thAm quyen va CO sv kiem tra, giam sat. 

- Bao dam tinh Ii thring, thang that, lien tvc, thong suat va hieu qua. 

- Bao dam thir bac hanh chinh va sir phai hop chat che. 

111. NGHIA V141 C(JA CAN 130, CONG CHHC 

1. Nghia vy ciia can 4, cling chtic dii vói Ding, Nhit metre vi nhan din 

Nene vi dm can b'6, ding chit ChM Yeti Dang, Nha .nuare va nhan dan dugc guy dinh tai 
Dieu 8 Luat Can bo, ding elide: 

- Trung thanh Yeti Dang COng san Viet Nam, Nha nuerc ging boa ra hi chü nghTa Viet 
Nam; bao ye danh dv TO quirk va Igi ich cm& gia. 

- Ton trgng nhan clan, tan tvy phvc vv nhan clan. 

- Lien he chat che veri nhan dan, lAng nghe 9  kin va chiu sv giam sat dm nhan clan. 

- ChAp hanh nghiem chinh duemg I6i, chit trucrng,.chinh sach cUa Dang vã phap luat caa 
Nha nuet. 

2. Nghia vy clia can bo, Ong chat trong thi hanh cling vy 

Nghia vv caa can 60, cong chat trong thi hanh tong vv dirge quy dinh tai Dieu 9 Luat 
Can bo, ding chac: 

- Thvc hi'en dung, day chi :NM chiu trach nhiem ve ket qua thvc hien nhiem vv, quyen han 
dugc giao. 

- CO 9 that t6 chat k9 kcal; righiem chinh chAp hanh ngi quy, quy checüa co quan, to 
chat, don vi; bao cao ngugi c6 tham quyen khi phat hien hanh vi vi pham phap luat trong co 
quan, to chat, don vi; bao ye hi mat nha nuet. 

Chit (ging vá phoi hgp chat che trong thi hanh ding vv; giO gin doan ket trong Co 

quan, to chat, don vi. 

- Bao ve, quan 19 va sCr dung hieu qua, ti& kiem tai san nha nuerc dugc giao. 

- Chap hanh quyet dinhcila cap tren. Khi cO can cir cho rang quyet dinh do IA trai phap 
luat thi phai kip thai bao cao bang van ban vefi ngtrgi ra quyet dinh; trugng hgp ngtrai ra quyet 
dinh van quyet dinh viec thi hanh thi phai co van ban vá ngugi thi hanh phai chap hanh nhung 
khong chiu trach nhiem ye hair qua caa viec thi hanh, (long theri bao cao cap tren trirc tie!) dm 
ngugi ra quyet dinh. Ngueri ra quyet dinh phai chiu trach nhiem trugc phap luat ve quyet dinh 
cua minh. 

- Cac nghTa vv khac theo guy dinh caa flap luat. 

IV. QUYEN CHA CAN 130, CONG CHH.0 

1. Quyen cim can no, cling chin dtryt bit, dim cac dieu kin thi hAnh cling vy 

Quyen dm can NI', tong chit duet bao dam cac dieu kin thi hanh tong \iv duct quy 
dinh tai Dieu 11 Luat Can bg, cong chat: 

- Dugc giao quyen tucfng rang voi nhiem 

- Dugc bao dam trang thiet hi va cac dieu kin lam viec khac theo quy dinh cüa phap Mat. 

- Dugc cung cap thong tin lien quan den nhiem vii, quyen han dugc giao. 

- Dirge ciao tao, b6i clueing nang cao trinh dg chinh tri, chuyen m6n, nghiep vv. 

- Dirge phap luat bao vekhi thi hanh c6ng vv. 

2. Quyen cila can hi, cling chat ve tier) Immg va cac ched lien quan den tin kroug 
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Quyen dm can b0, cong chat ye tien iixong yà cac che di) lien quan den tien lacing 
duvc quy dinh tai Dieu 12 Luat Can 60, ding chile: 

- Dugc Nha mite bait dam tien luong,tuang ximg veri nhiem vii, quyen han dirge giao, 
pha hap yea dieu kin kinh te - xa 	dat nuoc. Can 1)0, ding chile lam viec & mien nia, 
bien gied, hãi dao, yang sau, vang xa, Yang clan tOc thieu so, yang cO dieu kin kinh te - xä hOi 
dc bit khO khan hoc trong coe nganh, nghe c6 moi truang dOc hai, nguy hiem dugc &rang 
phi cap 'sr& chinh sach au dai theo quy dinh cUa phap !nat. 

- Dugc twang tin lam them gia, tin lam dem, ding tac phi Ira cac dire di) kirk theo 
quy dinh eOa phap lust. 

3. Quytn cua can bo, ding thirty v nghi ngai 

Quyen caa can 1)0, ding chirc ve nghi ngai dirge quy dinh tai Dieu 13 knot Can b0, 
ding chirc: 

Can b0, cong chile dugc nghi hang nam, nghi l, nghi de gidi quyet viec rieng theo quy 
dinh caa phap luat ye lao clOng.,Truang hgp do yen cau nhiem vv, can be, cOng chile khOng sir 
dung hoc sir dung khong het so ngdy nghi hang nam thi ngodi tien lucmg can dugc thanh toan 
them met khoan tien bang tien Kiang cho nhang ngdy kitting nghi. 

4. Cac quytn khac ciia can 60, cong chat 

Cac quyen khac cila can b0, ding eh& dugc quy dinh tai Dieu 14 Lust Can be, ding chat: 

Can bi), ding chirc dirge bao dam quyen hgc tap, nghien cau khoa hoe, tham gia,eac 
hoat dOng kinh te, xã hei; &arc huang chinh sach in dai ye nha 6, phucmg tin di lai, che do 
bao hiem xà hei, bao hiem y te theo quy dinh cUa pita]) luat; neu bi thucmg hoac hy sinh trong 
khi thi hanh cong vv thi dugc xem xet hiking che dO, chinh sack nhtr thuang binh hoa'c dirge 
xem xet de' cOng nhan la liet si Ira Gee quyen khac theo quy dinh eüa phap luat. 

V. DAO Ott, VAN HOA UNG CIDA CAN BO, CONG CHilt 

Dao dire, van haa ang xir dm can be ding chirc dirge quy dinh tai Dieu 15,16,17 141: 
Can b0, ding chad 

"Dieu 15. Dao dot cua can 60, cling chat 

Can bo, deg chat phai thkrc hien can, kiem, hem, chinh, chi ding vo tu trong .hoat dng 
ding vv. 

Su 16. Van boa giao tip 0,  ding so.  

1. Trong giao tip cOng se, can be, ding chirc phai co thai de lich ski,  ton acing Sing 
nghiep; ngon ngit giao tie') phai chuan min e, 65 rang, mach lac. 

2. Can b0, ding chi:re phai lang nghe 9  kin cUa &mg nghiep; ding bang, vo tu, khach quan 
khi than xet, darn) gia; thvc hien dan chi) Ira doan ket nei 

3. Khi thi hanh cOng vv,  can b0, ding chirc phai mang phit hieu hoc the ding Chile; c6 
tac phong lich six; gia gin uy tin, danh dirt cho ea quan, to chile, don vi Ira dOng nghiep. 

Ditu 17. Van hea giao tip vei nhan dan 

1. Can b0, ding chile phai gan gui Arai nban clan; co tac phong, tiler dO lich sr, nghiem 
lchiem ton; ngon ngir giao tiep phai chuan mac, rO rang, mach lac. 

2. Cantle, ding chirc khong dirge hach dich, cira quyen, gay kite khan, phien ha cho 
nhan dan khi thi hanh ding yv". 

VI. KHEN THUONG, KV LUAT CAN BO, CONG CHEt 

1. Kinn thurfrng can b0, cong chtic 

Dieu 76 Luat Can b0, cOng Chile quy dinh: 
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Can b0, ding chat cc') thanh tich trong cong vu thi clugc khen thurang theo quy clinh cUa 
phap luat v thi dua khen thuong. 

Can b0, ding clulc duqc khen thuerng do cep thanh tich xuat sac hoc ding trang thi 
duqc nang luang troac thai han, du:gc im tien khi xem xet be nhiem chile vu cao han neu co 
quan, t6 chile, don vi cif) nhu cAu. 

lualt can bi), cling chat 

2.1. Cac hinh that ks,  141 dui vivi can 130 

Cac hinh thfre kY luat doi vai can be dugc quy dinh tai Dieu 78 Luat Can b0, cong 

a) Can bo vi pham guy dinh cida Lust nay va cac quy dinh khac cüa phap lust có lien 
quan thi tuy theo tinh chat, mac do vi pham phai chiu met trong nhang hinh fink lu'at sau day: 

- !Chien trach; 

- Canh cao; 

- Cach chile; 

- Bai nhiem. 

b) Vic cach chirc chi áp dung &Si vai can be duqc ph'e chuAn gill chile \RI theo nhiem ky. 

c) Can bi) pham tei bi TM an ket an va ban an, guy& dinh da cer bleu luc phap 14t thi 
throng nhien thoi gift chirc vu do bau cü, .phe chuan, b nhiem; at:Ong hop bi Tea an Oat In 
ma khong dugc huong an treo thi throng nhien hi thei viec. 

d) Vic ap dung cac hinh thac kY luat, thAm quyen, trinh Sr, dal Mc xit IY 	luat can be 
duqc limy hien theo quy dinh cOa phap Mat, dieu lé Ma Bang COng san Viet Nam, t6 chac 
chinh tri - x'a hiSi va van ban Ma co quan, t6 chirc co tham quyen. 

2.2. Cfic hinh that k5 Iu@ dói vol cong chive 

Cac hinh thac 	Mot den vori ding chirc dugc quy dinh tai Dieu 79 Luat Can b0, cong 

a) Cong chac vi .pham quy dinh cM Luat nay va cac quy dinh khac cUa phap luat co 
lien quan thi tuy theo tinh chat, mac de vi pham phai chiu met trong nhirmg hinh that ky luat 
sau day: 

- Khien trach; 

- Canh cao; 

- Ha bac luting; 

- Giang chile; 

- Cach chile; 

- BuOc that viec. 

b) Viec giang chüc, each chat chi áp dung dei voi cong chfic gift chac vu lAnh dao, 
quan 1Y. 

c) Ong chirc bi TM an ket an phat ta ma khong duge huemg an treo thi throng nhien bi 
buec thin viec k tü ngdy ban an, guy& dinh có hieu lye phap Mat; cong chac lanh dao, quan ly 
pham tOi bi Tea an ket an va ban an, quyet dinh da cc') hieu lye phap haat thi throng nhien thoi 
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gift elute vu do bó nhiem. 

4. Chinh ph0 .quy dinh viec áp dung cac hinh thirc k9 1ut, trinh tLr.  th8 We va tharn 

quyen iat 19 k9 luAt d6i yeti ding chit. 

3. Thal hien, thei ban xU 19 ky 104 can ho,  eeng cht 

Dieu 80 Luat Can b0, ding chirc quy dinh: 

a) Thai hieu xit 19 k9 luAt la than han do Lust nay quy dinh ma khi het then han de thi 
can bei, cong chirc ai hanh vi vi pham kh6ng bi xem xet xir ly 1(9 Hat. 

Thai hieu xirl9k9 Hot IA 24 than& ke tIr then diem co hanh vi vi pham. 

b) Thai ban xis 19 k9 lust del vai can b0, ding chile IA khoang Mai gian tci khi Oat hien 

hanh vi vi pham 	luat dm can be;  ding chirc den khi c6 quyet dinh xir19 k9 luAt ctia co quan, 

t6 chirc ai thAm quyen. 

Thai han xci ly 	.101 khong qua 02 thang; twang hop NT viec c6 nhang tinh ti fot phirc 

tap can co thai gian thanh tra, kiem tra de' xac minh lam re them thi thai han xi: 19 It9 luat CO 
the keo dai nhung toi da khOng qua 04 thang. 

c) Truing hop cá nhan da bi kheri tó, truy I6 hoac da c6 quyet dinh dim ra xet 'at theo 
thu tac tó twig hinh sg, Hung sau do co quyet dinh dinh chi dieu tra hoc dinh chi tip An ma 
hanh vi vi pham c6 dau hiu vi pham 1c9 luat thi bi ica 19 k9 luot; trong thai hail 03 ngay, ke Ur 
ngay ra quyet dinh dinh chi dieu tra, dinh chi vu an, ngueri ra guy& dinh phai gun guy& dinh và 
he sa vu vi'ec cho co quan, to chat, don vi co gram quyen xci 1914 luSt. 

Chuyen de 4 

Kt NANG SOAN THAO VAN BAN HANH CHiNH 

I. VAN BAN HANH C.HiNH 

I. Khai niem van ban 

Float deng giao tiep càa nhan loai dugc thoc hien chi) yeu bAng nein ngit. Phuang tin 
giao tiep nay &roc thgc hien ngay tic buoi dau cfia xa Hai loai ngtrai. Vâi sir ra dai dm chit 
viet, con nguoi da thuc Hen dugc nhalig khong gian each biet qua nhieu the K. Hog dong 
giao tiep bang ngen ngit luen Hon dirge thgc hi'en qua qua trinh phat và nhan cac ng8n ban. 

Hi'en nay co nit nhieu quan niem khac nhau v van ban: 

- Quan niem 1: "Van ban IA met loai tai lieu duce hinh thanh trong cac boat deng kit 
nhau cüa doi s6ng xa hOi"; 

- Quan niem 2: Quan ni'em cüa cac nha nen nen "Van ban la met chinh the ngon ngit, 
thtions bao g6m met tap hop cac cau va Co the co met dau de, c6 tinh nhat quan ve chi) de, iron 
yen ve nei dung, duce to chat theo mot ket cau ch5t cite"; 

- Quan Mem 3: Quan niemtheo nghia rOng cüa cac nha nghien ciru hanh chinh: "Van 
ban la phuong tin ghi tin va truyen dat thong tin bang met ngon nga hay mot k9 hie'u ngon 
ngft nhat dinh". 

2. Van ban quart 19 nha nut 

Theo quy dinh cua Nghi dinh sO 110/2004/ND-CP ngay 8/4/2004 dm C.hinh phu ye 
C8ng tac van thu, cac hinh thitc van ban hinh thanh trong boat deng CÜ CO quan, t6 chat bao 
gom: Van ban quy pliant phap lust, van ban hanh chinh va van ban chuyen nganh. 
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2.1. VAn ban quy phAm 014 luAt 

Theo Luat ban hanh van ban quy pham phap Mat 2015 s'a 80/2015/QH13 thi: Van ban 
quy ,pham phap luat la van ban có chira quy pham phap lust, dugc ban halt theo dUng tham 
quyen, hinh Mire, trinh Ur, tha We quy dinh cüa luat. 

He thong van ban quy pham phap luat dtryc quy djnh tai  Dieu 4 Lust ban hanh van ban 
quy pham phap luat nam 2015 bao gem: 

- Hien phap: 

- BO luat, luat (sau day gQi chung la Mat), nghj guy& cfla Quac 

- Phap l'enh, nghj guy& cña Uy ban thuang vu Qutic hOi; nghj quyet lien tich gifra fly 
ban thuerng \Tv Quoc hei vai Doan Chu tich Uy ban trung uang Mat tran To quoc Viet Nam. 

- Lenh, guy& djnh cUa Chu tich nuoc. 

- Nghj djnh cila Chinh phn; nghj guy& lien tich gicra Chinh phrt veri Doan Chu tjch tJ' y 
ban trung uang Mat 'Iran TO quiet Viet Nam. 

- Quyet djnh cua Thu tuang Chinh phU. 

- Nghj quyet cüa HOi &mg Tham phan Tea an nhan clan tai cao. 

- Thong tu cUa Chanh an FM S nhan dan t6i cao; thong ttr elm Vin truerng Vin kiem 
sat nhan dan toi cao; thong tu cila BA truang, Thu throng co quan ngang 	themg tu lien tich 
glen Chanh an T6a an nhan clan t6i cao vai Vin truerng Vin kiem sat than dan tôi cao; thong 
Ur lien tich giila B truemg, TIM twang co quan ngang be yen Chanh an Tea an nhan clan toi 
cao, Vien truang Vien kiem sat nhan dan ten cao; quyet clinh &la Tong Kiem toan nha wore. 

- Nghi guy& cita HOi d6ng nhan dan tinh, thanh ph6 true thuOc trung ming (sau day gpi 
chung la cap tinh). 

- Quyet djnh dm fly ban than clan cap tinh. 

- Van ban quy pham phap luat cna chinh quyen dia phucrng ô don yi hanh chinh - kinh 
te dac biet. 

- Nghj guy& cna HOi d6ng nhan dan huyen, quan, thj xa, thanh pho thuOc tinh, thanh 
phi) thuOc thanh phô true thuOc trung uang (sau day gpi chung la cap huyen). 

- Quyet djnh ern fly ban nhan dan cap huyen. 

- Nghj guy& elm HOi clang nhan clan xa, phuang, thi trn (sau day goi chung IA cap xa). 

- Quyet djnh cüa tiy ban nhan clan cap xd. 

2.2. VAn ban hanh chinh 

Van ban hanh chinh duce quy djnh tai Khoan 2 Dieu 1 Nghj djnh s6 09/2010/ND-CP 
ngay 08/02/2010 dm Chinh pint sira dai, be sung mOt so Dieu dm Nghi djnh s6 110/2004/ND-
CP ngdy 8/4/2004 ern Chinh phU ye cong Me van this. 

Van ban ,hanh chinh gom "Quyet djnh (ca bit), chi thi (ca biet), thong cao, thong bao, 
chuang trinh,,  ke hoach, phuong an, de an, bao cao, hien ban, ter trinh, hop dOng, clang ,van, 
cong dien, giay chimg nhan, giay 	nhiem:  giay mei, giay gieri thieu, giay nghi phep, giay di 
duang, giay bien nhan he' so, phieu gIrl, phial chuyen". 

2.2.1. Van ban hanh chinh thong thwang 

Van ban hanh chinh thong thuerng thing d chuyen dat thong tin trong hont dOng quan 
19 nha nuerc nhix &mg bo hoac thong bao ye mOt chn twang, quyet djnh hay nei dung va ket 
qua float dOng elm mOt co quan, to chile; ghi chop Ini cac 9  kien ya ket luan trong cac hi nghj; 
thong tin giao djch chinh thirc glib cac co quan, to cline yen nhau hoc giaa te, chirc và Gong 
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dan. Van ban hanh chinh dim ra eat guy& dinh quan 19, do dO, kh6ng clang d thay the cho van 
ban guy pham phap luat hoc van ban ca biet. 

Van ban hanh chinh thong thuting la loai van ban hinhthanh trong hoat Ong quan 19 
nha nu6c, &rot sir dung giài quyet nhimg cOng vice co tinh chat nhu huang dan, trao doi, don 
doe, nhk nher, thong bao... 

Cae loai van ban hanh chinh 

+ C6ng van 

+ Thong cao 

+ Thong bao 

+ Bdo cao 

+ T6 trinh 

+ Bien ban 

+ Du an, de an 

+ K hoach, chucrng trinh 

+ Dien van 

+ COng din 

+ Cac loai giay (giay meri;  giay di throng, giay ay nhiem, giay nghi 

+ Cat loai phieu (phieu girt, phiau bao, phieu trinh,...) 

2.2.2. Van Inin hank chinh cá bie't 

Van ban hanh chinh ca biet là nhang quy6t dinh quan 19 hanh chinh thanh van mang 
tinh áp dung phap luat do ca quan, tong chire nha nuerc co tham quyen ban hanh theo trinh 
thu ttic nhat dinh nhAm dim ra guy the xir sr rieng áp dung mOt Ian den voi mOt hose mOt nh6m 
dot tuong cu the, dirge chi it. 

Cat loai van ban hanh chinh ca. biet: 

+ Nghl quyet: là mOt trong nhung hinh that van ban do inept tdp the chid the ban hanh 
nham din ra quyet dinh quan 19 ca bit den yen cap clued. 

+ Nghl dinh guy dinh cu the ve ta chk, dia Oen hanh chinh thuOc thAm quyen eUa 
Chinh 

,+ Quyet dint) la mOt  trong nhitng hinh that van ban do cat chi' the ban hanh nham din 
ra quyet dinh quan 19 cá biet den veri cap (Wen. 

+ Chi thi: ,m0t trong nhimg hinh that van ban do cat chi) the ban hanh ce ,tinh &St du), 
nham dim ra quyet dinh quan 19 ca bit dôi von cap duti c6 quan h trite thuOc ye to chirc veri 
cha the ban hanh. Chi thi thuang clang de don doe nhac nhO cap duOi thuc hien nhang quyet 
(link chinh sach da ban hanh. 

+ Dieu le, guy che, quy dinh, nOi quy,... ce) tinh chat nOi bi). Day la loai van ban &roc 
ban hanh bang mOt van ban khac, trinh bay nhang van d'e co lien quan den cat quy dinh ve 
host dOng caa mOt co quan, to chat nhat dinh. 

2.3. Van ban chuyen mon - 

Day la cat van ban mang tinh dac tha thuOt thaw quyen ban hanh caa mOt s6 co quan 
nha nuOc nhat dinh theo guy dinh tin phop lust. Mang co van, to chat khac khi cO nhu can 
sir dung cac loai van ban nay phai tuan tha theo man guy dinh 	cat co quan nen tren, kitting 
thy tien thay doi nOi dung va hinh thirc caa nhang van ban da dirge mu heia. 
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Van ban chuyen mon dugc hinh thanh trong med sO MTh vcrc ea the dm quan l nha 
nuot nhu tai chinh, ngan hang, gido due... hoac la the van ban dugc hinh thanh trong cac co 
quan tu phap va bao ye phap luöt.  Cac loai van ban nay nham giap cho cac co quan chuyen 
mon that hien mOt so chac nang dugc u9 quyen, ,gaip thong nhat quail 19 hog dOng chuyen 
mon. Nhang ca quan khong dugc nha nuerc uS,  quyen khong dirge phep ban hanh van ban nay. 

Van ban Icy thug la cac van ban dirge hinh thanh trong mot se linh vac nhu kin trite, 
xay dung, khoa hoc cong nghe, dia chat, thu 9 van... D6 la cac ban ye dugc phe duyg, nghiem 
thu va din vao ap dung trong thuc te deli song xa hei. Cac van ban nay cO gia tri phap 19 de 
quail 19 the boat Ong chuyen mon, khoa hoc ky thug. 

H. Kt THUAT SOAN THAO VA BAN HANH VAN BAN HANH CHiNH 

1. Trinh fir Hen hanh soon thio van ban hanh chinh 

Theo quy dinh tai Dieu 6 Nghi dinh s6 110/2004/ND-CP .ngay 08/4/2004, viec soan 
thao van ban hanh chinh thuc hien theo trinh at sau: 

- Can cir tinh chat, nOi dung caa van ban can soan thao, ngtrai ding d'au co quan, t6 
chine giao cho don vi hoc cá nhan soan thao hoac chit tri soan thao. 

- Don vi hoac cá nhan c6 trach nhiem till:re hien the eong viec nhu: xac dinh hinh thirc, 
nOi dung va dO mat, dO khan dm van ban can soan than; thu thap, xir 19 thong tin c6 lien quan; 
soan than van ban; trinh duyet ban thao van ban kern theo tai lieu cO lien quan. 

Trong hi/Ong hop can thiet, d xug vOi nguoi clang du co quan, t6 chirc viec tham 
khao kien caa các ca quan, tO chirc hoac don vi, ca nhan cO lien quan; nghien cau tiep thu 
kien de hoan chinh ban thao trueic khi trinh duyet van ban. 

2. TI4 that van ban hanh chinh 

Khoan 1 Dieu 5 Nghi dinh sa 110/2004/ND-CP ngay 08/4/2004 caa Chinh phU v Cong 
tac Van thu dugc sfra dOi, bO sung tai Nghi dinh sO 09/2010/ND-CP ngay 08/2/2010 quy dinh ye 
the thirc van ban haft chinh nhu: sau: 

"The tit van ban quy pham phap lug và van ban hanh chinh bao gOm cac thanh phan sau: 

- Quac hieu; 

- Ten ea quan, ta chdc ban hanli van ban; 

- S'S k9 hieu caa van ban; 

- Dia danh va ngdy, thang, nam ban hanh van ban; 

- Ten loai và trich yeu noi dung cila van ban; 

- NOi dung van ban; 

- Chile vu, ho ten va chit k9 caa nguoi cO tham quyen; 

- Dau caa ca quan, to chat; 

- Nai nhan; 

- Du chi mac dO khan, mat (dal vi nhang van ban loai khan, mat). 

, 	Doi vai ding van, ngoai cac thanh phan dirge quy dinh tai diem a caa khoan nay, cO the 
be) sung dia chi ca quan, t6 chirc; dia chi thu din tin (E-mail); so then thoai,,  so Telex, so Fax; 
dia chi Trang thong tin din tin (Website) va bieu Wong (logo) caa ea quan, to chine. 

, 	Dal 	cong din, ban ghi nhar, ban cam ket,, ban thin thuant  gidy chimg nhan giay 
quyen, giay mini, giay gied thieu, giay nghi phep, giay di throng, giay bien nhan ho so, phieu 

phieu chuyen, thu cong khong bat buOc phai co tat ca the thanh,phan the thdc, tren va c6 
the b8 sung dia chi co quan, tO chat; dia chi thu din tin (E-mail); so din thoai, so Telex, so 
Fax; dia chi Trang thong tin din tin (Website) va bieu higng (logo) caa ea quan, to chine". 
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3. ICS,  thtlal trinh bay van ban hanh chinh 

Ky thuat trinh bay van ban hanh chinh la quy dinh va: kha giay, kiau.trinh bay, dinh 
trang van ban, vi tri trinh bay cac thanh phan the thire, phong chit, ca chi?, kieu 	va the chi 
ti8t trinh bay khac. 

Cac tieu chu'An v ky thuat trinh bay neu tren áp dting di veri van ban dugc sop thao 
tren may vi tinh va in ra giay, hoac van ban dirge lam tren giay rrau in sAn. 

thuat trinh bay van ban quy pham phap lust thtrc hien theo quy dinh tai Ngh1 dinh 
so 34/2016/ND-CP ngay 14/5/2016 cim Chinh phu quy dinh chi tiet met s6 dieu va bin phap 
thi hanh Lust ban hanh van ban quy pham phap luOt. 

Ky thuat trinh bay van ban hanh chinh thyc hian theo quy dinh tai Thong tu s6 
01/2011/TT-BNV ngay 19/01/2011 ctia BO Nei vv Huang clan the Mac va ky thuot trinh bay 
van ban hanh chinh va ha thong biau mAu van ban to tyng ban hanh kern theo cac Nghi quyet 
dm Hai 'Jong Tham phan Toa an nhan dan tôi cao huang dAn thi hanh the quy dinh cita 
BLTTDS. 

- VC phong chit: phong chit sir dyng trinh bay van ban tren may vi tinh la phong chit 
tieng Viat cUa b'0 ma ky ty 'Unicode theo tieu chuan Viat Nam TCVN 6909:2001. 

- Ve khe giAy, kiau trinh bay, dinh iE trang van ban va vi tri trinh bay: 

+ Khe giay: yan ban hanh chinh thong thuemg dimg khe giay A4 (210mm x 297 mm). 
Cac van ban nhu giay gieri thiau, giay bien nhan hôsa, phieu gui, phieu chuyen, dugc trinh bay 
tr'en khô giay AS (148 mm x 210 mm), hoc tren giay mu in san (khe A5). 

+ Kiau trinh bay: Van ban hanh chinh dirge trinh bay theo chiau dai tha trang giay A4. 

+ Dinh le' trang van ban ((lei ved MI6 giay A4): 

La tren: each map tren tir 20 —25 mm; 

La dueri: each mep duai tir 20 — 25 mm; 

La trai: each mop trai tir 30 — 35 mm; 

phai: each mep phai tir 15 —20 mm. 

+ Vi tri trinh bay: Vi tri trinh bay the thanh phan tha thirc van ban tren met trang giay 
kh6 A4 thyc hiên theo so de. 

4. The that va k5 thu4t trinh bay van ban hanh chinh 

4.1. Qutic his0 

4.1.1. Tisk' that 

Qu'ec hiau ghi tren van ban bao gam 2 ding chit: "CONG HOA XA HQI CHfl 
NGHIA V1CT NAM" va "Dc 14p - Ty do - 113nh phtic". 

4.1.2. 1f9 thuot trinh bay 

Quac hiau duge trinh bay tai 0 sa 1; chiam khoang 1/2 trang giay theo chieu ngang, 
phia tren, ben pita'. 

Deng this nhat: "CoNG HOA XA 1-101 CHU NGIT1A VItT NAM" duce trinh bay 
bAng cha in hoa, car cha tir 12 den 13, kieu cha ding, dam; 	• 

Deng this hai: "Dc Cap - Ty do - FIFth phtic" dirge trinh bay bang cha in thuang, ca 
cM tir 13 den 14 (neu deng this nhat ca chit 12, thi clang this hai ca chit 13; neu &mg this nhat 
ca chit.  13, thi ding this hai cei chit 14), kieu chit clang, dam; dugc dat canh gtira dueri deng this 
nhat; chit cai dau aim cac cum tir dugc viet hoa,.giira cac cym tir có gach noi, di each ail; OM 
dueri c6 dtremg ke ngang, net lien, c6 de dai bang de dai efla &mg chit (sir dyng lanh Draw, 
kheng ditng 'anti Underline), cu the: 
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CQNG HOA xA HQI CHU.  NOMA VIET NAM 
Dc rap - To do - Haub ph&  

Hai dOng cha tren duet trinh bay each nhau clang don. 

4.2. Ten co quan, t duly ban hanh van ban 

4.2.1. ThJ that 
Doi vOi cac BO, co quan ngang BO, CO quan thuec Chinh phil; Van phOng QuOc hOi; 

HOi ding clan tee,cac fly ban cila Quoc hei hoac HOi dong nhan dan va Dy ban than dan the 
cap; Doan Dai bieu Quoc hei tinh, thanh phO trirc thuec Trung ucing; Tap doan Kinh te nha 
nueic, Tong cong ty 91 khong ghi co quan chit quail. 

,Ten co van, tO elute ban hanh van ban ,bao gem ten dm cc( quan, t6 chirc chU quail trvc 
tiep (neu c6) (doi vi cac to chirc kinh te co the la cong ty me) va ten cilia co quan, to elute ban 
hanh van ban. 

a) Ten cita CO quan, to chirc ban hanh van ban phal dugc ghi day dia hoac dugc viet tat 
theo quy dinh tai van ban thanh,  lap, guy dinh chat nang nhiem vg, quyen han va CO cau tO 
chuc bo may, phe chair, cap giay phep boat deng hoe cong nhan tu each phap nhan ciaa co 
quan, to chirc CO tharn quyen, vi 

BQ GIAO THONG VAN TAI 	 TAP DOAN DIVN LV.0 VIVI' NAM 

HO BONG NHAN DAN 	 IJY BAN NHAN DAN 
TINH NGHt AN 	 TINH THAI NGUYEN 

b) Ten clia CO quan, to chile thU quan trvc tiep CO the vi'et tat nhang cvm tir thong dung 
nhu ty ban nhan clan (UBND), HOi  dang nhan dan (HDND), Viet Nam (VN), vi dv: 

.UBND TINH QUANG BiNH 	 VICN KHOA HQC Xrk HQI VN 
SO NQI VV 	 VIN DAN TQC HQC 

4.2.2. Kf thuift trinh bay 
Ten Cu quan, tO chat ban hanh van ban dugc trinh bay tai o se, 2; chiem khoang 1/2 

trang giay theo chieu ngang, & phia tren, ben trai. 

Ten CO quan, to chirc thu quan trvc tip dugc trinh bay bang chit in boa, cling cer chit 
nhu ea chit dm Quec hieu, kieu cha thing. Neu ten co quan, to chirc chill pan clai, CO the trinh 
bay thanh nhieu dOng. 

Ten co quan, to chirc ban hanh van ban trinh bay bang chit in boa, ding th chit nhu ca 
char cila Ott& hieu, kieu chit thing, dam, dugc dat canh Oita dueri, ten co quan, to chile chit 
quan; phia dyed CO &rang ké ngang, net lien, c6 	dai bang tir 1/3 den 1/2 de dal dia clang chit 
va dat can doi so \Teri dOng chit. Tnxerng WI, ten Co quan, to chirc ban hanh van ban dai co the 
trinh bay thanh nhieu clang, vi dv: 

BO NOT VI) 
CVC VAN THU.  VA  LEX TRE' NHA NVOC 

Cac dOng Chit tren dugc trinh bay each nhau dOng don. 

4.3. SO, ks,  hien clia van ban 

4.3.1. Thl that 
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a) SO cita van ban 

SA dm van ban la s thir tu clang 14 van ban tai van thu dm co quan, tA chat. SO caa 
van ban dugc ghi bang chit so A-rap, bat dan tit s6 01 vao ngdy dan Mm va ket thac vac) ngay 
31 thang 12 hang nam. 

b) Kyi hien cila van ban 

- 1(3"/ hien cila van ban co ten loai bao gAm chit viet tat ten loai van ban theo bang chit 
vtet tat ten loai van ban \id ban sao kern theo Thong tu nay (Phu lvc  1) An chit \net tat ten co 
quan, tO chirc hoac chile danh nha nuerc Op dung d6i vai chat danh Chit tich nuerc va Thu 
Mew Chinh pho) ban hanh van ban, vi du: 

Nghi quyet cila Chinh phit ban hanh dugc ghi nhu sau: 56: .../NQ-CP 

Chi thi cüa TIM Wong Chinh pha ban hanh dugc ghi nhu sau: Se: .../CT-TTg. 

Quyet dinh caa Thuong nut HOi dAng nhan clan ban hanh dugc ghi nhu sau: SA: 
.../QD-HDND 

Bao cao cfra cac ban cila HOi dAng nhan clan dirgc ghi nhu sau: S6 .../BC-HDND 

- KY/ hie'u cim cling van bao gAm chit viet tat ten co quan, teS chirc hoac chirc danh nha 
nu& ban hanh cong van va chit viet tat ten don vi (vu, phOng, ban, b0 phan) soan thao hoac 
chit tri soan than ding van do (neu c6), vi du: 

Cong van cüa Chinh phi' do Vp Hanh chinh Van phong Chinh phU soan thao: 56: 
.../CP-HC. 

Cong van dm BA NOi vp do Vu TO chirc Can b0 BO NOi vu soan 	SO: .../BNV- 
TCCB 

Cong van dm HOi  clang nhan clan tinh do Ban Kinh ta Ngan sach soan thaw 56: 
..../HDND-KTNS 

COng van cria Oy ban nhan dan tinh do t6 chuyen vien (hoac thu 14) theo dOi linh vim 
van h6a - xa hAi soap than: SO: .../UBND-VX 

Cong van cita SO NOi vg tinh do Van phong SO soan thao: 56: .../SNV-VP 

Throng hop cac HAi &mg, cac Ban ttr van cila co quan dtrot sir dung con dau dm co 
quande ban hanh van ban va HOi ding, Ban dugc ghi la "co quan" ban hanh van ban thi phai 
lay so cita HOi (long, Ban, vi di Quyet clinh so 01 cila HOi thing thi tuyen ding chile BO NOi 
dugc trinh bay nhu sau: 

BQ NQI VI] 
HO BONG THI TUYEN CONG 

Ses: 01/QD-FIDTTCC 

Viec ghi k hieu ding van do UBND cap huyen, cap xa. ban hanh bao gAm chit viet tat 
ten co quan, to chac ban hanh cong van NM chit viet tat ten linh vgc (cac linh vigc dugc quy 
dinh tai Mix 2, Muc,3, Chuong IV, Luat To chirc HOi thing nhan clan và Uy ban nhan dan nam 
2003) dugc giãi quyet trong cong van. 

,Chit viet tat ten co quan, tA chirc va cac don v trong mAi co quan, t8 eh& hoac l'inh 
vgc (doi vOl UBND cap huyen, cap xã) do co quan, to chirc quy dinh cy the, bao dam ngan 
on, d hieu. 

4.3.2. Iff thu (It trinlz bay 

S6,14 hieu cim van ban dugc trinh bay tai 0 sO 3, duct dat canh Oita clued ten co quan, 
to chirc ban hanh van ban. 

22 



Tie "S6" dime trinh bay bang chi in thueng, 147,  hieu bang chit in hoa, th chi 13, kieu 
chit ding; sau tir "SO" cO dau hai chain; yeti nhing sO nh6 han 10 phai ghi them so 0 phia 
truac; gifia so va k hieu van ban c6 dau gach cheo (/), glib cac nh6m chi viet tat ky hieu van 
ban c6 dau gach noi (-) khong cac.h chit, vi du: 

SO: 15/QD-HDND (Quyet dinh cüa Thuang tryc HOi deng nhan clan); 

S6: 19/HDND-KINS (Clang van cilia Thuang tnic HOi &mg nhan dan do Ban Kinh tfe 
ngan sach soan thao); 

Se: 23/BC-BNV (Bao cao cña BO Nei Am); 

86: 234/SYT-VP (Cong van ciia Si Y te do Van 'Meng soan thao). 

4.4. Dia danh vã ngay, thang, nam ban hanh van ban 

4.4.1. TIE/ their 

a) Dia danh ghi tren van ban la ten gui chinh thic dm don vi hanh chinh (ten rieng cita 
tinh, thanh ph6 tryc thuOc Trung uang; huyen, quan, thi xa', than]) pho thuOc tinh; xa, phiremg, 
thi tran) nal ,ca quan, to chic dong try Si; dal vii nhing don hanh chinh dugc dat ten theo 
ten nguii, bang chit so hoc su kin lich SCI thi phai ghi ten goi day chi cila don vi hanh chinh 
do, cy the nhu sau: 

- Dia danh ghi teen van ban dia cac ca quan, t6 chic Trung uang la ten cita tinh, thanh 
pho five thuOc Trung uang nai ca quan, to chic (long try se, vi 

Van ban dm BO Cong Thuang, ciia Cling ty Dien lye 1 thuOc Tap doan Dien lye Viet 
Nam (cO try sir tai thanh pile Ha NOB: Ha Ni, 

, 	Van ban dm Truing Cao dang Quan tri kinh doanh thuec BO Tai chinh (c6 tn) set tai thi 
tran Nhu Qu3mh, huyen M5I Van, tinh Hung Yen): Hung Yen, 

Van ban ciia Vin Hai throng hoc thuOc Viet) Khoa hoc va Cong nghe Viet Nam (c6 try 
se tai thanh phO Nha Trang, tinh Khanh Hoak Klitinh Boa, 

, 	Van ban cüa Cyc Thu& tinh Binh Duang thuOc Teng cyc Thus (cO try se tai thi xi Thil 
Dau MOt, tinh Binh Duang): Binh Dtrang, 

- Dia danh ghi ti-en van ban cCia cac co quan, t6 chic cap tinh: 

+ Dei vii caz thanh pM tryc thuOc Trung trang: la ten oh thanh phO ivy thuOc Trung 
uang, vi dy: 

, 	Van ban dm Cy ban nhan dan thanh ph6 Ha Nei va cUa cac se, ban, nganh thuOc thanh 
phi: Ha Nai, cüa Oy ban nhan dan thanh pho Ho Chi Minh va cüa cac se, ban, nganh thuOc 
thanh phi: Thanh pho Ha Chi Minh, 

+ D6i vii cac tinh la ten cOa tinh, vi dy: 

Van ban cua,Cy ban nhan dan tinh Hai Throng va cUa cac sir, ban, nganh thuOc tinh (c6 
try s& tai thanh phi) Hài Dining, tinh Hai Duang): Hai Dwang, cia 1Iy ban nhan dan tinh 
Quang Ninh va cita cac se, ban, nganh thuOc tinh (c6 try se tai thanh pile Ha Long, tinh Quang 
Ninh): Quang Ninh, cüa 11y ban nhan clan tinh Lam Deng và cia cac se, ban, nganh thuOc tinh 
(co try se tai thanh phO Da Lat, tinh Lam Deng): Lam Thing, 

, 	Truing hip dia danh ghi tren van ban dm ca quan thanh phi thuOc tinh ma ten thanh 
phi tiling yea ten tinh thi ghi them hai chi thanh phi% (TP.), vi dy: 

Van ban ciia Cy ban nhan dan thanh 06 Ha nib (tinh Ha Tinh) va cia cac phOng, ban 
thuOc thanh pho: TP. Ha .Tinh, 

- Dia danh ghi tren van ban cia cac ca quan, to chin: cap huyen la ten cila huyen, quan, 
thi xi, thanh ph6 thuOc tinh, vi du: 
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Van ban dm tly ban than clan huyen Seic Son (thanh 06 Ha Ni) va cita cac phOng, 
ban thuOc huy'en: Soc San, 

Van ban cita Hy ban nhan dan quan G6 VAp (thanh ph6 H6 Chi Minh), cfra the phOng, 
ban thuOc quan: Go Vap, 

Van ban ciia Thy ban nhan dan thi xa Ba Ria (tinh Ba Ria-Vang Tau) va cüa cac phOng, 
ban thuOc thi xã: Ba Ria, 

Dia danh ghi tren van ban ctia Hei ding nhan clan, Thy ban nhan dan va cüa cac ta 
chirc cap xa la ten cita xa, phtrong, thi tran do, vi du: 

Van ban caa Hy ban nhan dan xa Kim Lien (huyen Nam Dan, tinh Nghe An): Kim 
Lien, 

Van ban dm Hy ban nhan dan phtrerng Dien Bien Phil (quan Ba Dinh, TP. Ha Neki): 
Plusang Dien Bien Phn, 

- Dia danh ghi tren van ban cCia the co quan, t chirc và dun vi va trang nhan dan thuOc 
pliant vi quan cin BO Cong an, BO QuOc phOng dugc flax hien theo quy dinh caa phap luat 
va quy dinh cu the dm BO Gong an, BO Quoc phOng. 

b) Ngdy, thang, .nam ban hanh van ban 

Ngay, thang, nam ban hAnh van ban la ngay, thang, nam van ban dugc ban hanh. 

Ngdy, thang, nam ban hanh van ban phai dugc viet dey du; cac s6 chi ngay, thang,,nam 
dung chCr so A-rep; clOi ved nhitng so chi ngdy nhO han 10 va thang 1, 2 phai ghi them so 0 Er 
huge, Cu the: 

Thanh pha BO Chi Minh, ngay 05 !hang 02 neim 2009 

QuiIn I, ngay 10 thong 02 nom 2010 

4.4.2. icy thurft trinh bay 
, 	Dia danh va ngay, thang,,ndm ban hanh van ban dirge trinh bay tren,ciing mOt dOng veri 

so, ks, hieu van ban, tai 6 so 4, bang cha in tinting, c6 chit tir 13 den 14, ki'eu chit nghieng; cac 
chit cai dau cita dia danh phai viet boa; sau dia danh co dan phay; dia danh va ngay, thang, nam 
dugc dat canh gifra clued Quoc hieu. 

4.5. Ten loii va trich yeu nOi dung ctia van bin 

4.5.1. Th .J there 
Ten loai van ban la ten dm tirng loai van ban do co quan, t6 chirc ban hanh. Khi ban 

hanh van ban deu phai ghi ten loai, trir c6ng van. 

Trich yeu ngi dung dm van ban la mOt  cau ngan gpn hoc mOt cpm tir phan anh khai 
(pat nOi dung chil yeu dm van ban. 

4.5.2. Icy thuottrinh bay 
, 	Ten loai va Inch yeu nr)i dung oh cac loai van ban co ghi ten loai dugc trinh bay tai 6 

so 5a; ten loai van ban (nghi quyet, quyet dinh, ke hoach, bao cao, tä trinh và ck loai van ban 
khac) &rye dat canh giita bang chit in hoa, ca chit 14, Iciett,chil ding, dam; trich yeu Deli dung 
van ban dugc dat canh giCra, ngay dual ten loai van ban, bang cha in thuang, c6 chit 14, kieu 
chit dang, dam; ben duti trich yeu c6 dugng ké ngang, net lien, cei do dal bang tit.  1/3 den 1/2 
(10 dai cira. &pig chit va dat can doi so vgi dOng cM, vi du: 

QUYET DINH 
Ye viec dieu d(ing can 1:10 
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Trich yeu nOi dung cong van dugc trinh bay tai o se 5b, sau chit "V/v" bang chit in 
thuang, ce• chit tir 1,2 den 13, kieu cha clung; dirge dat canh giaa dyed sO va 	hien van ban, 
each clang 6pt \Teri so va 14 hieu van ban, vi dv: 

Se: 72NTLINN-NVDP 
V/v Ice hoach kiem tra ding the 

van thu, km tit nam 2009 

4.6. NO dung van ban 

4.6.1. Tha thfir 

a) NOi dung van ban la thanh phan chil yeti cilia van ban. 

NOi dung van ban phai bao dam nhang yeu eau ca ban sau: 

- PhU hop vOi hinh thirc van ban dugc sir cifing; 

- Phir hop voi duang lei, chili twang, chinh sach cilia Dang; phir hap vei quy dinh cña 
phap lust; 

- Dugc trinh bay ngan gon, re rang, chinh xac; 

- Sir dung ngon ngit viet, each din dat clan gian, d hi6u;  

- Ding tit ngit tieng Viet Nam ,  pile thong (khong clung tilt ngff dia phucrng va tilt ngit 
nuerc ngoai nth khOng thvc sv can thiet). Doi veri thuat nga chuyen men can xac dinh re nei 
dung thi phai dirge giai thich trong van ban; 

- CM dugc viet tat nhang tit, cvm tilt thong dung, nhang fir thuOc nem nga tieng Viet 
de hieu. Doi vii nhang, tir, cum fir &rye sir dung nhieu lan trong van ban thi ce the viet tat, 
nhurng cac chit viet tat Ian dau cia tilt, cum tilt phai dugc dift trong dau ngoac don ngay sau tilt, 
cvm fir do; 

- IChi vien dan lan dau van ban ce lien quan, phai ghi day du ten loai, se, ky hieu van 
ban, ngay, thang, nam ban hanh van ban, ten ea quan, to chic ban hanh van ban, trich yeu nei 
dung van ban (doi vii Mat va phap lenh chi ghi ten loai và ten coa Mat, phap lenh), vi 	"... 
dugc quy dinh tai Nghi dinh se 110/2004/ND-CP ngay 08 thang 4 nam 2004 coa Chinh phi ve 
cong Me van thu"; trong cac Ian vien clan tiep theo, chi ghi ten loai và sO, ky hieu dm van ban 
de; 

- Viet hoa trong van ban hanh chinh dirge thfrc hien theo Phv Mc VI - Quy dinh vie 
hoa trong van ban hanh chinh. 

b) Be eve eira van ban 

, 	Tay theo ,the loai va. nOi dung, van ban ce, the có phan can eir phap ly de ban hanh, phan 
mer day va ce the dugc be cue theo phan, chug-11g, mile, dieu, khoan, diem hoc ducyc phan chia 
thanh cac phan, infic tilt lern den 11116 theo met trinh tu nhat dinh, cv the: 

- Nghi guy& (ca bit): theo dieu, khoan, diem hoac theo khoan, diem; 

- Quyet dfnh (ca biet): theo dieu, khoan, diem; eac quy che (quy (lath) ban hanh kern 
theo quyet 	theo chmmg, mvc, dieu, khoan, diem; 

- Chi thi (ca bit): theo khoan, diem; 

- Cac hinh thnc van ban hanh chinh khac: theo phan, mve, khoan, diem hoac theo 
Ichoan, diem. 

D6i vii cac hinh thirc van ban dugc be eve theo phãn, chuong, mvc, dieu thi phan, 
chucmg, muc, dieu phai có tieu de. 

4.6.2. Icy thutsit trinh bay 

Nei dung van ban duge trinh bay tai 0 se 6. 
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# 	Phan nei dung (ban van) dugc trinh bay bang eh& in thuerng (dirge dan du ca hai le), 
kieu cha thing; cer' cha tir 13 den 14 (phan lei van trong met van ban phai dung ding m'et eä 
cha); khi xuong demg, cha dau d6ng phai phai# 16i vao ter 1 cm den I,27cm (1 default tab); 
khoang each giaa cac (loan van (paragraph) dat t6i thieu la 6pt; khoang each giaa cac thing hay 
each &mg (line spacing) chgn toi thieu tU each clang dem (single line spacing) hoe tEr 15pt 
(exactly line spacing) trey len; khoang each fel da giaa cac d6ng la 1,5 demg (1,5 lines). 

, 	Del vari # nhang van ban ea,  phAn can dr phap IS,  de ban hanh# thi sau 	can elf .phai 
xuong d6ng, cue' clang c6 dau "chain phay", rieng can dr cuoi ding ket thOc bang dau "phay". 

Trugng hgp ngi dung van ban dirge be cue theo phAn, chucmg, Inge, dieu, khoan, diem 
thi trinh bay nhu sau: 

- Phan, chucmg: Tcr "Phan", "Chuang" va se Oar tir cüa phan, chtrang dirge trinh bay 
tren met clang rieng, canh gala, bang eh& in thuemg, ce,chir ta 13 den 14, kieu cha &mg, dam. 
So Quit tircüa phan, chuang dUng eh& so La Ma. Tieu de (ten) dm phan, chtrcrng duct trinh bay 
ngay dual, canh giaa, bang cha in hoa, cer cha tir 13 den 14, kieu cha demg, dam; 

- Mpc: T& "Myc" va s tha tir eUa Inge dirge trinh bay tit met clang ri 'eng, canh giaa, 
bang chit in thutmg, ea eh a tir 13 den 14, kieu cha Climg, dom. SO thir ty cUa myc dUng cher so 
A,- rap. Tieu 	cUa mite dirge trinh bay ngay dueri, canh giaa, bang cha in hoa, ea eh& U) 12 
den 13, kieu cha derng, dam; 

- Dieu: Tit "Dieu", ,s6 tha ty va tieu de cUa dieu dirge trinh bay bang chil in thuong, 
each 1 'e till 1 default tab, so tiler tir cUa dieu dung cha so A-rop, sau sO tiler ty co dau cham; cer 
chit bang cer" cha eUa phan lai van (13-14), kieu cha derng, dam; 

- Khoan: Se thir ty cac khoan trong mi mite dung cha só A-rap, sau s6 thir tir co,clau 
chain, cer cha so bang cer chit cUa phan leri van (13-14), kieu eha demg; neu khoan c6 tieu dO. so 
thir ty va tiou de ceia khoan dirge trinh bay tren met dOng rieng, bang cha in thuang, cer chit 
bang cer chit cUa phAn leyi van (13-14), kieu chit dung; 

- Diem: Ther tu cac diem trong mei khoan dung cac chit cai tieng Viet theo thir ty abc, 
sau c6 &au Clang ngoae don, bang chit in thuong, ea chit bang cer chit eUa phan led van (13-14), 
kieu chit &mg. 

Truang hgp nei dung van ban dirge phan chia thanh cac phAn, myc, khoan, diem thi 
trinh bay nhu sau: 

- Phan (neu c6): lit "Phan" va se thir tir eüa phAn dirge trinh bay tren met clang rieng, 
canh giaa, bang chi: in thuerng, cry cha tit 13 den 14, kieu chit dimg, dam; so thir tu elm phAn 
clang chit so La Ma. Tieu de dm phAn dirge trinh bay ngay clued, canh giaa, bang chit in hoa, 
cä chit ta 13 den 14, kieu chit ding, dam; 

- Mpc: Se theft? cac myc clang chit se La Ma, sau c6 clau cham va dirge trinh bay each 
10 trai 1 default tab; tieu de eita !nye dirge trinh bay cling met hang veri se thir ty, bang chit in 
boa, cer chit lir 13 den 14, kieu chit demg, dam; 

- Khoan: Se dill tit cac khoan trong m& myc clang chit se A-rap, sau se thlr tu co‘clau 
chain, co' chit so bang cer chitelmphan leri van (13-14), kieu chit derng; neu khoan c6 tieu de, so 
thir ty va tieu de elm khoan dirge trinh bay teen met d6ng rieng, bang chit in thuerng, co chit 
bang dr' chit clia phan Itri van (13-14), kieu chit dirng, dam; 

7  Diem trinh #bay nhu twang hgp Wei dung van ban duot be eve theo phAn, chuang, 
myc, elieu, khoan, diem. 

4.7. Quyen hnn, chat vy, hn ten vit chit 4 ella ngtriri c6 thAm quytn 

4.7.1. The that 
a) Vie ghi quyen han  cUa ngueyi kS,  dirge thirc hien nhu sau: 
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- Twang hop 14 thay mat tap the thi that ghi chit viet tat "TM." (thay mat) vao truerc 
ten tap the lanh ciao hoac ten co quan, to chirc, vi du: 

TM. HQI BONG NHAN DAN 	TM. DOAN DAI BIEU QUOC 119I 

- Twang hop kyr thay nguai dung dau,  co quan, t6 citric thi phai ghi chit viet tat "KT." 
(14 thay) vào tau& chirc vu cria ngueri dirng dau, vi du: 

KT. CHU TICH 	 KT. BQ TRUQNG 
PHO CHU TICH 	 THU' TRUONG 

Truerng hop cap pho ducc giao php trach thi awe hien nhu cap phO 14 thay cap truerng; 

- Truang hop kyr thira lenh thi phai ghi chit viet tat "IL." (thira lenh) vao truerc chirc \RI 
eüa nguai ding Mau co quan, t6 chirc, vi di: 

TL. BQ TRUQNG 	 TL. CHU TICH 
VU TRUQNG VI) TO CHUC CAN BQ 	 CHANH VAN PHONG 

- Truang hop kyr thira fay quyen thi phai ghi chit viet tat "TUQ." (thira fay quyen) vao 
truerc chirc arca eüa ngugi dirng dau co quan, tO chue, vi dp: 

TUQ. GIAM DOC 
TRUING PHONG TO CHUC CAN BQ 

b) Chirc vu ctia ngueti 14 

Chtirc vi ghi tren van ban la chirc vu lanh ciao chinh thirc cüa ngtrai ky van ban trong co 
quan, to chat; chi ghi clutc vu nth BO truemg (BO trueng, Chia nhiem), Thir truerng, Chit tich, 
PM Chia tich, Giam doe, Phi) Giam Mk, Q. Giam doe (Quyen Giam doe) v.v..., khOng ghi 
nhang chirc vu ma Nha. nu& Bong quy dinh nhu: cap ph() thutng two,  cap the php trach, 
v.v...; khong ghi lai ten co quan, to chirc, trir cac van ban lien tich, van ban do hai hay nhieu 
co quan, to chirc ban hanh; vie 14 thira l'enh, 14 thira fly quyen do cac co quan, t6 chirc quy 
dinh cv the bang van ban. 

Chile danh ghi tren van ban do cac to chirc to van (khong thuOc co cAu t6 chirc cria co 
quan chive quy dinh tai quyet dinh thanh lap; quyet dinh quy dinh chirc nang, nhiem vu, co cau 
t8 chirc euia co quan) ban hanh la chin; danh lanh dao càa nguryi 14 van ban trong ban hoac hi 
&mg. Doi veri nhitng ban, hOi Ming khong dugc theta sit dung con dau elm co quan, to chat thi 
chi ghi chtic danh Cuia nguti ky van ban trong ban hoac hOi Ming, khong &rot ghi chirc vu 
trong co quan, to chile. 

Chirc \RI (Claire danh) cUa nguirri kY van ban do hei dOng hoac ban chi do cim Nha 
nuerc ban hanh ma lanh,dao BO Xay dung lam Truerng ban hoac PhO Truang ban, Chit tick 
hoac PhO Chia tich HOi d8ng dirge ghi nhu sau, vi du: 

TM. HQI BONG 
	

KT. TRUQNG BAN 
CHU TICH 
	

PHO TRUONG BAN 
(Chet kji, cau cica BO Xoy dvng) 

	
(Chit k , dciu nice B5 Xciy dyng) 

130 TRUQNG BQ XAY DUNG 	THU TRUQNG BQ XAY DUNG 
Nguyen Van A 	 Tr:an Van B 

Chirc vu (Claire danh) cUa ngtroi 14 van ban do hi dOng hoac ban dm BO Xay d(mg 
ban hanh ma Thu truang BO Xay Ming lam Chia tich Hei (long hoac Truong ban, lath dao cac 
Cyc, \Ty thuOc BO My dung lAm PhO Chia tich Hi clOng hoac Pho Truerng ban dirge ghi nhu 
sau, vi dp: 
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TM. H01 BONG 
CH11-  T1CH 

(Chit dint can Bi5 Xtiy thing) 

TH11 TRUONG 
Tran Van B 

KT. TRUONG BAN 
P110 TRUONG BAN 

(Chit V, dau ena Xcly thing) 

VA) TRUONG ATV TO CHUC CAN Bo 
Le Van C 

C) HQ ten bao gem hp, ten dem (nu co) va ten cila ngtrai ky van ban 

Dei van van ban hanh chinh, truoc h9 ten dm ngtrai kY, khong ghi hoc ham, hoc vi và 
cac clanh hieu danh du khae. Doi vol van ban giao dich; van ban dm cac th clurc sir nghiep gido 
chic, y te, khoa hec hoac lac lugng vu trang dugc ghi them hoc ham, hgc vi, quan ham. 

4.7.2. Icy thuot trinh bay 

Quyen han, chac vu cita nguoi ky dugc trinh bay tai e se 7a; chirc vI khac cña ngueri 
ky /lucre trinh bay tai '6 se 7b; ctic chit viet tat quyen han nhu: "TM.", "KT.", "TL.:, "TUQ." 
hoac quyen han va chtrc vu cria .nguOi k dupe trinh bay chit in hoa, c'a chit tir 13 den 14, kieu 
chit thing, dam. 

, HQ ten cilia ngueri ky van ban dugc trinh bay tai 0 se 71?; bang chit in thuang, c5 chit tit 
13 den 14, kieu chi" dung, dam, dirge dat canh gitra so vai quyen han, chat vu cüa ngtrai kY. 

Chit ky cUa nguoi c6 than) quyen dirge trinh bay tai ô se 7c. 

4.8. Dan elm quan, ta ebfre 

Viec den dAu tren van ban dugc thuc hien theo quy dinh tai Khoan 2 va Khoan 3 Dieu 
26 Nghi dinh se 110/2004/ND-CP ngay 08 thang 4 clam 2904 dm Chinh phit ye ding tac van 
thu va quy dinh can phap lua't c6 lien quan; viec dOng dau giap lai doi veri van ban, tai lieu 
chuyen nganh va pity luc kern theo dugc thuc hien theo quy dinh tai Khoan 4 Dieu 26 Nghi 
dinh se 110/2004/ND-CP. 

Dau dm co quan, th chirc dugc trinh bay tai O se 8; dau giap lai dirge tiong yao ,khoang 
giera mep pita) cila van ban hoac phi) luc van ban, trim len met phan cac ter giay; mei clau doing 
tOi da 05 trang van ban. 

4.9. Noti nhan 

4.9.1. Thi thirc 

Noi nhan xac dinh nhang,co quan, te chile, don vi va cá nhan nhan van ban vã cO trach 
nhiem nhu de xcm xet:  giai quyet; de thi hanh; de kiem tra, giam sat; de bao cao; de trao dei 
cling viec; de biet và de hru. 

Noi nhan phai dugc xac dint' cu the hong van ban. Can ca quy dinh cila phap luat; can ca 
chac n'a'rig, nhiem vit, quyen han cria co quan, te chile va quan he' ding tac; can cir yeu cau giai 
quyet cong viec,,  don vi hoac ca nhan sop did° hoac chn tri sop than c6 trach nhiem de xuat 
nhimg co quart, to chirc, don vi va cá nhan nhan van ban trinh nguiri ky van ban quyet dinh. 

vol van ban chi girt cho met sti dei arcing cu the thi phai ghi ten tang co Tian, th 
chine, ca nhan nhan van ban; dei vol van ban dugc giri cho met hoac met se nhOm 401 tagng 
nhat dinh thi nai nhan dugc ghi chung, vi du: 

- Cac BO, co quan ngang BO, co quan thithe Chinh phi); 

- fly ban nhan clan cac tinh, thanh phe true thuec Trung uong; 

Dei vol flitting van ban c6 ghi ten logi, noi nhan bao gem tin "Noi nhan" va phAn liet ke 
cac co quan, to chat, clan vi va cá nhan nhan van ban. 

Dei vol ding van hanh chinh, nai nhan bao gem hai phAn: 
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- PhAn thir nhAt bao gam íü "Kinh giri", sau do la ten cac ca quan, t6 chirc hoac don vi, 
cá nhan trirc tiep giai quyet cong vie; 

- Phan thir hai bao gam tit "Nal nhan", phia duen la tilt "Nhu tree, tip theo la ten cac 
co quan, to chirc, don vi và cà nhan c6 lien quan khac nhAn van ban. 

4.9.2. Icy thuat trinh bay 

Nai nhan dirgc trinh bay tai 0 s6 9a va 9b. 

Phan nai nhan tai o so' 9a dugc trinh bay nhu sau: 

- Ter "Kinh giri" yà ten cac ca quan, 16 chirc hoc ca nhan nhan van ban duce trinh bay 
bang chit in thuang, c0 chit tilt 13 den 14, kieu chit dimg; 

- Sau tilt "Kinh gild" c6 dAu hai chAm; nu cong van gni cho mat co quan, tei chirc hoac 
mat cá nhan thi tit "Kinh giri" va ten ca quan, to chirc hoac ca nh'an dugc trinh bay tren ding mat 
dOng; twang hop ding van giri cho hai co quan, t8 chive hoac cá nhan trey len thi xtiong clang; ten 
m'di co quan, to chirc, cá nhan hoac m61 nhOm co quan, to chirc, cá nhan dugc trinh bay tren mat 
dOng rieng, dau (long,  ea gach dau dOng, cuOi dOng CO dau cham phay, Lai clang cuei cimg ca 
dau cham; cac gach dau clang dugc trinh bay thang hang vad nhau clued dau hai cham. 

Phan noi nhon tai 0 s6 9b 	dung chung doi vai cong van hanh chinh va cac loai van 
ban kink) dugc trinh bay nhu sau: 

- Tilt "Nai nhan" dugc trinh bay tren mat dOng rieng,(ngang hang veri clang chit "guy& 
han, chac vii cilia nguai ky" va sat le trap, sau co dau hai cham, bang chit in thuang, ca cha 12, 
kieu cha nghieng, dam; 

- Phan lit ke CAC CO quan, to chile, don vi vA ca nhan nhAn van ban dugc trinh bay bang 
chit in thuemg, co' chit 11, kieu chit clang; ten m6'i co quan, to chirc, don vi va cá nhan hoac 
M6i Lem ea quan, to chile, don vi nhAn van,ban dugc trinh bay tren mat dOng ri8ng, dau dOng 
cO gach dau dens sat le trai, cu6i clang co dau cham ,phau; ri8ng dOng cuoi cling bao Om chit 
"Lim" sau c6 dau hai chain, tiep theo la chit viet tat "VT" (Van thu ca quan, to chirc), dau 
phay, chit viet tat ten don vi (hoac ble Olen) sop thdo van ban va so lugng ban lint (chi trong 
truang hop can thiet), Lai ding la dau cham. 

4.10. Cac thinh phAn khac 

4.10.1. Thar  thtiv 

a) Du chi mirc cla mat 

Vi8c xac dinh va dOng dAu da mat (Myra mat, tM met hoc met), dAu thu hoi &I& yin 
van ban có nai dung bi mat nha Laic dugc thuc hiL theo quy dinh tai Dieu 5, 6, 7, 8 dm MIL 
18nh Bao v8 bi mat nha nuerc nam 2000. 

b) DL chi mac dr) khan 

Tity theo mac cli5 cAi &roc chu7C'n phat,  nhanh, van ban dugc xac dinh do khAn theo 
bOn mac sau: khan, thugng khan, h6a t6c, heia toe hen gier; khi soan thao van ban có tinh chat 
khan, don vi hoac ca nhan son thao van ban d'e xuat mire do khan trinh ngueri ky van ban 
quyet dinh. 

c) DOi v6i nhang van ban c6 pham vi, tt6i tuong dtroc ph O bin, sir citing hen  the, sir 
dung cac chi dan v8 pham vi hru hLh nhu "TRA LAI SAU KHI HOP (HOT NGH1)", "XEM 
XONG IRA LAI", "La HAND Nol BO". 

d) Doi ved ding van, ngodi coo thanh phan dirge quy dinh co the 136 sung dia chi ca 
quan, to chirc; dia chi thu diL tit (E-Mail); sO di8n thoai, so Telex, so Fax; dia chi trang thong 
tin di8M tilt (Website). 

d) Dai Arai nhang van ,ban can dugc quail lY chat che v só lugng ban phat hanh phai ce 
hiL nguai danh may va so lugng ban phat hanh. 
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e) Tutting hgp van ban co ph lye kern theo thi trong van ban .phai c6 chi clan v phy 
lye do. Phy lye van ban phai c6 tieu de; van ban c6 tir hai phy lye tret len thi cac phy lye phai 
dirge dart so thir tg bang chit so La Ma. 

g) Van ban cc') hai trang tre len thi phai danb s6 trang bang chit se A-rap. 

4.10.2. Kfr thutit trinh bay 

a) DL chi mire dO mat 

Con GIL eac de mat (TUYET MAT, TOT MAT hoac MAT) va du thu hi dugc khac 
san theo quy dinh tai Mac 2 Thong tu so 12/2002/TT-BCA ngay 13 thang 9 nam 2002 huOng 
dan thgc hien Nghi dinh se 33/2002/ND-CP cUa Chinh phU quy dinh chi tiet thi hanh Phan lenh 
Bao v bi m'at nha nu& nam 2000. Dau de mat dirge dOng vao 0 sO 10a, dau thu hei dirge dOng 
vao ô so 11. 

b) Dau chi mire de khan 

Con dau cac de khan &lye khac san hinh chit nhat co kich thueic 30mm x 8mm, 40mm 
x 8mm va 20mm x 8mm, tren do cac tir "KHAN", "THUONG KHAN", "HOA TOC" va 
"HOA TOC HEN GTO" trinh bay bang chit in hoa, phOng chit Times New Roman ce chit tir 13 
den 14, kieu chit dfmg, dam va dat can doi trong khung hinh chit nhat vien den. Dan dO khan 
dirge dong vao 6 so 10b. Mgc de dOng dau dO khan thing mau de ttrai. 

c) Cac chi dan v pham vi km hanh 

Cac chi clan ve pham vi Itru hanh trinh bay tai ô se 11; cac cym tir "TRA LAI SAU KHI 
HOP (HOT 	"XEM XONG TRA LAI", "Lull HANH NOI BO" trinh bay can d6i 
trong met khung hinh chit nhat vin don, bang chit in hoa, phong chit Times New Roman, cit 
chit 13 den 14, kieu chit ding, dam. 

d) Dia chi co quan, th chfrc; dia chi thu din tir (E-Mail); se din thoai, se Telex, s6 
Fax; dia chi Trang thong tin din tir (Website). 

Cac thanh phan nay dirge trinh bay tai 0 s6 14 trang thir nhat cUa van ban, ba'ng chit in 
thuang, co chit tit 11 den 12, kieu chit ding, clued met duiOng ke net lien keo dai het chieu 
ngang efia vfing trinh bay van ban. 

d) K hieu nguiti &lib may va se luting ban .phat hanh 

Dirge trinh bay tai 6 so' 13; 14 hieu bang chit in hoa, se lugng ban bang chit se A-rap, 
cOt chit 11, kieu chit 

e) Phy lye van ban 

Phy lye van ban dirge trinh bay tren cae trang rieng; tit "Phy lye" NT& se thfr tg cila Ow 
lye dugc trinh bay thanh met dOng rieng, canh gifra,,  bang chit in thuang, ea chit 14, kieu chit 
thing, dam; ten phy lye duge trinh bay canh gifra, bang chit in hoa, ca chit tir 13 den 14, kieu 
chit dfmg, dam. 

g) Si trang van ban 

S6 trang dirge trinh bay tai gee phaip cuei trang giay (phan footer) bang chit se A-rap, 
CO chit 13-14, kieu chit dfmg, khong &rib so trang thir nhat. SO trang cUa phy lye &lye daub so 
rieng theo timg phy lyc (kom theo). 

IV. QUY TRiNH XAY DUNG VA BAN HANH VAN BAN 

1. Khali hilern 

Quy trinh xay dtmg vã ban hanh van ban la cac buoy ma co quan quart 15/ nha nueic c6 
tham quyen nhat thiet phat tien hanh trong ding tác xay ching va ban hanh van ban theo dung 
chfrc Mang, nhiem vy, quyen han va pham vi boat deng elm minh. 
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2. Quy trinh chung cita viec xiy dlyng va ban hanh van bin 

Tuy theo tinh chat, nOi dung va hieu lac phap lY cüa timg loai van ban, mOt s6 quy trinh 
soan thao va ban hanh c6 the dirge quy dinh bang nhang quy pham phap Mat ma c6 the xay 
dung mot trinh tu ban halal Wong ang. Tuy nhien, viec xac dinh mOt trinh to chuan la het sac 
; 	, • 	• 

can thiet nham trAt tv hod ding tac nay. 

2.1. Sing kien van bin 

De xuat va lap chuong trinh thy dtmg dv thao van ban. 

2.2. Soar' that) van ban: 

2.2.1. Quyet dinh at quan don 'I, S nhen chit tri so9n thcio, lap Ban sow: dui° 

2.2.2. Ban so9n 	to char ngltien cfru bien soon dy- 

* Tong ket danh giã cac van ban c6 lien quan, thu thAp tai lieu, thong tin, nghien ciru ra 
soat cac van kien chit'  do ctla Wang, cac van ban phap luat hien hanh, khao sat dieu tra xa hoi, 
tham kharo kinh nghiem ntroc ngoai 

nghia: Ting ket, danh gia cac van ban c6 lien quan, thu thap tai lieu nham tip thu, Ire 
thira nhang MO dung van con hieu lvc cita cac van ban tru6c do. mat khac nham tranh tinh 
trang chong cheo ye MO dung hoac xung dOt giaa van ban sap,  ban hanh voi ,cac van ban c6 lien 
quan. Nghien dm, ra soat cac van kien cña Dang nham cv the h6a duong loi, chinh sach va str 
lanh dao cira Wang vao cac van ban phap Mat, dim sir 'drib dao cria Dang vao cuOc song. Viec 
clieu tra, khao sat xa 110i, tham khao kinh nghiem nu& ngoai nham co thông tin phan tich, dim 
ra nhang quy'et clinh phit hop vai thvc te. DOi voi nhfing tinh vvc mai, can tham khdo kinh 
nghiem cita cac nu& di truac, áp dung cO nghien dm, clout icc phii hop yeti tinh hinh cv the. 

* Chtm Iva phucmg phap hgp 11, xac dinh mvc dich, y'eu au a co co sa Iva ch9n the 
iliac van ban, ngon nga din Jar van phong trinh bay va thin diem ban hanh 

* Viet dtx thao Ian thir nhat: 

+ Phaz thao froi dung ban dAu; 

+ Soan d cueing chi tik; 

+ Tham Ichao kien cüa thit truemg, the chuyen gia; 

+ T chirc thao luan nOi dung phac thao; 

+ Chinh 11 phac thao. 

Do thao phai dam bao tinh flux dich, tinh khoa hoc, tinh kha thi, tinh bat buOc thtm 
hien va tinh dai chring. 

nghia: Buoy dv thao van ba'n, lAy kien, t6 chac thao luan nOi dung phac thao c6 
nghia quan acing nham bulk dau xay dung nOi dung van ban, dam bao nOi dung van ban c6 
chat 'wog, chieu 

* Bien tap va io dilly clanh may at, thao 

* La.)! kiern tham gia xay dyng dn. thin), chit hong kien cria cac co quan, tO chac, ca. 
nhan (cac nha khoa hoc chuyen nganh) c6 lien quan den lath vtrc van ban dieu chinh. 

f nghta: btrem lAy kien tham gia xay dung dv thao het sac quan tr9ng trong qua trinh 
xay dtmg lid ban hanh the van ban phap luat, nham tranh thn chuyen mon, kinh nghiem cria cac 
chuyen gia ern cac nganh khac, dam bao van ban c6 tinh khoa hoc, tinh thong that, tinh kha 
thi, tranh six chông cheo, xung dOt giira the van ban pita() h. 

* Tham clinh da thao 
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Buoy than) dinh du thao dugc ap dung tity theo tinh chat va nOi dung cila du thao van 
ban do ca quan chit tri so an than xac dinh viec tham dinh. Truerng hgp tham dinh, ho so tham 
dinh gôm cac giay tä sau: 

+ Ging van yeu cu than' dinh; 

+ To trinh du than; 

+ Ban du thao; 

+ Ban tang hap kin tham gia; 

+ Cac van ban co lien quan khac (nett co). 

2.3. Xem xet, thong qua 

2.3.1. Co quan, clan 4  sopn Mao trinh ha so' ha so trinh duy'et thy Milo len cap tren dJ 
xem „vet va thong qua. 

HO so trinh duyet bao gam: 

- TO trinh du than van ban; 

-Ban chr thao; 

- Van ban tham dinh (nett co); 

- Ban top hop kin tham gia; 

- Cac van ban, giay ter lien quan khac 

2.3.2. Thong qua va ki ban hanh van Min they citing tham quyen va thu tyc la& dinh 

2.3.3.Trong trirong hpp khong duvc thong qua (hi co quan sogn thcio phiii chinh Ii 
vâ trinh lgi dir thao yen bcin trong thoi gian nhat dinh 

2.4. Cling be; van ban 

Van ban khang thuOc danh mpc bi mOt nha nuerc thy theo tinh chat \fa nOi dung phai 
dugc ding ho, niem yet va dim tin tren cac phuang tin tilting tin di chimg theo luat dinh. 

2.5. Giii vl hru tar van ban 

Tat ca van ban den va van ban di deu dirge giri và km tra theo luat dinh. Van ban ban 
hanh phat &roc phan looi, tau frit mOt cach khoa hoc va cap nhat kip thai. 

Chuyen fit 4 

KE HOACH CAI CAC HANH CHINH NHA NU6C NAM 2019 
CtJA THANH PHO HA NOI 

I. MUC DiCH, YEU CAU 

1. Myc dich 

- Tie)) tpc trien khai toan dien, dOng bO, 00 hieu qua Chucmg trinh tang the cai each hanh 
chinh giai don 2016 - 2020 cna Chinh phir, Chuong trinh se; 08-CTr/TU elm Thanh Uy Ha Ni va 
Kê hoach cai each hanh chinh (CCFIC) nam 2019 dm Thanh phO, phan dau 00 nhieu chi tieu hoan 
thanh sem va ye dich nu& thai han. Trong do chü trang cai each, nang cao chat lugng cung cap 
dich vu cong, cai thin moi tnrang dau Ur, kinh doanh, khuyen khich khai nghiep dOi mai sang 
tan, g6p phan cai thien Chi sO Nang km canh tranh cap tinh (PCI) , Chi so Hieu qua quan tri va 
hanh chinh cong cap tinh (PAPI). Duy tri Chi so cai each haph chinh (PAR INDEX) cita Thanh 
pho nam 2019 thuOc nh6m cac dia phuang clan dau ca nuac. 
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- Tao my chuyen Men manh me hcm nir'a trong t6 chuc Ara hog dOng cac co quan hanh 
chinh nha nuat, gap .phan trien khai hieu qua cha de ding the Warn 2019 cua Thanh pho. 

- Tip arc dOi meri t chirc b0 may theo tinh than Nghi guy& TW6 khria XII, gall yeri tinh 
gian Men che \la cal each tien lucmg, timg Mr& huang teri xay clung,thanh pho thong minh, chinh 
quyen d8 thi (man tri hien dai, hieu 	hieu qua va 110i nhap queic te. 

2. Yeu eau 

- Cong ,tac CCHC dugc xac dinh la nhiem vu tong tam, Urdu dot pha trong ding Mc lanh 
ciao, chi dao, dieu halt va quan 19 caa cac cap, ck nganh. 

- Cac chi,  tieu, nhiem vi trong Ke hoach CCHC nam 2019 dugc gait k6t yed ck chi tieu, 
nhiem vv  phat trien kinh te - xã Mei ctia 'Math phi) nana 2019. 

- Nei dung Ke hoach CCHC narn 2019 tiep tac ga'n veri vice thuc hien Nghi quy'et Dii hei 
XII caa Rang; Nghi quyet so 18-NQ/TW ngay 25/10/2017 ye "MOt so van de ye tiep Mc doi meri, 
sap x6p to chirc be may caa he thong chinh tri tinh gan, float Ong hieu lue, hieu qua"; NghI 9uyet s6 
19-NQ/TW ngay 25/10/2017 ye "Tiep tçic MI mai he thong to chirc va quan 19, nang cao chat lugng 
va hieu qua hoat dOng cua cac don vi su nghiep clang lop"; Ket luan s6 22-KL/TW ngay 07/11/2017 
dm BO Chinh tr ye so' ket 5 narn that hien Nghi quyet so 11-NQ/TW elm BO Chinh tri ye 
phuerng hu&ng, nhiem Nip phat trien TIM d8 Ha Nei giai clop 2011-2020; cac Nghi quyet, 
Chuang trinh, Chi thi, Ket luan ctia Thanh ay Ha Noi va tinh hinh thgc tign cüa Thu do. 

II. CAC CHi TIEU CHH YEU 

- 100% cac SO, co quan Wang throng SO, UBND quan, huyen, thi xã xay clang Ice hoach 
ca the va to chirc Mut hien day dO, toan din cae nei dung cita Ke hoach CCHC nam 2019 dm 
Thanh phO. 

- 100% nguai climg dau co quan, don vi tip tyc tnyc tip plut trach, chi ciao, t6 chirc trien 
khai that hien CCHC va chit' trach nhiem toan dien ye ket qua ding toe CCHC 0 co quan, don yi 
do minh quart 19. 

- TM thieu 30% co quan, don vi dugc kiem tra CCHC trong narn 2019. 100% cac co 
quan, don vi xay dung Ke hoach ya Owe hien hem tra c'eng tac CCHC veri the phOng, ban, don 
vi true thu0c. 

- Phan clan 100% cac co quan, don vi cc) sang kin CCHC. 

- 100% UBND cac quart, huyen, thi xã trien khai chArn diem, xac dinh CM st) CCHC &Si 
yeti UBND cap xa tray thu0c. 

- TM thieu 95% so' ha so lien quan den thU tuc hanh chinh (TTHC) dugc giai quyet clang 
han va trate han. 

- 100% co quan, don vi b tri ding chirc, vien chat theo dang yi tri viec lam duct phe 
duyet. 

- 80% TTHC aux hi'en dich vu ding trrc tuyen (DVCTT) mire dr, 3, 4 (tinh tren tang só 
cac TTHC ducyc &fib gia la phi.' hop flux hien DVCTT mire do 3, 4 theo huerng dan ti Dieu 28 
cOa Thong tu sO 02/2017/TT-VPCP ngay 31/10/2017 dm Van phOng Chinh pha. 

- Phan Mu t6i thieu 80% TTHC cO guy dinh cung cap true tuyen mire dO 3,4 cO phat sinh 
hi) so cung cap tnyc tuyen mire do 3,4. 

- Trong sá ck TTHC c6 phat sinh ha so truc,tuyen mire dO 3, tYl h6 so dugc xir IY tnyc 
tuyen mire c10 3 tren tong so ho so dugc dugc xir11 chiem toi thieu 40%. 

- Trong the TTHC c6 phat sinh ha so tnyc,tuyen mire dO 4, ty le 1M so dugc ;dr ly true 
tuyen mac dO 4 tren tong s6 he so dugc duct xir lY chiem toi thieu 30%. 

- Phan din tM thieu 70% sO TTHC cO guy dinh tip nhan ha so, tra le& qua qua dich vu 
buu chinh ding ich cO phat sinh ho so qua dich vu buu chinh ding ich. Trong do, phan dau sO 
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luring ho so tiep nhan qua dich v btru chinh ding ich tren tong se ho so flap nhan chiem toi 
thieu 10%, so he so tra kat qua qua dich yin  buu cninh cong ich trong tong so ho so clugc tra ket 
qua chiem tôi thieu 15%. 

- 100% the TTHC thuec pham vi, tham quyen giai guy& cila co quan, don vi duet time 
hien thong qua co che met crra, co che met oda lien thong; duet ding khai, minh bach theo 
quy dinh. 

- 100% the ea quan, don vi thvc hian hei nghi d6i thoai veri ngurn dan ve cac van de c(5 
lien quan tad giai quyet TTHC thuec tham quyen ctia co quan, don vi it nhat 2 lan/nam. 

- 100% cong ch(rc duet ciao tap, bei Meng ye chuyen mon, nghiap vv va ky nang cong 
vv. Tap trung vao dei tugng la Truerng, pito the ph6ng, ban Ulu& Ser, nganh, UBND the wan, 
huyan, thi xa; Chit tich, PhO Chit tich UBND cap xA va chuyan vien tnic tiep thy 19 giai quyet the 
thit tvc hart chinh. 

- 100% cac don vi sty nghiap cong lap dugc giao fir dna tai chinh fruit hien dung ke 
hoach cita UBND Thanh ph6. 

-,Giam co cAu chi thugng xuyen, tao co se da dan nam 2020, co cAu chi thuang xuyen 
giam xu6ng eon 50% - 52% tong chi ngan sach dia phuong. 

- 50% don vi cap xä co trang thong tin din tit thanh phan tren Ceng thong tin din fir 
cria don vi cap huyen chit quan. 

- 100% he so giai guy& TTHC chnic cap nhat, theo (lei tinh hinh thlic hien thOng qua 
116 thong thong tin met dm din tic Thanh phO. 

- 100% van ban giao dich gifra the co quan hanh chinh nha nu& cita Thanh ph6 clued 
clang din tic (trir cac van ban kitting dirge chuyen qua mang theo quy clinh). 

- 100% the co quan hanh chinh tir ,Thanh pito dan co ser thvc hian quan 19 chat luring 
theo tieu chuan ISO 9001:2008, chuyen den dan sang fiat' chuan ISO 9001:2015; lien teri ring 
dung ding nghe thong tin (CNTT) ket hop veri ha thong quan 19 chat lugng theo tieu chuan ISO 
9001 (ISO dien tit). 

-, Phan data hoan thanh 100% ka hoach dau tu xay thing mâi, nang cAp, cal tao, sin chin 
try so cap xA ten dia ban Thanh pho dat chuan theo quy dinh. 

III. NH1tM VU TRQNG TAM 

1. Cling tic chi duo, dieu hanh cai each hanh chinh 

- T6 chire hien khai kip then i Ka hoach CCHC tha ,Thanh ph6: Cac SO., co quan tuang 
throng Sic, UBND cap huyan, UBND cap xä xay dung Ke hoach CCHC nam 2019, trong do 
can cv the hoa cac nhiem vv CCHC cita Thanh pho, xac dinh re cac mvc tieu, chi 'Wen, tien de 
hoan thanh, phan ding rei trach nhiam. 

- Xac dinh re trach nhiem nguti dung (tau trong cong tac CCHC, trong dO quy dinh 
nguei thing dau co ,quan, don vi chiu trach nhiam ca than tinge UBND Thanh phO, Chit tich 
UBND Thanh pito ye toan be cong viac thuec trach nhiam va tham quyen cita minh, ngay ca kin da 
phan cong hoc fly nhiam cho cap pito; quan triat day de sir chi ciao tha UBND Thanh phO, Chit 
tich UBND Thanh phO. 

- T6 chic c6 hi'au qua the buei tip xoc, dei thoqi yin ca nhan, te chat v TTHC, giai quyet 
TTHC. Ngueri dung dau the co quan, don vi tlnic hien trach nhiemginh tryrc tiep tiep cong dan 
theo quy dinh; kip theri xit 19, chi dao giai quyet nhanh va clang thâm quyen cac khieu nai, to cao 
thuec linh vvc, nhiam vv, trach nhiam cUa nganh, don vi, dia phuang. Tiep thu,day dit va xit 19, 
phric dap kip thin, giai trinh theo quy dinh the phan anh, hen nghi, g6p 9, yau cau fir cac to chirc, 
cong clan. 

Tang cueing cong tac thong tin, tuyen truyen, van triat và t6 citric thtrc hian tea Nghi 
quyet s6 39-NQ/TW cita Be Chinh tri ye tinh glen bien che va nang cao chat hiving dei riga can be, 
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&Mg chile, vien chile va ck Nghi quyet Hi nghi Trung uong 6, 7 khoa XII dm Ban Chap hanh 
Trung wing Dang. 

- Trien khai danh gia Chi se danh gia nang itic dieu hanh cila cac 	ca quan tucmg &rang 
Se, UBND the quan, huyen, thi xa thuOc thanh Ha Nei theo chi dao tha Thanh phe. 

- Xay citing va ban bath Khung chi se danh gia ket qua ding the CCHC ãp dung cho the 
phOng chuyen mon tryc thutic UBND cap huyen. 

- Duy tri viec thyc hien vice danh gia hieu qua va chat lueng ding viec eUa cac Trueng 
phong chuyen mon cap huyen, Chit tich UBND cap xi 

- Tap trung trien khai De an thi diem quan 157 theo m6 hinh chinh quyen do thi tai thanh 
ph6 Ha Nei khi duee Trung uang phe duyet. 

- Tiep tyc tang cueing c6ng tac giam sat, thanh tra; kiem tra citing vi, kiem tra CCHC 
theo huang det xuAt, kheng boo truoic. Xac dinh re dia chi, each nhiem cña t6 chirc, eá nhan 
nguai dung dau trong viec time hien chirc each, nhiem vu, than) quyen duge giao trong cong 
tac quan 1 nha nu& tren dia ban, filth \Tye phy finch. 

2. Cal each th'e chie 

- Thtre hien tot va hieurqua cac K& hoach v kiem tra viec thuc hien van ban guy phom phap 
luat (VBQPPL) tha Thanh phi) giai doan 2016 - 2020. Tang cuong ra sok, kiem tra, Pr kiem tra va 
he thong htia the VBQPPL tir trung wing den co sec dam bao tith dong be, Cu the, hap hien, hop 
phap va kha thi cila ck VBQPPL. Nang cao tinh chü dOng, hieu qua trong cling tác xay ching, ban 
hanh VBQPPL dam bac) kip thei, theo dung trinh Pr, dung phap luat; Quy dinh re Oath nhiem cüa 
tang co quan, don vi trong viec xay citing va thyc hien the VBQPPL duot ban hart. 

- Tip tuc nghien dm, ra soat tong the, xac dinh nhiing nOi dung quy dinh trong Luat The do 
va cac vdn ban quy pham phap luat khk elm Tong wing khi then khai vao thgc ti'en chin phi) hop 
de de xuat Trung wing stra doi, be sung the co the, chith sach dk thit phyc vii str nghiep phat trien 
The de. 

- Xay dtmg va hoan thin quy che phei hap gitta cac So, co quan Prong throng SO, tJ' y 
ban nhan dan qun, huyen, thi xA trong thyc hien nhiem vy va giai quy'et the TTHC. 

3. Cal each thti toc hanh chinh va time hi0 co chO mOt cfra, co che mOt ctia lien 
thong 

- Kip filed cap nhat cac TTHC do Trung uong,cong be, ban hanh mad, sea del, be sung 
de tham mint citing 1)6 kip flied theo quy dinh; ding be ding khai, minh bach the TTHC va cap 
nhat kip thed tren co so di) lieu quoe gia ye TTHC. 

- Ra soat don gian boa và kin nghi don gian h6a theo tham quyen the TTHC de too 
thuan lei cho ca nhan, to chec trong qua trinh giao dich. 

-,Hoan thin va mei rOng quy che lien thong trong giai quyet TTHC thuOc thAm quyen 
giai quyet cilia cac SO, UBND cap huyen. 

- Time hien deng bt) co che met dm, co che met dm lien thong trong ,giai quyet TTHC 
tai cac ca quan hanh chinh thuOc Thanh ph8 va then khai viec áp dung co che met dm, co che 
met dm lien th8ng trong cung Ong dich vy c8ng tai cac don vi str nghiep ding l3p, doanh 
nghiep, hop tac xA theo quy dinh tai Quyet dinh s6 10/2018/QD-UBND ngay 07/5/2018 cilia 
UBND Thanh the ve viec áp ching co che met ctra, co che mot dm lien thong trong cung img 
dich vy cOng tai cac don vi sr nghiep ding lap, doanh nghiep, hop tac xã. 

- Ra soat, kith toan BO phon tip nhan va tra ket qua cilia the co quan, don vi phU hop 
ved quy dinh elm Trung uong, Thanh the theo huang: The MST cac co quan, don vi quyet 
dinh se hung, ngtrei lam viec tai BO phan net) nhan va tra ket qua d'e dam bao hieu suat lao 
deng va dap Ong yeu cau giao dich cilia cá nhan, t8 chirc;,  pith co be' phan thuerng -live di) Wang 
lyt chuyen mon, c6 1(2 nang tot de tiEp nhan, giai quyet TTHC; chon etc ding thee chuyen 
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mon ra lam viec tai BO phan tie() nhan vã tra ket qua deli vài cac phOng chuyen man c6 s6 
lugng giao dich lern, Ito so phirc tap, thuang xuyen yeu cau be) sung ho so; cO the thmc hien Ay 
nhiem tiep nhan 116 so doi yen l'inh \Arc co so lugng giao dich it hoc thgc hien ch d kiem 
nhiem tai BO phan tiep nhan va tra .ket qua de sir clung hieu qua nguon nhan lye. 

- Nang cao chat lacing float dOng cim BO phan tip nhan va tra ket qua cap xa theo 
huong: ,Chit tich UBND cap xã chiu trach nhiem chi dao, quan 19 toan din va ph m trach BO 
phan tiep nhan va tra ket qua; trueng hop khac cO the Ay quyen PhO Chit tich UBND cap xã 
gin() viec, thy trach BO phon tiep nhan va tra ket qua. 

- Thgc hi 'en nghiem quy dinh ve xin 16i trong qua trinh tie]) nhan, giai guy& TTHC 
veri cá nhan, to chirc. 

- MO remg cac hinh thirc tier, nhan phan anh, kin nghi cita ca nhan, t6 chat den yeti quy 
dinh. TTHC, cha trong hem nth' cac kenh thong tin trmc tuyen. 

Thuang xuyen t6 chirc den thoai veri cá nhan, t6 chirc, trong do cO dinh ky 06 thang t6 
chirc doi thoai voi ca than, to chirc ye TTHC, giai quyet TTHC theo quy dinh tai  Chi thi so 13/CT-
TTg ngay 10/6/2015 ciia Thit tueng Chinh phü ve viec tang cueing trach nhiem cita .ngtrOri dimg 
dau co quan hanh chinh nha nuarc cac cap trong ding tac cal each TTHC. 

- Caz ca quan, don vi Ar to chirc,khao sat bang cac hinh thirc thich kip d danh gia hieu 
qua, skr hai !Ong cOa ca than, to chirc doi vol sty plAtc vij dia co quan, don vi minh. Thanh phi) 
dinh ky to chirc dieu tra, khao sat xac dinh Chi so hai leng tha cá nhan, to chirc dôi vOi sr phmc 

cac CO quan, don vi thu'oc Thanh pho theo KC hoach. 

- T6 chirc trien khai De an thi diem mo hinh van phOng tu van, cung img dich vy hanh 
chinh cOng (sau khi clugc cap cO tham guy& phe duyet), lam tien de nhan rOng mo hinh, tar:, 
thuan lgi bun Cho ngtrai dan, tO chirc, tinh gian bien che. 

4. Cai each t chat bo may 

- Tip tmc tap trung, ra soat, sap ,xep, ki'en toan, tinh gn dau mot cac tO chirc cüa he 
thong chinh tri theo tinh than Nghi quyet Trung uemg 6 khOa XII gan veri tinh gian bien che. 
Trong do, tap trung ra soat, sap xep cac don vi sm nghiep c6ng l3p  theo huerng tang dan tty chit 
kith phi, giam chi ngan sach. 

-136i veri CO quan chuyen mon thgc hien cong ffic QLNN: 

+ Trien khai thmc hien tOt. Nghi dinh s6 108/2014/ND-CP ngay 20/11/2014 tha Chinh phit 
ye chinh sach tinh gffin bleb the va Nghi dinh sO 113/2018/ND-CP ngay 31/8/2018 ve sin dai 
Nghi dinh 108/2014/ND-CP, de cao vai tr6 trach &nem cita nguiyi dirng dau co quan, dun vi trong 
viec filmy Men tinh gian bi'en che. 

+ Tip tyc kin toan, sap,* t6 chirc b0 may tinh gQn va hieu qua, Acing tam la sap xep 
to chirc b0 may theo Nghi quyet Trung -acing 6 khod XII. Sap xep cac co quan chuyen mon 
theo tinh than sira d6i Nghi ,dinh s6 24/2014/ND-CP va Nghi dinh37/2014/ND-CP v t6 chirc 
cac co quan chuyen m6n cap tinh, cap huyen, dam bao nguyen ffic "mOt dau m6i - m'ot viec 
xuyen suot". 

+ Tie') -Mc de xuat veri Trung uong thi diem co che, chinh sach dac thit de Thu do phat 
then nhu cong tac quan 19 quy hoach do thi va clat dai; quan 19 dau tu; quan 19 tai chinh - ngan sach 
nit& nuac; co che ity quyen va thu nhap dm can b0, cling chirc, vien chirc thuOc Thanh ph& 

+ Trien khai cO hien qua Ke hoach kiem tra tinh hinh t6 chirc va hoat dOng coa the co 
quan chuyen mon, UBND qu'an, huyen, thi xa. thuOc Thanh ph& 

- D& veri cac t6 chirc su nghiep ding: 

+ Tap trung cac giai pita') chuyen dun vi sr nghiep cOng lap sang Az chit theo Nghi 
dinh s6 16/2015/ND-CP ngay 14/02/2015 dm Chinh phO ye co ch'e Ar chit trong don vi sr 
nghiep ding lap, dam bao thmc hien chi tieu den nam 2021 theo Nghi guy& s6 19-NQ/TW Hi 
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nghi Trung uang 6 khod XII. Xay dirng ca che, dinh mire khoan chi thuang xuyen phi] hop vori 
dieu kin, tinh hinh cita Thanh phe theo tinh than Nghi quyet se, 27-NQ/TW Hei nghi Trung 
'rang 7 khod XII. 

+ Tiep tvc dei mai he themg to chile Ira quan 	nang cao chat lugng Ira hieu qua 
hoat deng ciia cac don vi sr nghiep eOng lap. Thvc hien,  ra soat,,  sap x6p, kien toan to eh& 
be may cac don vi six nghiep &mg lap thuec Thanh pito; sap xep 1M hoc giai the clOi vat 
dun vi hoat deng hieu qua thap boat het nhiem 

+ Tie') tue  thvc hien tinh gian ,bien cha, trao quyen tr chit, tv chiu trach nhiem toan dien 
cho cac (10'1,1/ scr nght'ep cling lap ye tai chinh, trong time hien nhiem u  NT& t6 chire be may, 
nang cao chat Itrong the dich va cong. 

+ Tip We day mart  chuyen dei cat don vi sly nghiep sang ca chetr chit theo Nghi 
dinh sa 16/2015/ND-CP ngay 14/02/2015 cita Chinh phil, chuyen sang cong ty cO phan theo 
Quyet dinh se 22/2015/QD-TTg ngay 22/6/2015 va Quyet dinh se 31/2017/QD-TTg ngay 
17/7/2017 cim ThU tuang Chinh 

5. ray dtyng vii fling cao chAt hryng di ngii can b0, cling chat, vien chirc 

- Te chile dao tao, bOi clueing nham nang cao tinh than gutmg mu, trach nhiem ngtrai clUng 
Mu; Tap trung vao doi arcing la Truang, ph6 cac phOng, ban thuec Sit, nganh, UBND ck quan, 
huyen, thj la; Chit tich, PIM Chi" tich UBND cap xa va chuyen viol) trvc tiep thu l giai quyet TTHC. 

- Tip tvc ra soat, thy chmg meri, sin doi theo tham quyen Thanh pho Ira de xuat Trung 
trong bet sung, sira deti cac van ban lien quan den cong tac can be, cong chuc, vien chirc. Chuan 
boa cac chile danh can b6, &mg chile lanh dao, cut lY the cap. Ra sok, xay Mpg, WO sung va 
hoan thin the van ban quy dinh, huang dan ye quan 117 can be, cOng chile, vial chile; can be, 
cong civic cap xa. 

- Nang cao hieu qua dm de an vi tri vie lam dirge phe duyet; del mai ding tac tuy6n 
dung; chit trong cong tac dao tao, bOi clueing; nang cao chat lugng danh gia ding chat, vien 
chirc; tang cuemg img dung ding nghe thong tin de nang cao nang suat lao deng, hieu qua quan 
ly nha mrac 

- Dôi mai each tuyen chgn met se chile danh lanh dap, quan 1Y, truot mt thi diem thi 
tuyen chile danh lanh dao cap phong \id Wong duang. 

- That hien De an "Nang cao chat Mang dao tao, ,b8i duilng dei ngil can be, ding chile, 
vien chile thanh pho Ha Nei giai doan 2016-2020"; trien khai Ke hoach dao tao, bet clueing 
nang cao nang lye lanh dao, quan 1Y cho can be la Chit tich, PhO chit tich UBND xa, phuang, 
thi tran, dam MD den nam 2020, 100% can be la Chit tjch, PhO Chit tich UBND cap xa dugc 
dao tan, bei &rang nang cao trinh dO chuyen men, nghiep vv. Tiep tvc trien khai thvc hien tot 
De an ciao tao cong chile ngu6n cim Thanh pho. 

- Dei mai, nang cao chat lugng danh gia ceng chinc, vien chile; nghien ciru tieu chi dinh 
lugng trong viec &rill gia teen co sit vi tri viec lam, gan veri &Mg tac thi dua, then thueyng, 
luat va bo nhiem can be. Time hien viec dart gia hang thang, quY nham mac Weir daub gia clUng 
ngueri, dung viec Ira then thuong, ky luat kip then. Tie]) We time hien viec dinh ky danh gia chat 
lugng va hieu qua cong viec dOi vat cac Tnxemg pheng chuyen men true thuec UBND cap 
huyen; Chit tich UBND cap xa. 

- Tiep tvc thvc hien t6t bO quy tac 	xir cUa can be, cong chime, vien chile trong cac 
ca quan ,thuec thanh ,pho Ha Nei va nut cong Ong tren dia ban Thanh phi); nghien elm xay 
dvng che tai cu th'e dei veri can be, ceng chine, vien chile vi pham. 

6. Cal cach tai chinh cong 

- Tang cuerng the bin phap de Tian 1Y va dam bao nguem thu, tap trung huy dOng cat 
nguen lye trong xa hei chi &au tin phat tnién. Time hien can d'ai ngan sach Thanh phO theo 
huang tich eve, dam bao tY l tich lay NT cho dau tin phat trien. 
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- Tiep tyc time hien ca che ttr chit, ty chiu trach nhiem ve hien ch8, kinh phi quan 19 
hanh chinh doi veri cac ca quan hanh chinh theo Nght dinh s6 130/2005/ND-CP ngay 
17/10/2005 cna Chinh phil; Nght dinh se 117/2013/ND-CP ngay 07/10/2013 ve sira di, be 
sung met set diet' cila Nghi dinh 130/2005/ND-CP. 

- Trien khai thyc hien Nghi dinh sO 16/2015/ND-CP ngay 14/02/2015 guy dinh ca che tv 
chit cita cac don vi str nghiep citing lap; Nghidinh s6 54/2016/ND-CP ngay 14/6/2016 quy dinh co 
che ty chit dm to chirc khoa hgc va cOng nghe c'Ong lap, Nghi dinh so 141/2016/ND-CP ngay 
10/10/2016 quy dinh ca the tv chi\ dm don vi sr nghiep cling lap trong 11th vac str nghiep kinh tC 
va sir nghiep kit; to chirc kiem tra, giam sat, thireng xuyOn danh gia tinh hinh thgc hien, rut kinh 
nghi'em dé bo sung, dieu chinh cho pha hop theo huOng dan cila I3C) Tai chinh. 

- DAy,  math thvc hien chuyen don vi sir nghiep ding lap thanh ding ty ce phan theo 
Quyet dinh so 22/2015/QD-TTg ngay 22/6/2015 dm Tho Wang Chinh 

2 
- Tang cuang cong tdc kiein soat doi veri ca quan hanh chinh, don vi sty nghi'ep trong 

viec sir dyng c6 hieu qu5 tai san ding, kinh phi tir ngan sach nha ntrept; thvc hien dung, dit the 
quy dinh ye quy che dan chit a ca so, dc biet la Nr* ding khai, minh bach ve tai chinh, guy& 
toan va do toan ngan sach cap xa hang n'a'm; thvc hanh tiet kiem, ellen lang phi. 

7. Hifn dni boa hanh chinh 

- Xay dvng va hoan ,thien ha tang ky,  thuat, the he tilting thong tin, ca so di liCu cet 
16i va chuyen nganh: He thong hop,tryc tuyen Thanh pito, CSDL clan etr, doanh nghiep, bao 
hiem, dat dai, tai chinh, dan so. Trier' khai he thong thong tin quan tryng khac trong cac iInh 
vac, dam bao ket noi va chia se du no yeti s he thong thong tin, ca sO di(' lieu cot lei cila 
Thanh ph& 

- Timg btrac xay dtmg Trung tam Clieu hanh thong minh; hinh thanh va dtra vao khai 
tit, sir dyng met so thanh phan ca ban dm he',  thong Giao thong thong minh va Du lich thong 
minh. Nghien ciru, then khai met s6 thanh phan ca ban cita .H'e thong Y te thong minh. Giao 
dye thong minh, quan 11 dien nang thong minh, quan 19 m6i trueing thOng minh, nong nghiep 
thong minh... 

- Day manh ting Citing cong nghe thOng tin trong quan 19, dieu hanh hoat dOng noi IX) 
cita Thanh pho, duy tri va nang cap cac img dyng ca ban: thu dien tir, he th6ng quan 11 van ban 
va dieu hanh tac nghiep thong nhat lien thong 3 cap tren toan dia ban Thanh phi) va ket n'Oi vol 
Van phong Chinh phi), tich hgp (mg dyng cha k9 so; Tiep tyc duy tri cac Ong dyng dung 
chung; Chuan h6a the bi'eu mau bao cao dinh k9 theo chuyen nganh, xay dtmg mu bao cao 
dien tir (E-report) de phyc vy cong tac phei hap, tong,  hgp theo tang Iinh vyc; Tap trung the 
(mg dyng ding chung ve Trung tam dit lieu, thay the dan cac may chit nho 1E, the cif' lieu 
khong cOn sir dyng, khai 	Xay dung cac kho dO lieu chuyen nganh phyc vy viec lcheri tao 
doanh nghiep, h6 trg kheri nghiep. 'Dau tu hoan thien ca so ha tang cling nghe thong tin toan 
Thanh 045, phyc vy hot (long cung cap Dich vy cong mac dO 3, mire de 4. 

- Tie'p We duy tri thyc hien he' thong quan 19 chat lucmg theo tieu chuan TCVN ISO 
9001:2008,vao boat diang cUa cac ca quan hanh chinh nha nuerc, chuyen (lei dan sang he thong 
quan 11 chat luang theo tieu chuan ISO 9001:2015; trien khai thi diem c6 hieu qua ISO dien tir; 
gan k'et chat che veri ding tac CCHC;  kiem soat TTHC vã thvc hien ca ch'e met dm, mot dm 
liOn thong trong giai quyet ding viec cUa cá .nhan, to chime tai cac ca quan cdc ca quan hanh chinh 
nha nuerc thuOc Thanh ph6. 

- Phan dau hoan thanh ke hoych dau tu xay dyng mOi. nang cap, cal tao, sin chin try se/ 
cap xã tren dia ban Thanh ph6 dat chufin Oleo quy dinh./. 
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PHI) LC I 

BANG CHUVIET TAT TEN LOA1 VAN BAN VA BAN SAO 
(Kem theo Thong /it so.  01/2011/TT-BNV ngay 19 thong 01 nom 2011 cua BO Ni vu) 

STT Ten,  logi van ban hanh chinh Chfr vitt tat 
1 Nghi quyet (cá bit) NQ 
2 Quyet dinh (cá bit) QD 
3 Chi thi (ca bit) CT 
4 Quy ch'e QC 
5 Quy dinh QYD 
6 Thong cao IC 
7 Th6ng bdo TB 
8 Huerng clan HD 
9 Chuang trinh . 	 CTr 
10 Ke hoach ICH 
11 Phucmg an I 	 PA 
12 De an DA 
13 Du an DA 
14 Bao cdo BC 
15 Bien ban BB 
16 TO trinh TTr 
17 Hop &mg HD 
18 Cong van 
19 Cong din CD 
20 .Ban ghi IMO GN 
21 Ban cam ket CK 
22 Ban th6a thuan 7FTh 
23 Giay chimg nhan CN 
24 Giay ity quyen UQ 
25 Gidy mod GM 
26 Giay gied thieu GT 
27 Giay nghi phep NP 
28 Giay di &rang DD 
29 Cid),  bien nhan hi) so BN 
30 Phieu gin PG 
31 Phieu chuyen PC 
32 Thu cong 

Ban sao van ban 
I Ban sao y ban chinh SY 
2 Ban trich sao TS 
3 Ban sao Inc SL 

39 



9b 

13 

20-25 aim 11 

30-35 rn rn 

14 

I20-25 min 

2 

3 

5b 

12 Ob 

10n 

PHI) LIX H 
SO DO BO T.Ri CAC THANH PHAN THE THOC VAN BAN 

(Tren mot trang giay khe A4: 210 mm x 297 mm) 
(Kern then Thong fir 01/2011/TT-13N17  ngay 19 thong 01 ncim 2011 clia BO AfOi vy) 

Chi chti: 
6 se 	 Thanh phan the that van ban 

1 	 Quoc hien 	. 
2 	 Ten cor quan, to chirc ban hanh van ban 
3 	 So, k9 hieu dm van ban 
4 	 Dia danh va ngay, than& nam ban hanh van ban 
5a 	 Ten loai va Inch yeu nOi dung van ban 
5b 	 Trich yeu Wei dung c6ng van 
6 	 Nei dung van ban 

7a, 7b, 7c 	Quyen ban, chac Nip, hp ten va chit k9 ctia ngueri ca tham quyen 
8 	 'Dal] dm ca quan, to.  chile 

9a, 9b 	Nai nhan 
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10a 	Dau chi milt dO mat 
10b 	 Dau chi mice de khan , 
11 	 Dau thu hoi va chi an ve pham vi lut hanh 
12 	 Chi clan ye chr thao van ban , 
13 	 KY hieu ngueri danh may va so lugng ban pilot hanh 
14 	 Dia chi ccr quan, to chat; dia chi E-Mail: dia chi Website; so din 

thoai, se Telex, se Fax 
15 	 Logo (in chim dtrei ten co quan, to' chirc ban hanh van ban) 
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