
TAP DOAN LONG NGHV 	CONG HOA xA HOI CHU NGHTA VIET NAM 
DOc lap - Tv do - H ipth phtic 

S8: 4 	JQD-VTNC 	Quang Ninh, ngay thOng 01 n am 2018 

QUYET DINH 

Ban hankQuy dinh ye the thirc, 1(57 thu4t trinh bay, man Ivan ban 
dm Ging ty than ThOng NhAt - TKV 

GIAM DOC CONG TY THAN THONG NHAT - TKV 

Can cir Nghi dinh so 110/2004/ND-CP ngay 08/4/2004 cu' a Chiph phu'. ve 
cong tac van thu va Nghi. dinh so 111/2004/ND-CP quy dinh ch fiat thi hanh 
mot s8 (lieu cild,Phap lenh Luu 	Quo" c gia; 

. 1 

Can cir Thong tu lien tich se") 55/2005/TTLT-BNV-VPCP ngay 06/5/2005 
cila B8 N8i vtj ya Van phong Chinh phi" hueing d'an ve the thirc va ky thuat trinh 
bay van ban; 

Can cir ThOng tu so 04/2013/TT-BNV ngay 16/4/2013 cu B8 N8i v1.1 
huong dAn xay d 0g Quy the cong tac van thu, km till cua cac co c uan, to chirc; 

Can c(r Quyet dinh so 1736/QD-VINACOMIN ngay 06/8/2 12 dm T8ng 
giam doc Tap doan cong nghiep Than - Khoang san Viet Nam /v Ban hanh 
Quy dinh ve the thirc, ky thuat trinh bay, mau cac loci van ban va cong tac Van 
thu, luu 

Theo de ngli cua Chanh Van phong Cong ty, 

QUYET DINH: 

Dieu 1. Bah hanh kern theo Quyet dinh nay "Quy dinh ve the thirc, ky 
thuat trinh bar van ban va nghiep v11 cong tac Van thu, km tit" cua Cong ty 
than Thlong Nh4f, - TKV. 

Dieu 2. OtlYet dinh nay có hieu luc ke tit ngay ky va thay the cac Quy dinh 
truck day ve the thirc, ky thuat trinh bay, masu cac loci van ban va 	tac Van 
thu, hru frit dia(ong ty than Thong Nhat - TKV. 

Dieu 3. Chanh Van phong, Pho Giam doe, Ke toan truong Trcri g cac 
Phong Ban, dun ,vi trong Cong ty va cac ca nhan lien quan chili trach iem thi 
hanh Quyet dirt nay./. 

Noi nhOn:  
4. - Dang uY Cty (B/c);, 	 CHI NHANH

T A ,P Os0 vA N ( to - Cong doan, DTN MA ; 
CONC TY - Nhu ditu 3; 	

(4 
* 

\ :40 	THONG NHAT 

ON THAN n 

- Luu: VT, VP, LI5(6). o 

Pharr Bic Kliem 

THAN — KHOANG SAN NTIT NAM 
CONG TY THAN THONG NHAT - TKV 

• 



CONG HOA XA HOI CHU NGHIA VItT NAM 
£10c lap - Tty do? - Hanh phtic 

TAP ROAN CONG NGHV 
THAN — KHOANG SAN VIO' NAM 

CONG TY THAN THONG NHAT - TKV 

QUY DINH 
VE THE TIWC, KY THU.0 TRINH BAY VAN BAN VA NGHItP VU 

CONG TAC VAN THU', LU'U TRU' CUA CONG TY THAN THONG NHAT - TKV 

(Ban hanh kem theo Quyet dinh so: 	/QD-VTNC ngay /01/2018 
cua Giam cloc Cong ty than Thong Nhcit - TKV) 

Chuang I 
QUY DINH CHUNG 

Dieu 1. Pharr vi dOi turfing ap dung 

1. Quy dinh nay quy dinh ve the thirc, ky thug trinh bay va mau cac loai 
van ban cua Cong ty than ThOng Nhat - TKV dOi \Teri van ban Quail 1S,  hanh 
chinh va ban sao van ban. 

2. Quy dinh nay ap dijng dith voi van ban quan 1ST hanh chinh cua Cong ty, 
cac Phong, Ban va cac Cong trtrong, Phan xtrong trong COng ty. 

Dieu 2. Cac loai van ban quan Iy hanh chinh 

H" thOng van ban duvc hinh thanh trong qua trinh hog Ong dm Cong ty 
than ThOng Nhdt — TKV bao gOm:.  

1. Van ban hanh Minh cd biet: gom cac van ban: 
a, Quyet dinh ca. biet (bao gom Quyet dinh ve nhan sg; Quyet dinh ve thanh 

14p to chirc bO' may; Quye't dinh ve ban hanh cac loai quy the, not quy hoac dieu 
1e hog Ong cua Cong ty; Quyet dinh ve xir phat hanh chinh,...); 

b, Chi thi ca biet; 
c, Nghi quy6t ca biet. 

2. Van Mtn hank chink thong thuO'ng: gOm cac loai van ban: COng van 
(cac loai); Bao cao (cac loai); Thong bao; Bien ban; To trinh; De an; Chuang 
trinh; Ke hoach; H9p dOng; Cac loaf gidy; Cac loai phi6u; Cong dien. 

3. Ban sao van ban: Om ban sao y ban chinh, ban trich sao va ban sao 

Dieu 3. ICST thu4t trinh bay van ban 

K5'T thulat trinh bay van ban quy dinh tai Quy dinh nay bao gom 1(1115 giAy, 
kieu trinh bay, dinh le trang van ban, vi tri trinh bay cac thanh phan the thirc, 



phOng chit, car chit, kieu chit va cac chi tiet trinh bay khac, dugc a dung dai \Ted 
van ban dugc trinh bay teen may vi tinh va in ra giAy; khOng ap &gig \Teri van 
ban dugc in thanh sach, in ten bao, tap chi va cac lc* an ph'am 

Dieu 4. Phong chit trong van ban 

Phong chit s* cbmg de trinh bay van ban tren may vi tinh phai la phang chit
Viet cna ba ma 147 to Unicode theo Tieu chuan Viet Nam TCVN 6909: 

2001(Times new Roman). 

Dieu 5. KhO giAy, kieu trinh bay, dinh 1e trang van ban va vi tri trinh 
bay 

1. Kilo giay 
Van ban hanh chinh dugc trinh bay tren giay kilo A4 (210min x 297mm). 

Cac loai van ban nhu giay 	thieu, giay,bien nhan ha 	phieu 	phial 
chuyen c6 the dugc trinh bay tren giay 	A5 (148mm x 210mm) hoac teen 
giay mkt in san. 

2. Kieu trinh bay 

Van ban hanh chinh dugc trinh bay theo chieu dai &la trang giAy kha A4 
(dinh huong ban in theo chieu dai). 

Truemg hgp not dung van ban c6 cac bang, bieu nhung khang dugc lam 
thanh cac php luc rieng thi van ban c6 the dugc trinh bay theo c ieu rang dm 
trang gia'y (dinh huong ban in theo chieu rang). 

3. Dinh le trang van ban (dai voi kha gi'Ay A4) 

- Trang mat truov: 
Le tren: cach mep teen tit 20 — 25 mm; 
Le duoi: each mep duoi tit 20 — 25 mm; 
Le trai: each mep trai tit 30 — 35 mm; 
Le phai: cach mep phai tit 15 — 20 mm; 
- Trang mat sau: 
Le ten: each mep tren t* 20 — 25 mm; 
Le &zed: cach mep duoi tit 20 — 25 mm; 
Le phai: each mep phai tit 30 — 35 mm; 
Le trai: each mep trai tit 15 — 20 mm; 

4. Vi tri trinh bay cac thanh phan the thirc van ban tren mat trang giAy kha 
A4 dugc thuc hien theo "Phu luc III". Vi tri trinh bay cac thanh Phan the thirc 
van ban teen mat trang giay kha A5 dugc dp dung twang to theo so 91a ten. 

Chuang H 
THE TH-CC VA KY THUAT TRINH BAY THE THtfC VAN BAlYjj  



Dieu 6. Qu6c hien 

1. The thirc 
Qu8c hitt ghi ten van ban bao g8m 2 clang chit: "LONG HOA. XA HOI 

CHO NGHIA Vier NAM" va "Dec lap — Tv do — Hanh phitc". 

2. K'Si thuat trinh bay van ban: (Kern theo phu lvc s8 III) 

Qu8c hi@t dugc trinh bay tai o so 1 phu lvc III. 

Dong thin nhat: "CONG HOA XA HOI CHU NGHIA VIVI' NAM" dugc 
trinh bay bang chit in hoa, co chit 12, kiL chit dung, dam. 

Dong chit duoi: "Di)c 1 p — Tv do — Hanh phtic" dugc trinh bay bang 
phong chit in thuOng, c8 chit 13, kieu chit dung, dam; phia duoi c6 dung Ice 
ngang, net lien, c6 do dai bang de dai cua &rig chit. 

Vi du: 
LONG HOA XA HOI CHU NGHIA VItT NAM 

Dec 14p — Tir do — Hanh phfic 

Hai dong chit tren dugc trinh bay each nhau dong don. 

Dieu 7. Ten co' quan ban hanh van ban 
Ten ca quan, to chirp ban hanh van ban dugc trinh bay tai o s8 2. 
Ten ca quan, to chi:re chit quan cap tren true tip dugc trinh bay bang chit in 

hoa, co. chit 12, kieku chit dung, khong in dam. 
Ten ca quan, to chirc ban hanh van ban dugc trinh bay bang chit in hoa, ca 

chit 12, kieu chit dUng, .clam, phia du6i c6 du6ng ke ngang, net lien, c6 de dai 
bang 1/2  den 1/3 de dai cua &rig chit va dat can doi so v6i dong chit. 

Vi du: 
TAP DOAN CONG NGHIV 

THAN — KHOANG SAN VIt' T NAM 
CONG TY THAN THONG NHAT - TKV 

Cac dong chit tren dugc trinh bay cach nhau dong don. 

Dieu 8. SO, kS,  hieu cita van ban 

S8, 1c5,  hi'eu van ban dugc trinh bay tai o so 3, dugc dat canh giira duoi ten 
Cong ty, to chuc ban hanh van ban (Xem phu lvc III). 

Tir "S'8" dugc trinh bay bang chit in thuong, 14T hi'eu bang chit in hoa, co 
chit 13, kie'su chit dimg; sau tit "Se)" c6 dau hai cham (:); giita se) ban hanh va 14T 
hi'e'u van ban c6 dau gach die() (/); giira cac nhom chit viet tat trong Ic5T hieu van 
ban c6 clau gach not khOng each chit (-). 

Vi du: 	S8: 12345/QD-VTNC 



- Van ban hanh chinh c6 ten loai: Quyet dinh, Nghi quyet lief tich, Chi thi, 
Bao cao cua Cong ty, s6 va ky hieu dugc ghi rihu sau: 

S6: 123/QD-VTNC; S6: 68/NQLT-GD-CD; S6: 78/CT-VTNC; S6 
02/BC-VTNC... 

- Van ban hanh chinh la cong van: Cong van cila Cong ty do Van phong, 
Phong Ke hoach, Phong TCDT soon thao thi dirge ghi nhu sau: 

S6: 356/VTNC-KHTT; S6: 246/VTNC-VP; S6: 248 TNC-TCDT 

Dieu 9. Dia danh va ngay, thing, nam ban hanh van ban 

Dia danh va ngay, thing, Warn ban hanh van ban dugc trinh bay tai o s6 4 
bang chit thuOng, co chit 13 den 14, kieu chit nghieng; sau dia danh c6 dau 
phay; ten dia danh phai viet hoa. Nhung s6 chi ngay nho han 10 vci. s6 chi thing 
1 thing 2 phai viet s6 0 0. truac. 

Ta't ca cac loai van ban deu phai ghi dia danh va sir dung ch g la "Quang 
Ninh" 

Vi du: 
Quang Ninh, ngay 09 thong 02 nam 2018 
Quang Ninh, ngay 06 thong 3 nam 2018 

Dieu 10. Ten loci Ira trich yeu not dung van ban 

1. D6i voi van ban hanh chinh co ten loai 

Ten loai va trich ye'u not dung van ban co ghi ten loaf dugc t inh bay tai 0 
so 5a (phu luc III); ten loai van ban (Chi thi, Quyet dinh, Ke hoach Bao cao, To 
trinh va cac loai van ban khac) dirge dot canh gifra (can doi a gilt dOng) bang 
cO. chit 14, chit in hoa, kieu chit dirng dam; trich yeu not dung van ban dirge at 
canh gala, ngay dtrai ten loai van ban, co chit 14, kieu chi dirng dam, clued trich 
yeu c6 direng ke ngang, net lien, c6 d6 dai bang 1/3 den 1/2 d6 dai cua trich yeu. 

Vi du: 
QUYET DINH 

Ve viec tuyen dung CNVC 

2. D6i vii cong van hanh chinh (thong c6 ten loai) 

Trich y6u n6i dung cong van dirge trinh bay tai o s6 5b va dirgc dot canh 
gicra ngay duoi so va 	hieu van ban, dugc 	viet tat hai chit V/v (ve viec) 



bang chit in thuong, co chit 12, kieu chit &mg. '<hong dung ddu ngo4c don 
ngosac kep tai phan trich yeu dm van ban. 

Vi 

TAP DOAN GONG NGHIt13 	CONG HOA XA HOI CHU NGHIA VItT NAM 
THAN — KHOANG SAN VIO' NAM 	 DOc 14p - Tir do - Hph phtic 

CONG TY THAN THONG NHAT - TKV 

S8: 	/VTNC-TDTT 	Quang Ninh, ngay thang nam 2018 

V/v huong dan binh xet dank hieu thi dua... 

Dieu 11. NOi dung van ban 

NOi dung van ban dugc trinh bay tai 8 s8 6 (phv lvc III) 

1. Th6 thlic 
Ni8 dung van ban phai dam bao cac yeu cau co ban sau; 
- Phu hgp voi hinh tithe van ban dugc sir dung; 
- NOi dung trinh bay ngan gun, fa rang, chit-1h xac; 
- Sir dirmg ngon ngit viet, cach dien dat don gian, de hieu; 
- Dung tir pith thong, khong dimg tir ngir dta phuang va tir ngit ntroc ngoai 

neu khong thvc six can thiet. D8i voi thuat ngcr chuyen mon can xac dinh ro not 
dung thi phai dugc giai thich trong van ban; 

- Dugc viet tat nhitng cum tir thong ching. D joi voi nhung cum tit dugc sir 
dung nhieu lan trong van ban thi có the viet tat nhung cac chit viet tat lan dau 
cua cum tit phai dugc dlat trong ngolac don ngay sau cum tir do; 

- Viec viet hoa dirge thvc hien theo quy the chinh to tieng Viet. 

2. K'y thuat trinh bay 
Phan not dung (ban van) dugc trinh bay bang chit in thueng, di chit 13 den 

14 (phan loi van trong mot van ban phai ding mot co chit); khi xu'ong &Ong, chit 
dau &mg c6 the lui vao tir 1 den 1,27cm (1 default tab); khoang each gift cac 
doan van (paragraph) d;at tot thieu la 6pt; khoang cach giita cac dOng hay each 
clang (line spacing) ch9n tot thieu tir cach &mg don (single line spacing) hoc tir 
15pt (exactli line spacing) tr.& len, khoang cach thi da Oita cac &mg 1,5 dong 
(1,51ines). 

Doi \Ted nhang van ban quy pham phap luat va van ban hanh chinh có phan 
can cir phap VT de ban hanh thi sau mot can cir phai xuong dong, cuoi dong co 
dau chdm phay (:), rieng can cir cuoi ding ket thUc bang dau phay. 

3. B8 cuc van ban 

Tnremg hgp van ban dugc 1)8 cvc theo phan, chuong, rnvc, dieu, khoan, 
diem thi trinh bay nhu sau: 



- Phdn, chuang: tir "phdn", "chuong" va so thu to cua phan chuang dugc 
trinh bay tren mot dong rieng, canh giita, bang chi in thuOng, c chit 14, kiL 
chit dung dam. S6 thir tit cUa phan, chuang dimg chit so La Ma. Tieu de "ten" 
cua phAn, chuang dugc chat ngay duoi, canh giita, bang chit in boa, cu chit tit 13 
den 14, kieu chi dirng dam; 

Vi du: 
Chuang I 

QUY DINH CHUNG 

- Muc: tit "mix" va s6 thir tit cua muc dugc trinh bay tren 95t dong rieng, 
canh Oita, bang chit in thuong, 	chit 14, kieu chit dirng dam. 6 thir tit cua 
mvc dung chi se; A-rap. Tieu clia mvc dugc trinh bay earth 	, bang chit in 
hoa, cOy chit tit 12 den 13, kieu chit dung dam; 

Vi 

Mvc 1 
QUAN LY VAN BAN DEN 

- DiL: tit "dieu" so thir tv va tieu de dm diL dugc trinh ba.7 bang phong 
chi in thuong, ca chit 14, 'deli chit dung dam. S6 thir tit cua die0 dung chi s6 
A-rap. 

Vi 
Dieu 	Hinh thtrc thanh town 

- Khoan: s6 thir tax cac lchOan trong m8i dieu dimg chit se; 	tip theo la 
ddu chdin, dugc trinh bay bang chit in thuOng, co chi 14, ki'L chit dung. 

Vi du: Khoan 1. 

- thu t r cac die'm trong m8i khoan dung cac chit cai ting Viet theo 
thir to abc, sau do c6 ddu dong ngoac don, dugc trinh bay bang c it in thuong, 
cO• chit 14, kieu chit dung. 

Vi du: Diem a) 

Dieu 12. No'i nh4n van ban 

Nai nhan van ban dugc trinh bay tai o so 9a va 9b. 
Phan nai nhan tai o s6 9a (chi ap dung dui \Teri cong van hanh chinh) dugc 

trinh bay nhu sau: 
- Tit "Kinh gui" va ten ca quan, to ch*c hoac ca nhan nhan van ban dugc 

trinh bay bang chit in thuOrng, cu chi 14, ki6u chit dung. 
- Sau cum ttir "Kinh gui" c6 ddu hai chain; neu cong van giti cho mot ca 

quan, to chic hoac mot ca nhan thi tit "Kinh giri" va ten ca quan, chuc hoac 
ca nhan dugc trinh bay tren cimg mot dOng; truOng hgp cong van g4ri cho hai co. 



quan, to chtirc hojc ca nhan ter len thi ten moi ca quan, to chic hoc ca nhan 
hojc moi nhom co quan, to chic hoc ca nhan dugc trinh bay tren mot &mg 
rieng, dau dOng c6 gach ngang, cuoi dong co d'Au cham phay, cuoi dong cuoi 
ding c6 dau cham. 

Vi dul. Cong van giri cho 2 don vi tro. len: 
Kinh gfri: 

- COng ty than Duang Huy — TKV; 
- Cong ty Co phan than Tay Nam Da Mai - Vinacomin; 
- Cong ty Kho van va Cang am pha — Vinacomin. 

VI dirr 2. Cong van giri cho 1 don vi: 
Kinh 	Truong phong, Quail dac cac dan vi trong Cong ty. 

Phan noi nhjn tai o so 9b (ap dung chung doi \Tod cong van hanh chinh va 
cac loci van ban khac) dugc trinh bay nhu sau: 

- Tit "nod nhjn" dugc trinh bay tren mot dong rieng, sau d6 co dau hai 
cham, dugc trinh bay bang chit in thuong, co. chit 12, kiL chit nghieng djm; 

- Phan liet ke cac Co quan to chic, dan vi va ca nhan nhjn van ban dirge 
trinh bay bang chit in thuong, co chit 11, kieu chit dirng; ten moi ca quan, to 
chic, don vi va ca nhan hoc moi nh6m co quan, to chirc, dan vi nhjn van ban 
dugc trinh bay ten mot &mg rieng, dau &mg c6 gach ngang, cuoi dong c6 dau 
cham phay; rieng dong cuoi ding bao gam chit "luu" sau do c6,dau hai cham, 
tip theo la chit vie't tat _"VT" (van thu ca quan, toch*c), dau phay, chit via tat 
ten don vi (hojc bo phjn) soan thao van ban, 14/ hieu ngued danh may, so luting 
ban phat hanh, cuoi cUng la dau chAm. 

- 1“/ hieu nguei danh may va so luting ban phat hanh dugc trinh bay tai 0 
so 10, duoc trinh bay bang chit in hoa, so luting ban bang chit so A-rap, co.  chit 
11, kiL chit dung. 

Vi 
Noi nhOn: 

- Luu: VT, VP(3), LD (68). 

- Phu lv.c van ban: phi lvc kern theo van ban dugc trinh bay ten cac trang 
giay rieng; tit "phi lv.c" va so thin to cua phi luc (truong hgp co tit hai phij,111c 
tr6y len) dugc trinh bay ten mot dOng rieng, canh giia, dugc trinh bay bang 
phong cliff in thuong, co. chit 14, kieu chit dung, dam; tieu de (ten) cfra phi lic 
dugc trinh bay canh gitra bang chit in hoa, CO chit 13 d6n 14, ki6u chit dung, 
d4n, 



Mau chit va chi tiet trinh bay cac thanh phan the thus van i?an dugc minh 
hoa tai cac plw luc kern theo. 

Dieu 13. Quyen han, chtic v9, h9 ten va 	147 dm triyi có than 
quyen 

Quyen han, chirc vu cua ngired 1(7 van ban dugc trinh bay a o s6 7a; ch*c 
vu khac cua nguaik3'7 dugc trinh bay tai o so 7b; cac chit k5r viet tt "TM." (thay 
mat), "KT." (kST thay), "TL." (thira lenh), "TUQ." (thira uy quyen) hoac "Q." 
(quyen), quyen han va chile vu cua ngueri 1c57 dugc trinh bay bang phong chit in 
hoa, ca chit tit 13 den 14, kieu chit dung, dam. 

H9 ten dm nguai 1c57 van ban dugc trinh bay tai O s(') 7b; trinh bay bang chit 
in thuemg, ca chit 14, kieu chit dung, dam, dugc dat canh gift so vai quyen 
chirc vu cua nguai k$7. 

Vi 
- KT. (K57 thay): 

KT. GIAM BOC 
PHO GIAM BOC 

(Chic ky, dau cita Cong ty) 

- TL. (Thira lenh): 

TL.GIAM DOC 
CHANH VAN PHONG 

(Chic 19'), cau cita Cong ty) 

- TM. (Thay mat): 
TM. HOI BONG SANG KItN 

CHU TICH 

(Chic kg, dau ctiq Cong ty) 

Nguyen Manh Toan 
PHO GIAM DOC 

KT. CHANH VAN rHONG 
PHO CHANH VAN PHONG 

(Chic ky, dau cfia Cong ty) 

TL.GIAM BOC 
TRV6NG PHONG i'CLD 

(Chit ky, cau ceta Gong ty) 

TM. MN BONG GIA 
CHU TICH 

(Chit ky, dau cita Fong ty) 

Nguyen Van Phuvng 
PHO GIAM DOC 

Chit 1q7 cua ngued c6 tham quyen dugc trinh bay tai o se; 7c. 

Dieu 14. D'Au ctia co' quan, to chtic 

Ddu dia. co. quan, ch*c dirge trinh bay tai O se; 8 (phuc luc Hp. 
Dau giap lai dugc clang vac) gift mep phai cfra van ban hod phu luc van 

ban, trim len mot phan cac to. gidy, m6i ddu &rig toi da 05 trang van ban. 



Diu 15 Soan iliac, van ban 

• cu tinh chAt, not dung cua van ban can soan thao, Giam ciao Cong ty 
giao chalc;ac don vi, Phong, Ban ho.ac ca nha'n soan thao ho4c chu tri soan thao. 

2 l• irinh duyt ban thao van ban kern theo cac tai lieu co lien quan. 
3, S90 than van ban phai: 
-.Darn bao tinh chinh xac, ngan gon, ro rang, du y, khong sir dung nhirng tin 

ngitdia *rang, tir ngit khong thong dung, trai vrn quy dinh. Khong viet tat 
nhung tkFi chua Co giai thich (chi' thich). 

- Baii thao van ban phai dam bao dung the thirc, ni5i dung nhu mot van ban 
chinh thirc. 

• • 

4. Trihh tir soan thao va ban hanh van ban: 
- SaV khi soan thao van ban xong, nguoi dirge giao nhiem vu soan thao van 

ban pliai.kY hieu ten (viet tat) va s lugng van ban can phat hanh vao cuOi phAn 
- 	, 

not nhan(ô so 9c trong phii luc so III). 

Dieu 16. Du)* dir thao van ban, sira chfra, b sung dir than van ban da 
duy?t 

1. D4 thao van ban phai do nguiyi c6 thAm quyen k duyet van ban. 

2. Trong truemg hp dirr thao da dugc lanh dao COng ty phe duyet, nhung 
thay can thief phai sira chira, bO sung them vao dkr thao thi don vi hoc cá nhan 

. 	• 
dugc giao nhiem vu soan than van ban phai trinh nguoi da duyet dtr thào xem 
xet, guy& dinh viec sira chira, bO sung. 

Pielii-17. Mem tra van ban triro'c khi trinh ky, ban hanh 

- Nperi dUng dau don vi 	tri soan thao van ban phai kiem tra va 
trach' nhiem ve d9 chinh xac cüa not dung van ban, kY nhay/tat vao cued not 

dung.van ban (sau du ./.) -fru& khi trinh Lanh dao Cong ty Ic3"/ ban hanh. 
Chanh Van phong (holac nguoi dugc Chanh Van phong giao nhiem vu) 

, 
giup  Giax: h doc Cong ty kiem tra lan cuoi va chiu trach nhiem ve the thirc, ky 
th* trinh bay, thu tuc ban hanh van ban cua COng ty. 

Chanh Van phOng (ngired dugc giao trach nhiem quan 1 cong tac van 

thu) ho4c 	dugc Chanh Van phong uY quyen giao nhiem vu c6 trach nhiem 

huomg clan, yeu ca‘u cac dan vi, to chirc trong Cong ty thuc hien dung quy dinh 
ye nghiep vu cong tac Van dm, luu trir trong Cong ty da dugc ban han_h. 

Dieu'18. K57 van ban 

J. Guam doc Cong ty co tham quyen ky tat ca van ban cua Cong ty ban 
hanh. ,CaC- truerng hap ky thay (phai ghi KT.), ky thira lenh (phai ghi TL.), 



thuaj uy quyen (phai ghi TUQ.), Icy/ thay mat (phai ghi TM.). Nguai dugc uy 
quyeri khOng dugc uST quyen lai cho nguai khac 

2 	I 1(3'T van ban khong dung but chi; khOng dung muc do hoac cac loaf 
mgc de pliai. 

3. 1)61;vai cac to chirc lam viec theo the do tap the: 
- E), i 	nhang van de quan trong cna ca quan, to chirc ma theo quy dinh 

cua Phap luat hoac theo dieu le cua to ch*c, phai ducYc thao Juan ta$ the va quy& 
dinhthegida so, viec ky van ban dugc quy dinh nhu sau: 

7f) *lei dirng ddu ca quan, to chtirc thay mat (TM.) tap the 1 	dao ky cac 
van ban dm co quan, to ch*c: 

+) Cap phO cna nguad ddng ddu cac to chdc khi dugc nguai ddng &du uy 
quyen thay mat cho tap the ky van ban thi phai ghi fa' 1c5,  thay (KT.). 

Chuang III 
TO CHIC THVC HItN 

Dieu 19. Trach nhqm thtyc hi?n 

Tat ca CBCNV trong Cong ty có trach nhiem thgc hien ng iem bac Quy 
dinh ye the thuc va ky thuat trinh bay van ban tai Quy dinh nay. 

Can cr Quy dinh nay cac Phong ban, don vi trong Cong ty chi dao cong 
tac soan thao va ban hanh van ban theo dung the thuc quy dinh. 

an phOng Cong ty co track nhiem hung dan, to chdc kiem tra viec thgc 
hien quy dinh nay tai Cong ty. 

Dieu 20. Viec sixa 	bo sung Quy dinh nay do Van phon Cong ty de 
xudt trinh Giam doc Cong ty xem xet phe duyet./. 

  

  

GIAM DOC 

  

   

Ph4m atic khiem 



Phn luc I-A 
BANG altr VIET TAT TEN LOA' VAN BAN 

(Kern then quy clinh ye quy clinh ye the thirc, k-9 thuat trinh bay van ban va 
nghrep vy tong tac Van thu; luu trir cita Cong ty than Thong Nhdt — TKV 

ngay thong 11 nom 2014) 

TT TEN LORI VAN BAN CHU VIET TAT GHI CHO 

Van ban hanh chinh 
, 

1 Nghi quyet NQ 
2 Nghi quy6t lien tick NQLT 
3 Quye't dinh QD 
4 C1-11'-tiu: CT 
5 Thong boo TB 
6 , Chuang trinh CTr 
7 KE hoach KH 
8 Phuang an PA 
9 D& an DA 

10 Bap coo BC 
11 Biefi ban BB 
12 To.  trinh TTr 
13 - COng van VTNC-VP ho4c VTNC-chic viet 

tat ten cat Phong, Ban, don vi  
14  Hap gong HI) 
15 Cong din CD 
16 , Gidy chirng nhan CN 
17,G14' 

• " 	 9 	 " i Y uy nhem UN 
18 

9 

Giay uSi-  quyen UQ 
19 Giay mei GM 
20 Giay gieri tWu GT 
21 Giay nghi phep NP 
22 Giay di duong. DD 
23 Gidy bien nh n , BN 
24 . Phieu gir' i PG 
25 hieu chuyen PC 
26 Phi6u boo PB 

Ban sao van ban 

1 Bah sao y ban chinh SY 
2 Bari trich sao TS 
3 Ban sao luc SL 



 

Phy luc II 
BANG CHI' VIET TAT TEN LOAI VAN BAN 

  

(Kern <theo quy clinh ve quy clinh ve the thirc, 197 thudt trinh bay van ban va • 
nghrOp.vy cong tac Van thu, luu tric cita Cong ty than Thong Nhat — TKV 

ngay 	thong 11 nom 2014) 

TT TEN LOAM VAN BAN cHfr VIET AT GHI 
CHU 

1 Cong ty than thOng rihdt - TKV VTNC 
2 VanPhong COng ty VP 
3 6ng To chirc - Lao &Ong ti&l. lucmg , TCLD 
4 Phong Ke toan - Tai chinh KT-TC 
5 otlg Ke's hoach va quan tri chi phi KH 
6 Phong Dau to moi truZyng DTM 
7 PhOng Thanh tra phap ch6 va ki6m toan not bo TT-KT 
8 PhOng Icy thuat Cong nghe mo KCM 
9 Phong K5"/ thuat - An toan va BHLD AT 
0 Phong KCS va tieu thy KCS 

11 Phong Diu khi'L san xudt DKSX 
12 Phong Vat to VT 
13 Phong Trdc dia - Dia chdt TD 
14 Ban 	uan13',  du an QLDA 
15 PhOng Thong giO thoat nook mO TGM 
16 Phong Bao ve quan su BVQS 
17 , 'PbOng Ca dien Van tai CV 
18 Tram Y to YT 
19 Dang uST DU 
20 Cong doan CD 
21Doan. thanh nien „ DTN 
22 Hof Cuu chien binh CCB 
23 Ban nit cong NC 
24 Van phong Dang uSi VPDU 
25 .Van phong Cong goon VPCD 
26 Ban tuyen giao Dang uST TGDU 
27 Ban to chic Dang uSi , TCDU 
28 Ban kiem tra Dang uST KTDU 
29 Ban thuemg vi:i BTV 
30 - Ban chdp hank BCH 



4  30-35mri  

Phu hp III 
SapO BO TRi CAC THANH PHAN THE THeC VAN BAN 

(Teen mot trang giAy lch6 A4: (210mm x 297mm) 

20-25 

(2) Ca quan chu quan va ten 
don vi ban hanh van ban 

(3) So va ky hieu ban hanh 
van ban 

(11) DAu thu hOi va chi dan ve 
pham vi hru hanh 

(1) QuifSc hieu 

(4) Dia danh va ngay thang 
ban hanh van ban 

mm 

(5b) Trich yen not dung 
ding van hanh chinh 

(10a) Dau chi mirc dO mat 

(5a) Ten loai van ban 
Trich yeu not dung van ban 

(9a) Kinh giri 

(10b) DAu chi 
mdc dO lchAn 

(12b) Wu chi 
clan ye du thao 

(6) NOi dung van ban 

(7a) Chirc vu, quyen han cua nguen 14( 

(8) DAu 
ctiia Cty 

(9b) Nai nhan 

(9c) KS hieu ngtroi danh may 

(7c) Chit kr 

(7b) H9 va ten cua ngued 14/ 

(13) Dia chi cc( quan, to chirc, dia chi Email, dia chi Webstite, so dien thoai, so 
Telex, so Fax (nOu can) 

20-25 mm 

145-20 o.  
mm 



Ghi chit phy lyc 

O SO THANH PHAN THE Tilt:1'C VAN BAN GHI 
CHU 

1 QUOC hieu 

2 Ten ca quan, to chdc ban hanh van ban 

So; 1c5f hied ban hanh van ban 

4 Dia danh va ngdy, thang, nam ban hanh van ban 

5a Ten loai va trich yeti not dung van ban 

5b Trich yeu not dung cong van hanh chinh 

6 N9i dung van ban 

7a, 7b, 7c Chdc vu, ho ten va chir ky cua nguoi co tham quyn 

8 Dau- cua ca quan, to chdc 

9a Kinh giri 

9b Nai nh4n 

9c K3',  hieu nguoi danh may va so lugng ban phat hanh 

10a Dau chi muc d9 mat 

1 Ob Dau chi mirc d9 khan 

11 Dau thu hoi va chi dan ye pham vi hru hanh 

12 Chi dan NTs dir thao van ban 
, 

13 Dia 

Website; 

chi ca quan, to chdc; dia chi E-mai; dia chi 

so then thogi, so Telex, so Pax. 



7 - Noi nh4n 

C6-DAu ci:a 
Cty 

5c- Chit ky 

20-25 mm 

PHAN CUOI CUNG CiJA VAN BAN DUVC SAO 

1- Hinh thirc sao: "sao y ban 
chinh, 'sao luc" 

4- Dia danh va ngay, thang, nam 
sao 

5a- Chirc vu, quy"e'n han cua nguai ky 

J5-20  
mm 

2- Ten ca quan, to chuc 
sao van ban 

3- S6, ky hieu barn sao 

5b- H9 va ten dm ngued ky 

20-25 mm 

Phy luc IV 
X 	 I 

SO DO BO TRI CAC THANH PHAN THE TIllirC SAO VAN BAN 
(Teen mot trang gidy 1(116 A4: (210mm x 297mm) 



Mau sa 1: NGHI QUYET LIEN TICH 

CONG HOA XA HOI CH 
DO 14p - Tir do - 

NGHIA VIVI' NAM 
Hwth phtic 

TAP DOAN CONG NGHV 
THAN-KHOANG SAN VIO' NAM 

CONG TY THAN THONG NHAT - TKV 

SO' • 	/NQLT-GD- 1  Quang Ninh, ngay 	th ng 	nam 201... 

NGHI QUYET LIEN TICH 

Ve vqc 	
 
2 

3 

	 (k& thuc not dung van ban c6 ddu)./. 

TM. 	4 	 GIAM DOC 

	

(chi 195, &flu va ho ten ngueri 	 (chi ky, cau va 129 ten gu.61 kf) 

Noi nh'On: 

- Ltru: VT, ....5  ...6  . (chlam). 

Chu 

1. Ten -CO eh& doan the tham gia ban hanh NQLT. 
2. Trich yeu not dung dm Nghi quyet lien tich. 
3. Can cir ca phap IY de ra Nghi quyet. 
"BO cpc có the Om; mpc (I, II, III ...), khoan (1, 2, 3...), diem (a, b, c...)" 
4. Lanh dao cac to chirc doan the tham gia ban hanh NQLT (ngueri dimg dam hoac ngtrai Pho dirge 

us, nhiem 14,  thay). 
5. Ten viet tat dan vi chit tri soan thao van ban. , 
6. Chuviet tat ten ngtroi sop thao van ban va so bran ban phat hanh. 



Mau s6 2: QUYET DINH (quy dinh tryv tie'p) 

TAP DOAN CONG NGHIt.13  
THAN-KHOANG SAN Vit.  T NAM 

CONG TY THAN THONG NHAT — TKV 

Sr6 	/QD-VTNC 

CONG HOA XA HOI CHU GHIA VItT NAM 
Doc la - Ty do - Ranh 

Qucing Ninh, ngay 	thang 	 nam 201... 

QUYET DINH 

v'e 

GIAM DOC CONG TY THAN THONG NHAT - TK 

Can cir 	 2 

Can cir 	  

Xet cue nghi 	 3 

QUYET DINH: 

Dieu 1. 	  

Dieu 2. 	 4 

Dieu 3. 	 (Ice't thuc rgii dung van ban c6 	./. 

GIAM DOC 
Nmi nhOn: 
- NMI dieu... ; 

- Luu: VT, 5 	6 (chain). (chit kf), cau va ho ten ngu• k) 

Chti giai: 

1. Trich yeu not dung 	, Quyet dinh. 
2. Can cir ca so phap IS,  ra Quy6,t 
3. Xet nghi 	ai, tat van ban so 	ngay. . thang. .nam 	ve viec 
4. Can cir yap not dung de dinh so dieu, khoan phis hqp. 
5. Ten vie't tat dan vi chit tri soar thao van ban. 
6. Chu vie't tat ten nguai soan thao van ban va so ltrong ban phat hanh. 



Mau so 3: QUYET DINH (Ban hanh hoac phe duyet mot vlin ban khac) 

TAP DOAN CONG NGHItP 	LONG HOA x A HOI CHU NGHIA VIVI NAM 
THAN-KHOANG SAN VItT NAM 	 DOc 14p - Tv do - lipth phtic 

CONG TY THAN THONG  NHAT — TKV 

Sr6 	/QD-VTNC 	Quang Ninh, ngay 	 nam 201... 

QUYET DINH 

Ban hanh Quy the (Quy dinh) 	 1  

GIAM DOC CONG TY THAN THONG NHAT - TKV 

Can cir 	 2 

Can cd 	  

Xet de nghi 	
 3 

QUYET DINH: 

Dieu 1. 	  

Dieu 2. 	 4 

Dieu 3. 	 (kit thuc not dung van ban có dAu)./. 

GIAM DOC 
Ndi nh'On: 
- Nhu dieu... ; 

- Lau: VT, 5 	 
g

. (cham). (chu ky, dciu va ho ten nguer k)) 

Chu 

1. Ten quy ch6. 
2. Can dr co' phap 1y de ra Quy4 dinh. 
3. Xet de nghi cua ai, tai van ban so 	ngay thang. .nam 	ve viec 
4. Can dr vao nOi dung de dinh so dieu, khoan pha hop. 
5. Ten viet tat don vi chu tri soan thao van ban.  
6. chit viet tat ten nguoi soan thao van ban va so hrcvng ban Oat hanh. 



Kem theo Milu so 3 

TAP DOAN CONG NGHIt:13  
THAN-KHOANG SAN VIT NAM 

CONG TY THAN THONG NHAT - TKV 

QUY CHE (QUY DINH) 

(Ban hanh kern theo Quyit Binh s O. 	I  	ngay 	thong 
cf,ia Giam clac COng ty than Thong Nh -Ot - TKV) 

nom 20... 

CONG HOA ,a.  Ho CHL 
WO 10p - Tir do - 

NGHIA VIET NAM 
Hpih pink 

Chuang I 

QUY DINH CHUNG 

Dieu 1 

Chuang II 

Dieu 

(kezt tin& not dung van ban 6 dau)./. 

GIAM DOC 

(chit kj, dau va ho ten ngte 

2 

hop. 

Chti OM: 

1. S6, ngay dm Quy6t dinh ban hanh Quy the (Quy dinh). 
2. Can dr vao n(ii dung ngan, dai a phan down: chmmg, muc, diL, khoan cho ph 



Mizu sa 4: LONG VAN CUA CONG TY Gel CHO MOT CO QUAN, ON VI 

  

TAP DOAN CONG NGHIt. P 
THAN-KHOANG SAN VIT NAM 

CONG TY THAN THONG NHAT — TKV 

S6'. 	NTNC-  I  

V 	
2 

AT 

LONG HOA xA.  HOI CHiJ NGHIA VIET NAM 
D(ic Ilap - Tv do II#nh phfic 

Quang Ninh, ngay 	Mang 	nam 201... 

Kinh giri: 	
 3 

4 

Noi nhein: 
- Nhtr tren; 

 

Ice't thiac not dung van ban có d u./  

GIAM DOC 

(chiit kfi, djit va ho ten neithi 19) 
; 	, 

- Luu: VT, . 5 	 6  .(cham). 

Chti gifii: 

1. Ten don vi soan thao van ban. 
2. Trich yeu n(ii dung van ban. 
3. Co quan, don vi nhan van ban. 
4. WO dung van ban. 
5. Ten viet tat don vi chit tri soan thao van ban. 
6. Chit vie't tat ten ngtrei soan than van ban va se) Itrog ban phat hanh. 



Mdu so 5: CONG VAN CUA CONG TY GUI CHO NHIEU CO QUAN DON VI 

TAP DOAN CONG NGHIEP 
THAN-KHOANG SAN VIVT NAM 

CONG TY THAN THONG NHAT - TKV 

S6. 	/VTNC-  1  

V 	
2 

AT 

Kinh 

CONG HOA xA HQI CHU NGHIA VIET NAM 
Di)c lap - Tv do - Hanh pluic 

Quang Ninh, ngay 	tha g 	nam 201... 

; (DAu chAm phAy) 

; (D'Au chAm ph'Ay) 

(DAu chAm ) 

4 

No'i 
- Nhu tren ; 

  

ke't thtic nOi dung van ban c dAu./. 

GIAM DOC 

(chi? ky, can va ho ten ngu.dri 

    

- Lau: VT, 5 	 6  .(ChAM). 

Chti giai: 

1. Ten don vi soan thao van ban. 
2. Trich yeu n6i dung van ban. 
3. Dia chi giri (cho nhieu co quan). 
4. N6i dung van ban. 
5. Ten viet tat don vi chit tri soan did() van ban.  
6. Chuviet tat ten ngu6i soan thao van ban va so luvng ban phat hanh. 

3 



Mau so 6: TO TRINH 

TAP DOAN CONG NGHO 
THAN-KHOANG SAN VWT NAM 

CONG TY  THAN THONG  NHAT - TKV 

s6. 	/TTr-VTNC 

LONG HOA XA HOI CH NGHIA VIET NAM 
Hoc lap - Tir do Hanh pink  

Quang Ninh, ngay 	Mang 	Wain 201... 

Td TRINH 

Ve vi"0 	  

Kinh giri• 	 

2 

ket thdc not dung van ban c6 dAul. 

Nei nkin: 
- Tap doan TKV; 

3 

GIAM DOC 

- Ltru: VT, 4 	 5  .(Ch AM). (chiit kji, ciciu va h9 ten ngteal kj) 

Chu gifii: 

1. Trich yeti van ban. 
2. NOi dung van ban. 
3. Nhang,dan vi khac nhan van ban. 
4. Ten viet tat clan vi chti tri soan thao van ban. , 
5. Chit viet tat ten ngueri soan thao van ban va so hrong ban Oat hanh. 



Mau so 7: THONG BAO KET LUAN CUA GIAm D I C 

TAP DOAN CONG NGHV 
THAN-KHOANG SAN VleT NAM 

CONG TY THAN THONG NHAT - TKV 

Sr6 	/TB-VTNC  

CONG HOA XA HOI CHU 	VI$T NAM 
DOc lap - Tv do - anh phfic 

Quang Ninh, ngay 	tha g 	nam 201... 

THONG BAO 

Ktt lu;an cua Giam dOc... 

Kinh giri• 	 

	 (1(6t thuc not dung van ban cs dAu)./. 

TL. GIAM DOC 
CHANH VAN PHO G 

(chi? k-f), ctciu va hp ten ngteeri 

No'i 
• 3 

- Luu: VT, 4 	 5  .(chm). 

Cho giai: 

1. Trich yeu van ban. 
2. N'Oi dung van ban. 
3. Nhangdon vi khac nhan van ban. 
4. Ten viet tat don vi chit tri soan thao van ban. 
5. Chit vie't tat ten ngu.di soan thao van ban va s6 luvng ban phat hanh. 

Miiu so 8: CONG DIEN 



Mau so 8: CONG D4N 

TAP DOAN CONG NGHO 
THAN-KHOANG SAN WI' NAM 

CONG TY THAN THONG NHAT - TKV 

S6- 	/CD-VTNC 

LONG HOA x3, Ho' CHU NGHTA VIVI' NAM 
Hoc lap - Tu. do - Hanh phtic  

Quang Ninh, ngay 	thang 	narn 201... 

CONG DIN 

Vt vqc 	 I 

GIAM DOC CONG TY THAN THONG NHAT - TKV DItN (2)  

- Cac don vi 	
 3 

4 

	 (ket thuc not dung van ban có dau)./. 

No'i nhtin: 	 QUYEN HAN, CHIIC VU NGUI41 KY 

- Luu: VT, 5 	 6.(ChAM). 	 (chi? kfl, &in va h9 ten ngu-ai kj) 

Chu giii: 

1. Trich y6u not dung cong diOn. 
2. Ten ca quan, to chirc hoac chirc danh ngtrOi dirng dau ca quan, to chtk ban hanh ding diem 
3. Ten ca quan, to chirc, ca nhan nhan diem 
4. Ten viet tat don vi soan thao va so lucmg ban km (neu can). 
5. 1“7 hien ngueri soan tildn van ban va s6 Itrong ban phat hanh (neu can). 



Mau so 9: CHI THI 

TAP DOAN LONG NGHV 
THAN-KHOANG SAN VICT NAM 

CONG TY THAN THONG NHAT - TKV 

Sro 	/CT-VTNC 

CONG HOA XA HOI CHU GHIA VItT NAM 
DO 14p - Ttr do - anh phtic 

Quang Ninh, ngay 	tha g 	Wm 201... 

CHI THI 

Ve viec 	  

Hien nay 	  

	 Cong ty eu eau cac 

Phong, Ban, don vi (g9i tit la cac don vi) 0) trung th‘rc hien cac no dung sau: 

1 	3 

3 	  

4 

Can cir Chi thi, de nghi cac don vi nghiem tuc tri6n khai thvc 

Nol 
4 

  

GIAM HOC 

     

- Luu: VT, 5 	6  .(Ch6M). 
(chit 195, dein va ho ten n 

Chu gifii: 

1. Trich yeu dm chi thi. 
2. Neu boi canh chung can phai ban hanh Chi till!. 
3. NiC dung cu the cac don vi can phai trien khai thuc 
4. Nhangdcm vi khac nhan chi thi. 
5. Ten viet tat don vi chit tri sop thao chi thi. 
6. Chit viet tat ten nguoti sown thao van ban va so lugng ban phat hanh. 

2 



Mau sa 10: Cling van cila 	 Giam 'Vic la hit tich 

CONG TY THAN THONG NHAT - TKV LONG HOA XA HOI CHU NGHIA VIVI' NAM 
HOI HONG 	 DOc 14p - Tir do - I-4nh phtic 

	/V'TNC-HD... "1" 	Quang Ninh, ngay 	thing 	Warn 201... 

V/v 	 2 

Kinh giri 	  3 

4 

(k& thuc ned dung van ban có dAu)./. 

Noi nhan: 	 TM. HO TONG 
	 (b/c); 	 CHU TICH - GIAM DOC 

- Nhu kinh girt 

- Luu: VT,..5....6.(cham). 	 (chit k), dein va ho t n ngteol /g) 

Chti gifii: 

1. Ten flOi Sing phat hanh van ban. 
2. Trich yeu not dung cong van. 
3. Ten co quan, to chirc, ca nhan nhan cong van. 
4. NOi dung Fong van. 
5. Ten viet tat don vi thuang truc soan thao cong van (nett can). 
6. 1“,  hieu ngueri soan thao van ban va so ltrang ban Oat hanh (neu can) 



Mau se //: Ging van cita Ht)i 	 Giam thic fit Chit tich 

CONG TY THAN THONG NHAT - TKV LONG HOA XA HOI CHUI NGHIA VIVI' NAM 
HOI BONG 	 DOc 14p - Tv do - 11-1#nh phtic 

	/VTNC-HD... "1" 

VAT 	 2 

Quang Ninh, ngay 	thng 	n m 201 . . . 

Kinh giri 	
 3 

4 

	 (k& thuc not dung van ban có clOu)./. 

Noi 
	

TM. WO TONG 
CHU TIcH (b/c); 

- Nhtr kinh gut 

- Ltru: VT,..5....6.(cham). 

(cht ky, deiu va h9 ten nguai ky 

NGUYEN 1V1210M TOAN- PGD 

Chu gifii: 

1. Ten H6i d6ng Oat hanh van ban. 
2. Trich yeu not dung cong van. 
3. Ten co quan, to chirc, ca nhan nhan cong van. 
4. NOi dung cong van. 
5. Ten vi6t tat don vi thuong trkrc soan thao cong van (neu can). 
6. Ky hieu nglari soan thao van ban va s6 higng ban pilaf hanh (neu 



Mau so 12: BIEN BAN 

TAP DOAN CONG NGHIEP 	LONG HOA XA HOI CHU NGHIA VIET NAM 
THAN-KHOANG SAN VIET NAM 	 DOc 14p - Tv do - Hph phtic 

CONG TY THAN THONG NHAT — TKV 

Ser 	/BB-VTNC 	Quang Ninh, ngay 	 n am 201... 

BIEN BAN 
Ve 	 

Thai gian bat dau 	  
Dia diem. 	  
Hinh thirc h9p. 	  
Thanh phan d%r h9p. 	  
Chu tri h9p (chit -Loa). 	  
Thu 14:(ngtraci ghi bien ban) 	  

Ni"O dung: (theo din bin cu'Oc h9p, hOi nghi, hOi thao): 

CuOc h9p (h0i nghi, hoi than) k6t thuc 	 ngdy... ...thang....nam 
201 ..... ./. 

THU' KY 	 CHU TOA (THAM QUYEN KY NEU CO) (2)  

(chic ky va h9 ten ngtrai kji) 	(chi? 1c);, dju va h9 ten n troi kj) 

Chti giai: 

1. Ten cuOc hop, hOi nghi, hOi 
2. Ghi quyn han, chi.rc vu caa nveri 14,  (n6u co) 
Bien ban phai co tix hai chit kY tra len. 



Mau so 13: BIEN BAN CUOC HOP 

TAP DOAN CONG NGHO 
THAN-KHOANG SAN VIET NAM 

CONG TY THAN THONG NHAT - TKV 

str 	/BB-VTNC 

CCONG HOA x A HOI CHU NGIIIA VIET NAM 
DO lb - Tn. do - 1-4nh pink 

Quang Ninh, ngay 	thong 	nom 201... 

BIEN BAN CUOC HOP 
Vt NT* binh xet danh hqu thi dua nom 201.. 

- Thed gian- 	ngdy 	thong 	nom 20.... 
- Dia diem hop- 
- Thanh phAn du h9p- 
- Khach mei (neu co) 	  
- yang: (lydo yang) 	  
- Chu tri hop (chii t9a)- 
- Thu kY:(nguoi ghi Bien ban) 	  

- NOi dung: Binh xet danh hieu thi dua nom 201... 

DIEN BIEN NOI DUNG CUOC HOP 

1. Chu t9a tuyenb6 li do 	  

2 

Nghi quyet: 
1. 	 

2.  

CuOc hop (hOi nghi, Ni thao) ket thac vao....gier.... ngay ...... thang....nam 
201 	 ./. 

THU' KY 

(chic 4 va h9 ten ngtroi ki) 

   

CHU TOA 

(chi  kJ"), ctclu va h9 ten ngweri kj) 

   

    



Mau s6 14: BIEN BAN HOP HOI BONG 

TAP DOAN CONG NGHIV 
THAN-KHOANG SAN VIti-  NAM 

CONG TY THAN THONG NHAT - TKV 

s6. 	/BB-VTNC 

LONG HOA xA HO CHO NGHIA VItT NAM 

DO 14p - Ti, do - H#nh phtic 

Qucing Ninh, ngay 	thing 	nam 201... 

BIEN BAN CUOC HOP 

- Thai gian va dia di6m h9p- 
- Hinh thtic h9p 	  
- Thanh phan du h9p- 
- Chu tri h9p (chii t9a). 	  
- Thu 14: (ngued ghi bien ban) 	  

DIEN BIEN NOI DUNG CUOC HOP 

1. Chill t9a tuyen bo li do 	  

2. Trao d6i/thao ludn 	  

QUYET NGHI (NGHI QUYET): 
1 . 	  

2 

CuOc h9p ke't thiic 	ngay 	thang. .nam 201 	, 
Bien ban nay dd duvc cac thanh vien HOi dung 	h9p bieu 

thong qua./. 
quye't nhdt tri 

CAC THANH VIEN HOI BONG 

(chu kj) va h9 ten ngtroi 19) 

CHU TOA 
CHU TICH HO! BONG 

(chit'  va h.? ten ngtreei kfi) 

THU' KY 
(dia. Icj) va he ten nguziikY) 



Mau sa 15 (Cong van din cac Phong ky htrerng can, th ng ban) 

TAP DOAN CONG NGHV 	CONG HOA xA HQI CHU NGHtA VIVT NAM 
THAN-KHOANG SAN VIET NAM 	 DO lap - Tir do - Ranh pluic 

CONG TY THAN THONG NHAT — TKV 

SE.;• 	NTNC- I 	Quang Ninh, ngay 	thang 	nam 201... 

THONG BAO 

Kinh giri• 	
 2 

3 

	 (kit thiac not dung van ban có clau /. 

Nei nhOn: 
	 TL.GIAM DOC 

- Mar tren; 
	 CHANH VAN PH NG 

- Um: VT, 4 	 5  (cham). 	 (chic kf?, ciciu va h9 ten n 	kf) 

Chti giii: 

1. Ten viet tat da don vi sop thao van ban. 
2. Dia chi giri. 
3. NOi dung van ban. 
4. Ten viet tat don vi chit tri soan than van ban.  
5. Chu'viet tat ten ngt.r6i soan than van ban va so hxcmg ban phat hanh. 



Mau s6 16 (Van ban a nghi cho thwc hik'n veri don vi ngoai I ong ty) 

TAP DOAN CONG NGHO 
THAN-KHOANG SAN VItT NAM 

CONG TY THAN THONG NHAT - TKV 

LONG HOA XA HOI CHU GHIA MT NAM 
D4c 14p - Tv do - anh phtic 

    

Quang Ninh, ngay 	tha g 	nam 201... 

VAN BAN BE NGIII 
Ve vik‘c 	 1 

Kinh 	Ong Giam d6c Cong ty than Th6ng NhAt - TKV 

Can cir 	  

Thuc hien 

PhOng 	 kinh de nghi Ong Giam d6c C6ng ty 	4 

Kinh de nghi Ong Giam d6c Cong ty xem xet giai quy6t 	/. 

GIAM HOC TRVONG PHONG.... 	NGIf DE NGHI 

( kji vit ghi ro ho ten) 	 (ky va g i r5 hp ten) 

Chti giai: 

1. Trich 34u nt)i dung van ban de nghi. 
2. Can dr vao Van ban chi dao cila cap tren. 
3. Thtrc hien chi dao cua Gram doc hay yeu cau phac vu san 
4. Nt3i dung can de nghi. 



Mau sa 17 (Van ban de nghi trong not 130 Cong ty) 

CONG TY THAN THONG NHAT - TKV CONG HOA x A HOI CHU NGHTA VIVI' NAM 
PHONG DAU TIX XAY DUNG 	 DO 14p - Tv do - II#nh phtic 

Quang Ninh, ngay 	thang 	nain 201... 

VAN BAN DE NGIII (HC4C BAO CAO) 

Ve 1 NT* 	 

Kinh giri: Ong Giam d6e Cong ty than Th6ng NhAt - TKV 

Can cir 	
 2 

Thijc hi'en 
	 3 

Phong 	 kinh & nghi Ong Giam d6c COng ty 	
 4 

Kinh & nghi Ong Giam d6c Cong ty xem xet gial quy6t 	/. 

GIAM HOC 	TR1U'CiNG PHONG.... 	NGIid1 DE NGIII 

( 4 va ghi ro hp ten) 	 ( 4 va 3 hi ra ho ten) 

Chu giiii: 

1. Trich yeu ni5i dung van ban de nghi. 
2. Can cir Van ban chi dao dm cap teen. 
3. Thvc hien Chuang trinh, Ke hoach... hay chi dao dm Giam d6c Cong ty. 
4. NOi dung can de nghi. 



DCoc liap - Tg do - I 4nh phtic 

	

SiS. 	/TB-VTNC 	 Quang Ninh, ngay 	t ang 	narn 2014 

	

v'e vi& 	 1 

Kinh giri 	
 2 

3 

(ke't thdc not dung Van ban có dAu)./. 

Noi nhtin: 	 GIAM DOC 
- Nhu teen; 

- 	  
- Luu: VT, 4 	 5.(ChaM). 	 (chit Igi, &lit va hp ten ng 61 kj) 

Chu giii: 

1. Trich ye'u not dung van ban. 
2. Dia chi giri. 
3. NOi dung van ban. 
4. Ten viet tat don vi chii tri soan thao van ban. , 
5. Chicviet tat ten ngtroi soan than van ban va so luvng ban phat hanh. 

Mau so 18 (Van ban thong bao ctia Giam (ilk hoc Pho Giant dirk ST Oat hanh) 

TAP DOAN CONG NGHIt'13 	CONG HOA XA MX CHU NGHIA VIVI' NAM 
THAN-KHOANG SAN VIE: T NAM 

CONG TY THAN THONG NHAT — TKV 



d4c biet luu 

nhu mau, 

khac: bao 

ban va ban 

hirc va ten 

theo dung 

C-VP 

C-TCLD 

5. Thi'm quyen 14T 
- D6i \Teri ice toan twang, Chanh Van phong, Tnrang Phong T 

+ Khi ky cac van ban don d6c, nhac nho. hoc huang dAn nghi 

tong vi6c khac khi da coy kin cua Giant d6c thi ghi: 

MOT SO VAN BE CAN LUt );7  KHI SOAN THAO VAN BAN 

1. Ve mAu chit va chi tit t14 thiic van ban, ban sao 

Thixc hien theo dung quy dinh nay, khong dugc hr y thay d6i, 

dong ke ben duoi Qu6c hi6u va ten co quan, to chirc phai dun 

khong duoc trang tri khac mL quy dinh. 

2. Phong chit 
Dung ph6ng chit Ting Vi6t Times New Roman (Unicode). 

3. KST hie:u van ban Minh chinh 

- KST hi6u cua Quy& dinh, Chi thi va cua cac hinh thirc van b 

g6m chit vi& tat ten loai van ban theo bang chit vi& tat ten loai v 

sao kem theo Quy dinh va phu kw kern theo, vi du: 

+ Chi thi cua Giam d6c Cong ty: S6 	/CT-VTNC 

+ Quy& dinh cua Giam doc Cong ty: S6 	/QD-VTNC. 

- KST hi6u cua dog van bao g6m chit viet tat ten co quan, to 

don vi soan thao van ban hoc chit tri sop thao ding van (n6u co 

mL tai cac phv lvc kem theo quy dinh nay, vi du: 

+ Cong van cila Cong ty do Van phong soan thao: S6 	N 

+ Cong van ciia Cong ty do Phong TCDT sop than: S6 	N 

4. DOi veri Nghi quy4t, Quytt dinh, Chi thi... 
Luu y lam theo dung cac mau kem theo quy dinh nay. 

*) Lwu 

- Rieng c of vmi tong van trong ky hifu van ban khong ghi C . 

- Cling van ph& hank not be) trong Mfg ty thi có the bd s hiin ten co' 

quan chit quart tr(rc dip, chi can ghi ten Cling ty vd don vi phdt ha h van ban. 
Vi du: 

CONG TY THAN THONG NHAT - TKV CONG HOA XA HQI CHU N HiA VIET NAM 
"TEN DON VI PHAT HANH VAN BAN" 	D^c la - Tit' do - H nh hue 

Quang Ninh, ngay 	tha • 	 nam 201... 

LD: 

vu va cac 



TL. GIAM DOC 
TRVONG PHONG TCLD 

TL. GIAM DO 
CHANH VAN PH 

Nguygn Van A 	 Le Van B 

- Khi 4 cac van ban cc') tinh chAt nghiep vu, ke toan, tai chi 

ding thi ghi: 

KE TOAN TRU'ONG 

Nguyen Van C 

NG 

clugc phan 

6. Chire danh ngtroi 4 

Chi ghi chirc danh ngu6i ky nhu Giam doc, Pho Giam doc. Khong ghi 

Giam doc Cong ty, PhO Giam doc Cong ty hoac Duyet Giam doc. 

Vi 

GIAM DOC 	 NGU'JI DE NG 

Khong ghi GIAM DOC CONG TY hoac DUVET GIAM 

7. De kST: Ghi quyen han cua ngu6i ky nhu sau: 

- Thay mat: TM. (khong ghi T/M); 1(T thay: KT. (khong ghi K/T); Thira 

lenh: TL. (thong ghi T/L)... . 

I 

Oc 

: Sau dAu 

King (...); 

khi xuang 

chAm phAy 

At - TKV 

8/2013 cua 

8. Viet hoa trong van bin hanh chinh 

8.1. Viet hoa vi phe'p deit cau 
a. Viet hoa chit cai dAu am tiet thir nhAt cua mat cau hoan ch' 

chAm(.); Sau dAu chAm hoi (?); sau dau chAm than (!); sau dAu chi 

sau dim hai chAm (:); sau dAu hai chAm trong ngoac kep (:"...") v 

Bong. 

b. Viet hoa chit cai dAu am tiet thin nhAt cua menh de sau da 

(;) va dAu phAy (,) khi xuang d6ng. Vi 

Can cir Dieu le va to chirc hoat clang cua C6ng ty than Thong 

ban hanh kern theo Quyet dinh so 869/QD-VINACOMIN ngay 28 

Tang giarn doc Tap down Cong nghiep Than — Khoang san Viet Nam 

Theo de nghi cua Chanh Van phong Cong ty, 

8.2. Viet hoa ten dia 135 



a) Ten don vi hanh chinh dugc cAu tao gift danh tir chung ( 

xa...) vai ten rieng dm don vi hanh chinh dO: Viet hoa chit cai dau 

tiet tao thanh ten rieng va kh6ng dung gach nei. 

Vi du: thanh phe Ha Long, thanh phe Uong Bi, thanh ph6 
tinh Hai Ducmg, tinh Quang Ninh, phueng Cam Thanh... 

b) Trueng hop ten dun vi hanh chinh dugc cAu tao gifra danh 
hop vai chit se, ten nguiyi, ten sit kien lich sir: Viet hoa Ca danh tir ch 

vi hanh chinh do. 

Vi du: Quan 12, Thanh phe H6 Chi Minh, Quan Hai Ba Tnmg 

c) Tnrong hop viet hoa dac biet: Thu do Ha NOi. 
d) Ten dia 1ST dugc cAu tao glib danh tir chung chi dia. hinh (s 

bier', cira, ben eau, yang, lach...) voi danh tir rieng (co mot am tiet) t 
rieng dm don vi do: Viet hoa tAt ca cac chit cai tao nen dia danh. 

Vi du: vinh Ha Long, bien SAm Son_ 

d) Ten dia. 13'T chi mot vimg, mien, khu vuc nhAt dinh dugc cAu 

chi phucmg huang ket hop \Teri tir chi phucmg thirc khac: Viet hoa 

dm tAt ca cac am tiet tao thanh ten goi. Doi vai ten dia. 1ST chi vimg 
dugc cAu tao bang tir chi phuong hung ket hgp vai danh tir chi dia 
viet hoa cac chit cai dau In& am ti6t. 

Vi du: Nam Trung BO, Tay Bac, Bac BO... 

inh, huyen, 

dm cac am 

Ai Nguyen, 

chung ket 
g chi don 

ng, niii, ho 
a thanh ten 

tao bing tit 

hit cai dAu 

mien rieng 
inh thi phai 

8.3. Viet hoa ten co quan, to cluk 
Viet hoa chit cai dau cua cac tir, cum tir chi loai hinh ca qu 

chirc nang, linh vvc hoat dOng dm ca quan, to chirc. 

Vi du: 
- Ban Chi dao trung ucmg ve Phong chong tham nhfing; U 

ucmg Mat tan T6 quiSc Vi.'t Nam; Uy ban ve Cac van & xA hOi dm 

- Van phong Chu tich nuac; Van phong Quec hOi, Van ph 

nhan dan tinh Quang Ninh... 
- BO Cong thucmg, BO Tai nguyen va Moi throng; 1345 Khoa 

nghe; 

6 chirc, 

ban Trung 

0 uoc hOi; 

ng Uy ban 

c va Cong 

ang D'au ter 
- ting c‘ic Thud; T6ng cvc Hai quan... 

- TO down Cong nghiep than — Khoang san Viet Nam; Ngan 
va Phat trien Viet Nam,... 



- C6ng ty Co phan Tu van Dau to mo va C6ng nghiep; Vie 
Ging nghe m6; Throng Cao dang nghe Gang nghiep Viet Bac; Con 
ca khi Hon Gai; Tap chi than — Khoang san Viet Nam;... 

- Phong Dau to M6i tnrong; Phong T6 chirc Lao Ong, ... 

8.4. Viit hoa cac &Wing hop kit tic 
a. Ten cac danh hieu vinh du 
Viet hoa chit cai dau ctia cac am tiet cua cac thanh ph6 tao 

rieng va cac tit chi thin, hang. 
Vi 	Chien sy Thi dua cap B6 Cong thuong; Chien sy Thi 

doan; Tho.  m6 Ve yang; Anh hung lao d6ng;... 
b. Ten chirc NT, hoc vi, danh hieu 
Viet hoa ten chirc vu, hoc vi neu di lien vai ten ngtrati, cu the. 
Vi 
- Gido sit Tien Sy Trail Van T, Tien sy Nguyen Van M... 
- T6ng Giam d6c, Pho T6ng Giam d6c, Giam d6c, Pho Giam 

Van phong, Pho Chanh Van phong, Throng ph6ng, Ph6 Tnrang ph6 
c. Ten cac ngay 16,14 niem, ngay tht. 
vtht hoa chit cai dau dm am tiet tao thanh ten goi ngay 16, ng 

ngay tht. 
Vi 	ngay Qu6c khanh 2-9, ngay Qu6c to Lao dOng 1-5; n 

Viet Nam 20-10; ngay Luu trir V* Nam lan thir Nhat, tet Nguyen d 
d. Ten cac loai van ban 
Viet hoa chit cai dau dm ten loai van ban va chit cai dau cua 

nhat tao thanh ten lien dm van ban trong tnrong hop not den mot 
the. 

Vi 	B6 luat Lao dOng; Luat Luu trir; Nghi guy& H6i 
vien;... 

Truong hop vien clan cac dieu, khoan, diem dm mOt van 
viet hoa chit cai dau cua dieu, khoan, diem. 

Vi 
- Can cu Dieu 10 B6 luat Lao dOng... 
- Can ctr Diem a, Ithoan 2, Dieu 20 Luat Luu 

Khoa hoc 
ty Co phan 

anh cac ten 

ua cap Tap 

d6c, Chanh 

g. 

y ky 

ay Phu nix 

am tie't thir 
van ban cu 

6ng thanh 

ci the thi 
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