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QUYET PINH

uy dinh vé thé thirc, ky thuat trinh bay, miu van ban
ctia Cong ty than Thong Nhat - TKV |

M DPOC CONG TY THAN THONG NHAT - TK;V

»dlnh s& 110/2004/ND-CP ngay 08/4/2004 cua Chinh phu vé
va Nghi dinh sb 111/2004/NB-CP quy dinh chi tiét thi hanh
hép 1énh Luu trit Qudc gia; ‘

g tu lién tich sb 55/2005/TTLT-BNV-VPCP ngéy 06/5/2005
Vién phong Chinh phu huéng dan vé thé thirc va k¥ thuét trinh
1

ng tu s6 04/2013/TT-BNV ngay 16/4/2013 ciia B Noi vu
g Quy ché cong tac vin thu, luu trit cia cac co quan t6 chic;

ét dinh sé 1736/QDP-VINACOMIN ngay 06/8/2012 cta Tong

n cong nghiép Than - Khoang san Viét Nam V/v Ban hanh

re, k¥ thuét trinh bay, mau céc loai van ban va cong tdc Vin
!

cua Chénh Vén phong Cong ty, ‘

thu, luu tri¥;
Theo d

QUYET PINH: |

hanh kém theo Quyét dinh ndy “Quy dinh v& thé thic, k§

Diéu 1 |
n ban va nghiép vu cong tac Van thu, luu trfr"‘ cua Cong ty

thuét trinh bay

than Théng TRV o |
Piéu 2 t dinh nay c6 hiéu luc ké tir ngay ky va thay thé Eac Quy dinh
trudc day vé trc, k¥ thuat trinh bay, mau céc loai vin ban va ‘pong tac Van

thu, luu trir
Piéu 3
Phong, Ban,

ng ty than Théng Nhit - TKV. |
; |
anh Vian phong, Pho Glam doc Ké toan truérng, Trugng cac

a

- Cong doz‘m, b’
- Nhu diéu 3;
- Luu: VT, VP,




TAPPOAN CONGNGHIEP ~ CONG HOA XA HOI CHU NGHIA VIET NAM
THAN - KHOANG SAN VIET NAM Poc lap - Ty do - Hanh phic
CONG TY THAN THONG NHAT - TKV

QUY PINH

. VE THE THUC, KY THUAT TRINH BAY VAN BAN VA NGHIEP VU
CONG TAC VAN THU, LUU TRU CUA CONG TY THAN THONG NHAT - TKV

(Ban hanh kém theo Quyét dinh s6: /OP-VINC ngay ~ /01/2018
cua Giam doc Cong ty than Thong Nhat - TKV)

Chuong I
QUY DINH CHUNG

Piéu 1. Pham vi d6i twong ap dung

1. Quy dinh ndy quy dinh vé thé thirc, k§ thuat trinh bay va mau céc loai
van ban ctia Céng ty than Théng Nhit - TKV d6i véi van ban Quéan ly hanh
chinh va ban sao van ban.

2. Quy dinh nay 4p dung d6i véi vin ban quan ly hanh chinh ctia Cong ty,
cac Phong, Ban va cac Cong truong, Phan xudng trong Cong ty.

Piéu 2. Cac loai viin ban quan ly hanh chinh

Hé théng vin ban duoc hinh thanh trong qua trinh hoat dong ctia Cong ty
than Théng Nhat — TKV bao gom:

1. Viin ban hanh chinh cd biét: gdm cic vin ban:

a, Quyét dinh ca biét (bao gdm Quyét dinh v& nhan su; Quyét dinh v& thanh
1ap t6 chirc bd may; Quyét dinh vé ban hanh céc loai quy ché, n6i quy hoic didu
16 hoat dong ciia Cong ty; Quyét dinh vé xir phat hanh chinh;...);

b, Chi thi c4 biét;

c, Nghi quyét ca biét.

2. Viin ban hanh chinh théng thwong: gdm céc loai vin ban: Cong vin
(céc loai); Béo cdo (cac loai); Thong bao; Bién ban; T¢ trinh; Pé an; Chuong
trinh; K& hoach; Hop ddng; Cac loai gidy; Céc loai phiéu; Céng dién.

3. Bdn sao vdn ban: gom ban sao y ban chinh, ban trich sao va ban sao luc.

Piéu 3. K§ thuit trinh bay vin ban

K§ thuat trinh bay van ban quy dinh tai Quy dinh ndy bao gdm khd gidy,
kiéu trinh bay, dinh 1& trang vin ban, vi tri trinh bay cdc thanh phan thé tht’rﬂ'r



phong chit, ¢ chit, kiéu chit va cdc chi tiét trinh béy khac, duoc ap dung déi vé6i
van ban dugc trinh bay trén m4y vi tinh va in ra glay, khong ap‘ dung véi vin
ban dugc in thanh sach in trén béo, tap chi va cac loai 4n phdm khac

Diéu 4. Phong chir trong vin ban

Phong chit str dung dé trinh bay vin ban trén may vi tinh phai 1a phong chi
Tiéng Viét ctia bd ma ky tu Unicode theo Tiéu chuin Viét Nam TCVN 6909:
2001(Times new Roman). |

Pi¢u 5. Kho gidy, kiéu trinh bay, dinh 1& trang vin ban va vi tri trinh
bay

1. Khé gidy

Vian ban hanh chinh duoc trinh bay tren gidy khb A4 (210mm > 297mm)
Céc loai van ban nhu gidy gi6i th1eu glay bién nhén hd so, phleu giri, phiéu
chuyén c6 thé duoc trinh bay trén gidy khdé A5 (148mm x ZlOmm) hodc trén
gidy miu in sin. |

2. Kiéu trinh bay

Vin ban hanh chinh dugc trinh bay theo chiéu dai cua trang gidy khd A4
(dinh huéng ban in theo chiéu dai).

Trudng hop ndi dung vin ban ¢ cic bang, biéu nhung khang dugc lam
thanh cac phu luc riéng thi van ban cé thé duogc trinh bay theo cl}leu rong cua
trang gidy (dinh huéng ban in theo chiéu rong).

3. Pinh 18 trang vin ban (d01 v6i kh gidy A4)

- Trang mit trude: |
L& trén: cach mép trén tir 20 — 25 mm; |
L& duéi: cach mép dudi tir 20 — 25 mm;
L& trai: cach mép trai tir 30 — 35 mm; |
L& phai: cach mép phai tir 15 — 20 mm;
- Trang mit sau: | |
Lé trén: cch mép trén tir 20 — 25 mm; |
L& dudi: cach mép duéi tir 20 — 25 mm;
L& phai: cach mép phai tir 30 — 35 mm;
L& trai: cach mép trai tir 15 — 20 mm;

4. Vi tri trinh bay céc thanh phan thé thirc vin ban trén mot trgng glay khé
A4 duogc thuc hién theo "Phu luc IIT". Vi tri trinh bay cac thanh phan thé thirc
vin ban trén mot trang gidy khd A5 dugc 4 ap dung tuong tu theo so do trén.

Chu’O’ng 1T
THE THUC VA KY THUAT TRINH BAY THE THUC VAN Bﬂ__‘_

\
i
|




Piéu 6. Quoc hiéu

1. Thé thirc
Quéc hiéu ghi trén van ban bao gém 2 dong chit: "CONG HOA XA HOI
CHU NGHIA VIET NAM" va “Ddc lap — Ty do — Hanh phuc”.

2. K§ thuat trinh bay van ban: (Kém theo phu luc sé III)

Quéc hiéu duoc trihh bay tai 6 s6 1 phu luc III.

Dong thr nhit: “CONG HOA XA HOI CHU NGHIA VIET NAM” duoc
trinh bay biang chit in hoa, c& chit 12, kiéu chit dimg, dam.

Dong chit duéi: “Pge 1ap — Tw do — Hanh phic” duoc trinh by bing
phong chit in thuong, c& chit 13, kiéu chit ding, dam; phia dudi c6 duong ké
ngang, nét lién, c6 do dai bing do dai ctia dong chir.

Vi du:
CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap — Tw do — Hanh phiic

Hai dong chir trén dugc trinh bay cach nhau dong don.

Piéu 7. Tén co quan ban hanh vin ban

Tén co quan, to chure ban hanh vén ban duoc trinh bay tai 6 s6 2.

Tén co quan, td chirc chil quan cp trén truc tiép duoc trinh bay bang chit in
hoa, ¢& chit 12, kiéu chi ding, khong in dam.

Tén co quan, td chirc ban hanh vin ban duoc trinh bay béng chit in hoa, c&
chit 12, kiéu chit dimg, dam, phia duéi c6 dudng ké ngang, nét lién, c6 do dai
bing ¥ dén 1/3 d6 dai ctia dong chit va dit can dbi so véi dong chit.

Vi du:

TAP DOAN CONG NGHIEP

THAN - KHOANG SAN VIET NAM
CONG TY THAN THONG NHAT - TKV

Céac dong chit trén dugc trinh bay cach nhau dong don.
Diéu 8. S5, ky hi¢u ciia vin bin

S8, ky hiéu vin ban dugc trinh bay tai 6 s 3, dugc dit canh giita dudi tén
Céng ty, td chirc ban hanh vin ban (Xem phu luc III).

Tir “S8” duge trinh bay bang chit in thudng, ky hiéu bang chit in hoa, c&
chit 13, kidu chit dimg; sau tir “S6” c6 d4u hai chdm (:); gitta s6 ban hanh va ky
hiéu vin ban c6 déu gach chéo (/); gitta cdc nhém chit viét tit trong ky hidu vin
ban c6 dau gach ndi khéng cach chi ().

Vidu:  Sé: 12345/QD-VTNC}/__



- Vén ban hanh chmh c6 tén loai: Quyét dinh, Nghi quyét hen tich, Chi thi,
Béo cdo cia Cong ty, so va ky hiéu dugc ghi nhu sau: |

1

S6: 123/QP- VTNC S6: 68/NQLT-GP- CDb; S6: 78/CT VINC; Sé
02/BC-VTNC...

- Vén ban hanh chlnh la cong van: Cong van cua Cong ty 40 Vian phong,

Phong K& hoach, Phong: TCPT soan thao thi dwoc ghi nhu sau: }

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

Piéu 9. Pia danh va ngay, thing, nim ban hanh vin bian

bia danh va ngay, thang, nam ban hanh van ban dugc trinh bay tai 6 s6 4

béng chir thudng, ¢& chit 13 dén 14, kiéu chit nghiéng; sau dia‘ danh c¢6 déu
phiy; tén dia danh pha1 V1et hoa. Nhitng s6 chi ngay nhé hon 10 Va s6 chi thang
1 théang 2 phai viét so 0 & trude.

‘

T4t ca céc loai vin ban déu phai ghi dia danh va sir dung chung 1a "Quang
Ninh" _ |
Vi du: i |
Quang Ninh, ngay 09 thang 02 nam 2018
Qudng Ninh, ngay 06 thang 3 nidm 2018 |

. k A . 35 ¥ r ‘ A ~ <>
Diéu 10. Tén loai va trich yeu ngi dung van ban
1. D61 véi van ban hanh chinh c6 tén loai ‘

Tén loai va trich yéu ndi dung vin ban c6 ghi tén loai dugc trinh bay tai &
s6 5a (phu luc IIT); tén loai vin ban (Chi thi, Quyét dinh, K& hoach, Bao cdo, Td
trinh va céc loai van ban khéc) dugc dit canh gitra (can ddi & gitta dong) biang
c& chit 14, chit in hoa, kiéu chi ding dam; trich yéu ndi dung van ban duogc dit
canh gifra, ngay dudi tén loai van ban, c& chir 14, kiéu chit dimg dam, duéi trich
yéu c6 dudng ké ngang, nét lién, c6 d¢ dai bang 1/3 dén 1/2 do dai cta trich yéu.

|

Vi du: |
QUYET PINH

Veé viée tuyén dung CNVC

2. Béi véi cong Vén hénhbchinh (khéng c6 tén loai)

Trich yéu noi dung' cong vin duoc trinh bay tai 6 s6 5b va dugc dit canh
gilta ngay dudi s6 va ky hiéu vin ban, dugc phép viét tit hai chir V/v (vé %




bang chit in thu'(mg, cor chu' 12, kidu chit ding. Khong ding ddu ngodc don
ngodc kép tai phan trich yeu ctia van ban.

Vi du: :
TAP POAN CONG NGHIEP CONG HOA XA HOI CHU NGHIA VIET NAM
THAN — KHOANG SAN VIET NAM Déc lap - Tw do - Hanh phiic

CONG TY THAN THONG NHAT - TKV

Sé: /VNINC-TDPTT Quang Ninh, ngay thang ndm 2018
V/v huéng dan binh xét danh higu thi dua...

Pidu 11. Nji dung’van bén
Noi dung van ban duoc trinh bay tai 6 s6 6 (phu luc IIT)

1. Thé thtc

Noi dung van ban phai dam bao cac yéu cau co ban sau;

- Phu hop véi hinh thiic van ban dugc st dung;

- Noi dung trinh bay ngan gon, rd rang, chinh x4c;

- St dung ngon ngit viét, cach dién dat don gian, dé hiéu;

- Dung tir phd thong, khong dimg tir ngit dia phuong va tir ngit nude ngoai
néu khéng thuc su can thiét. Bdi vé6i thuét ngit chuyén moén can x4c dinh r6 ndi
dung thi phai dugc giai thich trong vén béan;

- Pugc viét tat nhitng cum tir thong dung. D4i véi nhitng cum tir duge sir
dung nhiéu lan trong Van ban thi c¢6 thé viét tit nhung céc chir viét tit 1an dau
cua cum tur pha1 duoc dat trong ngoac don ngay sau cym tur do;

- Viéc viét hoa dugc thuc hién theo quy tic chinh ta tiéng Viét.

2. K¥ thuét trinh bay

Phén ndi dung (ban vin) dugc trinh bay bing chit in thuong, ¢& chit 13 dén
14 (phan 151 vin trong mdt vin ban phai ciing mét c& chir); khi xudng dong, chir
diu dong c6 thé 1ui vao tir 1 dén 1,27cm (1 default tab); khoang céch giita cac
doan vin (paragraph) dat téi thiéu 1a 6pt; khoang cach gitta cdc dong hay cach
dong (line spacing) chon t6i thiéu tir cach dong don (single line spacing) hoic tir
15pt (exactli line spacing) tré 18n, khoang céch tdi da giita cac dong 1,5 dong
(1, 511nes)

Déi voi nhung Van ban quy pham phép luat va van ban hanh ch1nh c¢6 phan
can cu phap ly @8 ban hanh thi sau mdi cin cir pha1 xuong dong, cubi dong c6
ddu chim phéy (), riéng cin cir cudi cing két thic bang d4u phiy.

3. B0 cuc van ban

Truong hop védn ban dugc bd cuc theo phan, chuong, muc, diéu, khoan,
diém thi trinh bay nhu %



- Phén, chuong: ttr phan” “chuong va sb thu ty cua phan; chuong duoc
trinh bay trén mat dong riéng, canh gitta, bang chit in thuong, co chir 14, kiéu
chir dung dam. S6 thi tu cua phan chuwong ding chit s6 La Ma. ‘Tleu @& “tén”
ctia phén, chucmg duoc dat ngay dudi, canh gitta, bing chit in hoa, cd chit tur 13

dén 14, kiu chit ding dam;

Vi du: ‘
Chuong I |
QUY DPINH CHUNG ‘

- Muc: tir “muc” va s thir tr cia muc duge trinh bay trén mot dong riéng,
canh gifta, bang chit in thudng, ¢& chit 14, kiéu chir ding dam. S6 tha tu cua
muc dung chit sb A—r@p._’ Tiéu dé cua muc dugc trinh bay canh gifta, béng chit in
hoa, ¢& chir tir 12 dén 13, kiéu chit ding dam; |

Vi du:

Muc 1
QUAN LY VAN BAN PEN

- Pidu: tir “didu” s thr ty va tidu dé cta didu duoc trinh bay bing phéng
chit in thuong, cd chir 14 kidu chit dimg d4m. S6 thtr tu cia diéu ding chit sb
A-rap. :

Vi du: ‘

Piéu ... . Hinh thitc thanh toin |

- Khoan: s6 thtt tu cac khoan trong mdi didu dung chit s6 A—réb, tiép theo 1a
diu chdm, dugc trinh bay bang chit in thuong, ¢& chit 14, kiéu chit ding.
|

Vi du: Khoénlz |

- Piém: thir tu cic dlem trong moi khoan dung cac chit cai tleng Viét theo
thir tu abc, sau d6 c¢6 dau déng ngodc don, duoc trinh bay bang chu’ in thuong,
c& chit 14, kiéu chit dimg.

Vidu: Piém a) : 1

Piéu 12. Noi nha':m vin ban

Noi nhan van ban duorc trinh bay tai 6 sb 9a va 9b.

Phan noi nhén tai 6 s6 9a (chi 4p dung ddi véi cong vin hanh chinh) duoc
trinh bay nhu sau:

- Tir “Kinh giri” va tén co quan, t chirc hodc c4 nhan nhan wan ban dugc
trinh bay bang chit in thuong, c& chit 14, kiéu chit dung ;

- Sau cum tir “Kinh gui” ¢ ‘ddu hai chdm; néu céng vin gu’ﬂ cho mét co
quan, t chirc hodc mot ca nhén thi tr “Kinh gri” va tén co quan, to chure hoac

c4 nhan dugc trinh bay trén cing mot dong; trudong hop cong vin giri cho hw__




quan, td chtrc hodic c4 nhén trd 1én thi tén mdi co quan, td chirc hodc c4 nhan
hodc mdi nhém co quan, t§ chic hodc c4 nhan duoc trinh bay trén mét dong
riéng, dau dong cé gach ngang, cudi dong c6 diu chdm phéy, cudi dong cudi
cing c¢6 déu chim. ‘

Vi dul. Coéng vén gu1 cho 2 don vi tré én:
Kinh gtri: -
- Céng ty than Duong Huy — TKV;

- Céng ty Cb phan than Tay Nam P4 Mai - Vinacomin;
- Céng ty Kho van va Cang Cim pha — Vinacomin.

Vi du 2. Cong van gtri cho 1 don vi:
Kinh gui: Truéng phong, Quéan dbc cac don vi trong Cong ty.

Phén noi nhan tai 6 s6 9b (4p dung chung dbi v6i cong vin hanh chinh va
céc loai van ban khac) dugc trinh bay nhu sau:

- Tt “noi nhan” duoc trinh bay trén mdt dong rleng, sau d6 c6 ddu hai
cham duoc trinh bay bang chit in thuorng, c& chir 12, kiu chit nghiéng dam;

- Phén liét ké cac co quan td chirc, don vi va c4 nhan nhan van ban dugc
trinh bay bang chit in thuong, c& chit 11, kiéu chir dtmg; tén mdi co quan, td
chire, don vi va ca nhéni hodc mdi nhém co quan, td chirc, don vi nhén van ban
dugc trinh bay trén mot dong riéng, dau dong ¢ gach ngang, cudi dong c6 déu
chim phay; riéng dong cudi cing bao gém chir “luu” sau d6 ¢ diu hai chim,
tiép theo 1a chit viét tit “VT” (van thu co quan, t& chirc), ddu phay, chit viét tit
tén don vi (hodc bd phan) soan thdo vin ban, ky hiéu ngudi ddnh may, s6 luong
ban phat hanh, cubi cling 1a ddu chim.

- Ky hiéu ngudi ddnh may va sé luong ban phat hanh duoc trinh bay tai 6
s6 10, duogc trinh bay bvéng chit in hoa, sb luong ban béng chit sb A-rép, cO chit
11, kiéu chir dtng.

Vi du:
Noi nhan:

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

- Phu' luc vin ban: phu luc kém theo van ban dugc trinh bay trén cac trang
gidy r1eng, tir “phu luc” va sb thir tu ctia phu luc (truong hop cé tir hai phu luc
trd 18n) duge trinh bay trén mot dong riéng, canh giita, dwoc trinh bay bing
phong chu in thudng, ¢ chit 14, kiéu chir dimg, dam; tiéu d& (tén) ctia phu luc
duoc trinh bay canh giita bing chit in hoa, ¢& chir 13 dén 14, kiéu chir ding,



Mau chit va chi tiét trinh bay c4c thanh phan thé thtc vin ban dugc minh
hoa tai cac phu luc kém theo.

Dleu 13. Quyén han, chitrc vy, ho tén va chir ky cia nFll’O’l ¢6 tham
quyén |

Quyén han, chirc vu ctia ngudi ky vin ban duge trinh bay d 6 sb 7a; chirc
vu khéc cta ngudi ky duge trinh bay tai 6 sb 7b; cc chit ky viét tét “TM.” (thay
mat), KT (k}'l thay), “TL.” (thtra 1€nh), “TUQ.” (thlra uy quyén) hoac “Q.”
(quyén), quyén han va chirc vu cia ngudi ky duoc trinh bay bang phong chi¥ in
hoa, ¢& chit tir 13 dén 14, kiéu chir ding, dam.

Ho tén cua nguoi ky vin ban dugc trinh bay tai 6 sb 7b; trinh bay béng chiy
in thudng, c& chir 14, kiéu chir ding, dim, dugc dit canh giira so Vcn quyén han,
chire vu cua nguoi ky.

Vi du: }
- KT. (Ky thay): |

KT. GIAM POC KT. CHANH VAN &’HONG
PHO GIAM POC PHO CHANH VAN‘PHONG
(Chit ky, déu ciia Céng ty) (Chit by, déu ciia Céng 1)

- TL. (Thtra 1é€nh):

TL.GIAM POC TL.GIAM POC
CHANH VAN PHONG TRUONG PHONG 'FCLD
(Chit ky, ddu ciia Cong ty) (Chit ky, ddu cia d'o‘ng )

- TM. (Thay mat): 1
TM. HQI PONG SANG KIEN TM. HOI PONG GIA
CHU TICH CHU TIC
: : |
(Chit ky, dau cua Coéng ty) (Chit ky, dau cua Cong ty)
Nguyén Manh Toan Nguyen Vin Phhdng
PHO GIAM POC PHO GIAM POC

Chit ky ctia ngudi c6 thdm quyén duogc trinh bay tai 6 s 7c. \

A A - A , [
Dieu 14. Dau cia co quan, to chirc ‘

Déu ciia co quan, td chirc dugc trinh bay tai 6 s6 8 (phuc luc II#)
Déu giép lai duoc déng Vao glua mep phai cta védn ban hodc phu luc vin

ban, trim 1én mot phan cac to gidy, mdi diu déng téi da 05 trang Van ban.
!

1




5. Soan thio vin ban

1 ctr tinh chit, n6i dung cua vin ban can soan thao, Gidm déc Cong ty
giao cho don vi, Phong, Ban hodc c4 nhan soan thao hodc chi tri soan thao.
2.1 duyét ban fhéo van ban kém theo céc tai li€u c6 lién quan.

thao van ban phai:

bao tinh chlnh Xé4c, ngin gon 1o rang, du y, khong st dung nhung tu
: ong, tir ngit khong thong dung, tréi véi quy dinh. Khong viét tit
nhiing tir khi chwa c6 giai thich (chd thich).

=S¢ 1 soan thao vén ban xong, nguoi duorc glao nhiém vu soan thao van
ban phai Ky hiéu tén (Vlet tit) va sb 1uong van ban cin phat hanh vao cubi phan

D hao van ban pha1 do ngudi c6 thdm quyén ky duyét van ban.

2 T ;"'ng truong hop du thédo dd duoc lanh dao Céng ty phé duyét, nhung
thiy can h1et phai stra chita, bd sung thém vao du thao thi don vi hoic c4 nhan
duoc gla hhlem vu soan thdo van ban phai trinh ngudi da duyét du thdo xem
Xét, qﬁye dinh viéc stra chua bo sung.

. Kiém tra wvin ban trwéce khi trinh ky, ban hanh

Nguoi ding dau ;‘dorn vi chu tri soan thdo van ban phai kiém tra va chiu

Vin phong (hodc ngudi dugc Chanh Van phong giao nhiém vu)
5c Cong ty kiém tra 1an cudi va chiu trach nhiém vé thé thirc, k§

huong d : yeu cau céc don vi, td chirc trong Cong ty thuc hlen ding quy dmh
vé ng vu cdng tac Van thu, luu trit trong Cong ty da dugc ban hanh.

am ddc Cong ty c6 tham quyén ky tit ca vin ban cta Céng ty ban

“ac truong hop ky thay (phai ghi KT.), ky thtra 1énh (phai ghi TL.),/I(E’_’__



muc

dinh the s6, viée ky van ban duogc quy dmh nhu sau:

én (phai‘ ghi TUQ.), k¥ thay mat (phai ghi TM.). Nguoi dugc uy

ky van ban _i,_khéng dung but chi; khong dung muc do hodc céc loai

01 ding dau co quan td chuc thay mit (TM.) tap thé lﬁnh dao ky cac

p pho cua ngum dung dau cac to chuc kh1 duoc nguoi dl'mg dau uy

Chwong II1
TO CHUC THUC HIEN

19 Tréch nhiém thue hién

thu'c vaky thuat trinh bay van ban tai Quy dinh nay.
'u Quy dmh nay cac Phong ban don vi trong Cong ty

GIAM POC

2

-;;V.,;T’a ?:a CBCNV. trong Cong ty c6 trach nhiém thuc hién nghiém tic Quy

chi dao cong

tra viéc thuc

g Cong ty dé

R
Pham Dire khi

ém




Phu lyc I-A

BANG CHU VIET TAT TEN LOAI VAN BAN

10 quy dznh vé ' quy dinh vé the thuc ky thuat trznh bay van ban va

ng ay

thang 11 nam 2014)

%

~ CHU VIET TAT

GHI CHU

NQ

NQLT

Qb

CI

B

CTr

KH

ORI AN N B |WIN|—

PA

DA

BC

BB

Jar

VTINC-VP hogc VINC-chir viet
tat tén cac Phong, Ban, don vi

HD

Cb

CN

UN

UuQ

GM

GT

NP

bb

BN

PG

PC

_PB

SY

TS

SL




Phu lyc I

BAN G CHU VIET TAT TEN LOAI VAN BAN

o quy dznh vé quy dznh Vé thé thike, kjj thudt trinh bay
cong tdc Van thu, luu tri¥ ciia Céng ty than Théng Nhdt — TKV
i ngay thang 11 nam 2014)

van ban va

TT,

TEN LOAI VAN BAN

CHU VIET TAT

GHI
CHU

y than thong nhét - TKV

VINC

hong Cong ty

VP

T6 chue - Lao dong tien luong

TCLD

K& toan - Tai chinh

KT-TC

ng Ké hoach va quan tri chi phi

1g Pau tu moi truong

DTM

Thanh tra phap ché va kiém todn noi bd

TT-KT

ng Ky thuat Cong nghé md

KCM

K§ thuat - An toan va BHLD

AT

1g KCS va tiéu thu

KCS

o e Rl e B KoY e B e D e

_| Phong Diéu khién sén Xuat

DKSX

"'lié-Ph ng Vattw

VT

D

:'-;%Phong Trac dla Dla chat

QLDA

TGM

BVQS

CV

b

bU

Cb

DTN

CCB

NC

VPDU

VPCD

TGDbU

TCDU

KTbU

BTV

BCH




Phu luc 118
O BO TRI CAC THANH PHAN THE THUC VAN BAN

(Tren mot trang glay khd A4: (210mm x 297mm)

. (11) Dau thu hdi va chi din vé
20 25 | mm pham vi lvu hanh
1=
2 Cor quan chu quan va tén (1) Quéc hiéu
don vi ban hanh vén ban
: (3) S6 va ky hiéu ban hanh (4) bia danh va ngay thang
L ~ van ban ban hanh vin ban
~ (5b) Trich yén ndi dung ’ (5a) Tén loai van ban
cOng van-hanh chinh Trich yéu ndi dung van ban
(10a) Dau chi mic 6 mat (92) Kinh g
© (10b) DAu chi (12b) Déu chi
" mitc d6 khan dan vé du thao
(6) No6i dung van ban
-20
mm
| (9b) NOI nhan (7a) Chitc vy, quyén han ciia ngudi ky
(9c) Ky hleu nguoi danh may
(8)Ddu [ (7c) Chitky
cua Cty
(7b) Ho va tén cia nguoi ky
(13) Dla chi co quan, t4 chirc, dia Chl Email, dia chi Webstite, s6 dién thoai, s6
: Telex, sb Fax (néu can)

20-25 mm




Ghi chii phy luc IIT:

THANH PHAN THE THUC VAN BAN

GHI
CHU

Quoc hiéu

Ten co quan, t6 chuc‘.ban hanh véan ban

So ky hiéu ban hanh van ban

Bla danh va ngay,. thang, nam ban hanh vén ban

Ten loai va trich yéu n6i dung vin ban

- Trich yéu noi dung c6ng van hanh chinh

N01 dung van ban

Chu'c vu, ho tén va chu ky clia nguoi c6 thdm quyén

Dau cua co quan, t6 chuc

K1nh gui

N:orii;::nhén

Ky biéu nguoi danh may va s6 luong ban phéat hanh

Dau chi mtrc 6 mét

Dau chi mtrc 4 khan

Dé'ui:thu hoi va chi dén' vé pham vi luu hanh

:Chl dan vé du thao van ban

Dla Chl co quan t0 chuc dia chi E-mai; dia chi

! Web31te sb dién thoal so Telex, sb Pax.




(0] O TRI CAC THANH PHAN THE THU'C SAO VAN BAN
(Tren mot trang gidy kho A4 (210mm X 297mm)

Phu luc IV

20-25| mm

PHAN CUOI CUNG CUA VAN BAN BPUQC SAO

- 2-Tén co quan, tb chiic

sao vin ban

3- S8, ky hiéu bam sao

A

503

7 - Noi nhan

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

4- Dija danh va ngay, thdng, ndm
sao

5a- Chure vu, quyén han cta nguoi ky

5c- Chit ky

6- Dau cua

Cty

5b- Ho va tén cua nguoi ky

2025 mm

-20
mm




Maéu sé 1: NGHI QUYET LIEN TICH

TAP POAN CONG NGHIEP CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

THAN-KHOANG SAN VIET NAM

CONG TY THAN THONG NHAT - TKV
NTs S /NQLT-GP-..."... Quang Ninh, ngay.......thang......nam 201 ...

V& ViéCurrrrrernnne e M ST pigid
3
................................................. (két thiic ndi dung vin ban c6 dau)./.
TM. .............. 3 10 GIAM POC

(chi¥ ky, ddu va ho tén nguoi ky)

Chu giai:

1. Tén td chire doan thé tham gia ban hanh NQLT.
2. Trich yeu ndi dung cta Nghi quyét lién tich.

3. Cén ctr co s& phap ly dé ra Nghi quyet.

"Bé cuc 6 thé géqm; muc (I, II, 11 ...), khoan (1, 2, 3...), diém (a, b, c...)" .
4. Lanh dao céc t6 chirc doan thé tham gia ban hanh NQLT (nguoi ding dau hoic|nguoi Phd dugc
uy nhiém ky thay).

5. Tén viét tat don vi chu tri soan thao van ban.
6. Chir viet tit tén nguodi soan thdo van ban va so luong ban phat hanh.




Méu sé 2: QUYET PINH (quy dinh truc tiép)

TAP DPOAN CONG NGHIEP CONG HOA XA HOI CHU NGHIA VIET NAM
THAN-KHOANG SAN VIET NAM Pijc lap - Tw do - Hanh phic
CONG TY THAN THONG NHAT - TKV

o - /QDb-VTNC Quang Ninh, ngay....... thd7g ....... nam 201 ...

QUYET PINH

k A 1
UL T S ———— R Ve Sr— ARSI

GIAM POC CONG TY THAN THONG NHAT - TKV

) R R 2 e | —— ;
A ot o s ' i i S AR A S R A :
Xét d& nghi....oovvececeenns T :
QUYET PINH:
B L ovismima o s TS i SR s
1T S i e sy ——
DU B, oireemssonsmesmusyspsvsmmmmansossnss (két thuc ndi dung van ban c6 dau) ./.
GIAM POC
Noi nhan:
- Nhu diéu... ;
-Luu: VT, °.... % (chim). (chit ky, ddu va ho tén nguedi ky)
Chu giai:
1. Trich yéu noi dung qué't dinh.
2. Can cr co so phap ly d€ ra Quyet dinh. .
3. Xét de nghi cua ai, tai van ban s0..... ngdy... thang....nam.....ve vigc.....
4. Can cu vao ndi dung dé dinh s6 di€u, khoan phu hop.
5. Tén vié,t tat don vi chu tri soan thao van ban. )
6. Chir viét tat tén ngudi soan thao van ban va s6 lugng ban phét hanh.




-~ 4 s ‘
Mau so 3: QUYET PINH (Ban hanh hodc phé duyét mot vfn ban khac)
TAP POAN CONG NGHIEP CONG HOA XA HQI CHU NGHIA VIET NAM

_ THAN-KHOANG SAN VIET NAM Déc lap - Tu do -{Hanh phic
CONG TY THAN THONG NHAT - TKV |

1A /QD-VINC Qudng Ninh, ngay....... ﬂrng ....... nam 201...

5 T3 G T (két thuc nodi dung van ban c6 dau)./.
\

GIAM POC J
Noi nhan: 1

- Nhu diéu... ;

~Luw: VT, ° ... % (cham). (chir ky, ddu va ho tén ngud} ky)
|

Chu giai: \

Tén quy ché.

Cén cir co s& phap ly dé ra Quyet dinh.

Xét dé nghi cua ai, tai van ban so..... ngdy... thang....ndm.....ve viéc.....

Can ctr vao ndi dung dé dinh so diéu, khoan phu hop.

Tén viét tat don vi chu tri soan thao van ban. ‘

Chir viét tat tén ngudi soan thao van ban va so lugng ban phét hanh.

Gyetin Hh D=




|

|
Keém theo Méu sé 3 J
|

TAP POAN CONG NGHIEP CONG HOA XA HOI CHq NGHIA VIET NAM

_ THAN-KHOANG SAN VIET NAM Pjc 1ap - Tw do - Hanh phiic
CONG TY THAN THONG NHAT - TKV 1

QUY CHE (QUY PINH)
(Ban hanh kém theo Quyét dinh §O: e, 1 ngay ... thdng.J.... nam 20...
cua Giam doc Cong ty than Thong Nhat - TKV) |
i
Chuong 1
QUY DINH CHUNG
Piéu 1 e AR R s AT
Chuong I1 J
Piéu
............................................................. (két thiic ndi dung van ban %6 dau)./.
|
. |
GIAM POC
(chit ky, ddu va ho tén ngu"c‘ri ky)
Chu giai:

1. S&, ngay cta Quyét dinh ban hanh Quy ché (Quy dinh). j
2. Can cr vao ndi dung ngfm, dai dé phan doan: chuong, muc, diéu, khoan cho phl} hop.




CONG TY THAN THONG NHAT - TKV

Méu sé 4: CONG VAN CUA CONG TY GUI CHO MOT CO QUAN,

DON VI

TAP POAN CONG NGHIEP CONG HOA XA HQI CHU NGHIA VIET NAM

THAN-KHOANG SAN VIET NAM

Poc lap - Tw do - Hanh phac

Y E— /VINC-..."...... Qudng Ninh, ngay.......thng.......ndm 201 ...
VIV oo T ‘
|
Bl BllE onsmmsamnyusmionse K s A A R { ............
“ \
........................................................ két thuc ndi dung van ban c6 d%u./ :
|
Noi nhin: GIAM POC |
- Nhu trén;
Luu: VT,..*......® (chdm) (chit ky, ddu va ho tén ngudi ky)
Chu giai: ‘

g b B e

Tén don vi soan thao vin ban.

Trich yéu ndi dung van ban.

Co quan, don vi nhan vén ban.

No6i dung vén ban.

Tén viét tit don vi chu tri soan thao vian ban.

Chir viét tit tén ngudi soan thao vin ban va s lugng ban phat hanh.




Méu sé 5: CONG VAN CUA CONG TY GUT CHO NHIEU CO QUAN, PON VI
TAP DPOAN CONG NGHIEP CONG HOA XA HQI CHU NGHIA VIET NAM
THAN-KHOANG SAN VIET NAM Poc 1ap - Tw do - Hanh phic
CONG TY_THAN THONG NHAT - TKV
A. 1
oo (TR s e Quang Ninh, ngay.......thang......nam 201
| T —— S
Kinh guri
o e B B s et : (DAu chim phay)
L S S . (D4u cham phay)
B e . (D4u cham )
4
............................................................... két thuc ndi dung van ban cd dau./
Noi nhan: GIAM POC
- Nhu trén ;
=Lt VI, v ® (cham). (chit ky, ddu va ho tén ngueoi ky)
Chu giai:
1. Téndon vi soan thao van ban. |
2. Trich yeu ndi dung van ban.
3. Dia chi gtri (cho nhi€u co quan).
4. No¢i dung vén ban.
5. Tén viét tat don vi chu tri soan thao van ban.
6. Chir viét tat tén ngudi soan thao van ban va s6 lugng ban phét hanh.




Mau sé 6: TO TRINH

TAP DPOAN CONG NGHIEP CONG HOA XA HOI CHU NGHIA VIET NAM
_ THAN-KHOANG SAN VIET NAM Déc lip - Tw do - Hanh phiic
CONG TY.THAN THONG NHAT - TKV |
] S /TTr-VTNC Qudng Ninh, ngay.......thang......nam 201...
J
TO TRINH |
T RN e MO T S I A SR a— S
BRI DI, .. o ccaicpusiinsvaos doasiy inmsavimmpanmsn nssas s A RusE R TR AR I

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

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

Noi nhin: GIAM POC

- Tgp doin TKV; |

e - : i

-Luu: VT, “....... 3 (cham). (chit ky, ddu va ho te‘n% ngueoi ky)
\

Chu giai: j
Trich yéu van ban. ‘
Noi dung van ban.

Nhitng don vi khéc nhan van ban. |

Tén viét tit don vi chu tri soan thao van ban. J
Chir viét tit tén ngudi soan thao van ban va s luong ban phat hanh.

Do W



Mau sé 7: THONG BAO KET LUAN CUA GIAM POC

TAP DOAN CONG NGHIEP CONG HOA XA HQI CHU NGHIA VIET NAM
THAN-KHOANG SAN VIET NAM Poc ldp - Ty do - Hanh phic
CONG TY THAN THONG NHAT - TKV |
X , : % 71 >
1o LA /TB-VINC Quang Ninh, ngay....... thaTtg ....... nam 201 ...
THONG BAO
Két luan cia Giam dbc... ' overreerrerenn. SRE—— S— -
| TE L R SO T ET-SUA ST P, Do
2
.............................................................. (két thiic ndi dung van ban cd dau)./
Noi nhin: TL. GIAM POC
- rereereesees esalenchasis : CHANH VAN PHONG
- LLruVT,“sichém) (chit ky, ddu va ho tén nguoi k)
Chu giai:
1. Trich yéu vin ban.
2. NGai dung van ban.
3. Nhitng don vi khac nhan van ban.
4. Tén vié't tat don vi chu tri soan thao van ban.
5. Chir viét tat tén ngudi soan thao van ban va sé lugng ban phét hanh.

Mdu sé 8: CONG PIEN




Miéu s6 8: CONG PIEN

TAP DPOAN CONG NGHIEP CONG HOA XA HQI CHU NGHIA VIET NAM
THAN-KHOANG SAN VIET NAM Poc lap - Tu do - Hanh phic
CONG TY THAN THONG NHAT - TKV
7 E— /CB-VINC Quang Ninh, ngay.......thdng......nam 201 ...
CONG PIEN
V& VIBCururrerererrsresssssessssenens Y e R A .

GIAM POC CONG TY THAN THONG NHAT - TKV DIEN @

= CAC QON Vieurrreeeierrrrrreeeeeciineeeessnnneeeeens 3 s s
4
.............................................................. (két thuc ndi dung van ban ¢
Noi nhin: QUYEN HAN, CHUC VU
“Luru: VT, °........° (chém). (chit ky, ddu vés ho tén ngur
Chu giai:

1. Trich yéu n6i dung cong dién.
2. Tén co quan, t& chirc hodc chirc danh ngudi dimg dau co quan, t& chirc ban hanh ¢
3. Tén co quan, t6 chitc, c4 nhan nhan dién.

4. Tén viét tit don vi soan thao va sb luong ban luu (néu can).

5. Ky hiéu ngudi soan théo van ban va s6 lugng ban phat hanh (néu can).

6 dau)./.

NGUOI KY

i k)

ong dién.




Madu sé 9: CHi THI

TAP DOAN CONG NGHIEP
THAN-KHOANG SAN VIET NAM

CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phic

CONG TY THAN THONG NHAT - TKV

Sé JCT-VINC Quang Ninh, ngay.......thang......ndm 201 ...
CHI THI
V& ViBCuurrerererererersesesnsene !
Hi€n nay......cccceeveeeveennuennenne PRI ST TR ST, | S
............................................................................................ Cong ty yéu cau céc
Phong, Ban, don vi (goi tat la cac don vi) tép trung thuc hién cac ndi dung sau:
1 3
AT W S TS ORI A PUYET (RPN SOU VI W AU
. TN, ol 1 A e ST Soll S S SN SRR | Wt 10 JOLNNT) |0 CIE ..
. U SRPRONY-S- WA B . R
Can ct Chi thi, d€ nghi cac don vi nghiém tac trién khai thuc hién./.

Noi nhan: GIAM POC
e e S :
L VT, 58 ohdm).

(chit ky, ddu va ho tén ngioi ky)

Chu giai:
Trich yéu cua chi thi.
Néu bdi canh chung can phai ban hanh Chi thi.
No6i dung cu thé cac don vi can phai trién khai thuc hién.
Nhiing don vi khac nhéan chi thi.
Tén viét tat don vi chu tri soan thao chi thi.
Chir viét tit tén ngudi soan thao van ban va sé lugng ban phét hanh.

NSl 0 LD R




|

Mdéu sé 10: Cong vin ciaa Hoi dong..., Giam doc la Fhﬁ tich

. " 2 . e e 4 z A
CONG TY THAN THONG NHAT - TKV ~ CONG HOA XA HQI CHU NGHIA VIET NAM

HOQI PONG ............ Djc 1ap - Ty do - Hanh phiic
[
[
TP /VINC-HD... "1" Qudng Ninh, ngay.......thang......ndm 201 ...
N Vo sssrmpsnmsiigin - ‘
|
|
Kinh gl c.oveveveerenneieierennnns TR, 3 -1 CTY M ‘
4 Lessasiss avais
|
e A s RS R A S SR S 5 abans o s e
....................................................... (két thiic ndi dung vin ban c6 dép)./.
Noi nhgn: TM. HOI DONG
e e e B (b/c); CHU TICH - G‘IAM POC
- Nhu kinh giri; ‘1
- Lwu: VT,.>....5 (chém). (chit ky, ddu va ho ffn nguoi ky)
|
Chu gidi:

1. Tén Hoi déng phét hanh van ban.
2. Trich yéu n6i dung cong van. \
3. Tén co quan, td chirc, ca nhan nhan cong van. J
4. N6i dung cong vin.

5. Tén viét tit don vi thuong truc soan thao cong van (néu c?m).

6. Ky hiéu nguoi soan thao van ban va sé lugng ban phat hanh (néu can)




|
Miiu sé 11: Cong vin ciia Hoi ddng..., Pho Gidm dbc 1a Chii tich

CONG TY THAN THONG NHAT - TKV  CONG HOA XA HOQI CHI’J@GHiA VIET NAM

HQIPONG ............ Pjc lap - Tu do - Hanh phic
: |
DL el /VINC-HD... "1" Quang Ninh, ngay.......thang......ndm 201 ..

L7 SOOI SRR |
|

3

50 01T T, S TR E p—— bee
4

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

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

----------------------------------------------------------------------------------------------------------- }.-ooo-....--.-.-.--ooo

(két thuc noi dung van ban cé dau)./.

|

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

Noi nhin: TM. HQI il()NG
P ISR (b/e); CHU TICH
- Nhu kinh guri; (chit ky, ddu va ho|tén nguoi ky

- Luu: VT,.>....5 (chém). |

NGUYEN MANd TOAN- PGP
|

Chu giai: 4

1. Tén Hoi ddng phat hanh van ban. |

2. Trich yéu ndi dung cong van.

3. Tén co quan, to chitc, ca nhan nhén cong van. i

4. Néi dung cong van. )

5. Tén viet tat don vi thudng tryc soan thao céng van (n€u cén).

6. Ky hi€u ngudi soan thao van ban va so lugng ban phat hanh (néu can).




Mau s6 12: BIEN BAN ‘
TAP POAN CONG NGHIEP CONG HOA XA HOI CHI”JJ NGHIA VIET NAM
THAN-KHOANG SAN VIET NAM Poc lap - Tw do - Hanh phic
CONG TY. THAN THONG NHAT - TKV |

Sl /BB-VTNC Quang Ninh, ngay....... th‘fing ....... nam 201...

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

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

Cudc hop (hoi nghi, hdi thao) két thuc vao....gio.... ngay.......thang....nam
201.... L.

THU KY CHU TOA (THAM QUYEN KY NEU CO) @
(chit ky va ho tén nguoi ky) (chit ky, ddu va ho tén nfw&i ky)
Chu gidi:

1. Tén cuég hop, hdi nghi, hoi thao. ‘
2. Ghi quyén han, chirc vu cua nguoi ky (néu co)
Bién ban phai c6 tir hai chit ky trd 1én.




Méu sé 13: BIEN BAN CUQC HQP |

TAP POAN CONG NGHIEP CCONG HOA XA HQI CHU NGHIA VIET NAM
_ THAN-KHOANG SAN VIET NAM Poc lap - Tu do - Hanh phic
CONG TY THAN THONG NHAT - TKV |
80:.0usincers: /BB-VTNC Quang Ninh, ngay.......thdng......nam 201 ...
BIEN BAN CUQC HOQP |

Vé viéc binh xét danh hiéu thi dua nim 201...

€T TR RV I S o S
NI U RIT L, s ool figsonssisnms e

- N6i dung: Binh xét danh hiéu thi dua nam 201... i

DIEN BIEN NOI DUNG CUQC HOQP |

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

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

Cudc hop (hdi nghi, hoi thao) két thuc vao....gio.... nge‘ly...i...théng....ném
s, o)

THU KY CHU TOA

(chit ky va ho tén nguoi ky) (chit ky, ddu va ho tén nguoi ky)
[



Mau sé 14: BIEN BAN HQP HQI PONG

TAP DOAN CONG NGHIEP CONG HOA XA HOI CHU NGHIA VIET NAM
THAN-KHOANG SAN VIET NAM i | )
CONG TY THAN THONG NHAT - TKV Dboc 1ap - Ty do - Hanh phiic
Sb:.nnn. /BB-VTNC Quang Ninh, ngay....... th}dng ....... nam 201 ...
BIEN BAN CUQC HQP
............................................................................. .
|
- Thoi gian va dia Giem hop:......ocvveveceeveeeeeeeeeee et senaees
D IR e st o miomensibomessnge oS s o S N SIS
w REOIE BRI B0 i s msissmasamasssissasshssosiss oo amsas s
- Chid tri hop (Chill tOa):...cviimsusesmmsnsnsssnnssonsasssessssssssasssnsssssssensssafusnsosessasssnssasnes
- T k¥ (ngun ghi BIEH DIl ). covmmaisassmsssnssssssaaposs J ......................
DIEN BIEN NOI DUNG CUQC HQP |
[
1. Cht t0a tuy8n bO 1 d0......veeeeeeeeeeeeeeeeeeeeee e L el
2. Trao d61/thA0 TUAN........c.oveeeeeeeeeeeeeeree e j .....................

D

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

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

Cudc hop két thic vao....gio.... ngay....... thang....nam 201..... ) ’
Bién ban nay da dugc cac thanh vién Hoi dong du hop biéu quyét nhat tri
thong qua./.

CAC THANH VIEN HOI PONG _ CHUTQA
CHU TICH HQI PONG
(chir ky va ho tén nguoi ky) (chit ky va ho tén nguoi ky)
THU KY

(chit ky va h# tén nguoi ky)
|



Mdu sé 15 (Cong vin ciia cac Phong ky hwéng dan, thong bao)

TAP DOAN CONG NGHIEP CONG HOA XA HOI CHU NGHIA VIET NAM

THAN-KHOANG SAN VIET NAM Poc lap - Tu do - Hanh phuc

CONG TY THAN THONG NHAT - TKV 1
SO:euienann. /VTNC-.."... Quang Ninh, ngay.......thdng.......ndm 201 ...
THONG BAO
Kinh gUiz.....ovoveeveveeeeeecenenns TP YU WP ——
3
..................................................... (két thuc noi dung van ban c6 dau)./
Noi nhin: TL.GIAM POC
- Nhu trén; CHANH VAN PHONG
~Luu: VT, *......° (chém). (chit ky, ddu va ho tén n%?ua‘i k)
|

Chu giai:
1. Tén viét tit cuia don vi soan thao van ban.
2. Diachi gui.
3. Noi dung van ban.
4. Tén vit tat don vi chu tri soan thao van ban.
5. Chir viét tat tén nguoi soan thao van ban va so lugng ban phat hanh.




Mbu sé 16 (Vin ban dé nghi cho thuyc hién véi don vi ngoai Céng ty)

TAP DOAN CONG NGHIEP CONG HOA XA HQI CHU NGHIA VIET NAM
THAN-KHOANG SAN VIET NAM Poc lap - Tw do - Hanh phiic
CONG TY THAN THONG NHAT - TKV
Quang Ninh, ngay.......thang.......nam 201 ...
VAN BAN PE NGHI
vé viéc _

Kinh giri: Ong Giam déc Cong ty than Théng Nhét - TKV

i 2
B R B o s mimiirs i b nsiniinin | 40 S A TR S AR R S A T AT RN Y%
THEE BB .. conrensessinerassrionsirsamansnens SR PP URU LSO | ISNEROR:
Phong ........ kinh dé nghi Ong Gidm doc Cong ty ........ Yo

Kinh d& nghi Ong Giam dbc Cong ty xem xét giai quyét./.

GIAM POC TRUONG PHONG.... NGUOI

( ky va ghi ro ho tén) (ky va gh

PE NGHI

i ro ho tén)

Chu giai:
1. Trich yéu ngi dung van ban dé nghi.
2. Can cur vao Van ban chi dao cua cap trén. )
3. Thyc hién chi dao cua Giam doc hay yéu cau phuc vy san xuat... .
4. N6i dung can dé nghi.




Mau sé 17 (Vin ban dé nghi trong ndi bo Cong ty)

CONG TY THAN THONG NHAT-TKV  CONG HOA XA HOI CHU NGHIA VIET NAM

PHONG PAU TU XAY DUNG Péc lap - Tw do - Hanh phic
Quang Ninh, ngay.......thang......nam 201 ...

VAN BAN DE NGHI (HOAC BAO CAO)

A_ea
Ve Vi€l oiciansnsisn  sasessoianinssinos

Kinh gti: Ong Giam déc Cong ty than Théng Nhat - TKV

B T RN WL S g R LTS 11— NI
\
...............................................................-.-.......-.-................................i..
THR MGG s ieririsiasisiansadinss LUV W SR PO s A s SOy
................... | . | | 4 |
Phong ........ kinh dé nghi Ong Giadm doc Cong ty ........"...

Kinh dé nghi Ong Giam déc Céng ty xem xét giai quyét./.

GIAM POC TRUONG PHONG.... NGU(‘IJ PE NGHI

( ky va ghi ré ho tén) ( ky va ghi ro ho tén)

Chu giai:
1. Trich yéu ndi dung van ban dé, nghi.
2. Can ctr Van ban chi dao cua cap trén.
3. Thuc hién Chuqng trinh, K& hoach... hay chi dao ciia Giam dbe Cong ty.
4. N6i dung can dé nghi.




Mu s6 18 (Vin bén théng bio ciia Giam déc hoic Phé Gidm dbc ky phat hanh)

TAP POAN CONG NGHIEP CONG HOA XA HQI CHU NGHIA VIET NAM
_ THAN-KHOANG SAN VIET NAM Péc lap - Tw do - [Hgmh phiic
CONG TY THAN THONG NHAT - TKV |
BB miorinat /TB-VINC Quang Ninh, ngay.......thang......nam 2014
V& ViBCunnnnn.. b o
KB Bl i nnions AT TIPSR . 7 N
3
................................................................. (két thiic n6i dung vin ban cé dau)./.
Noi nhin: GIAM POC
- Nhu trén;
_Luru: VT, *....... (chém). (chit ky, ddbu vt ho tén ngudi k)
Chu giai:

Trich yéu ndi dung vin ban.

Dia chi gtri.

Noi dung van ban.

Tén viét tat don vi cha tri soan thao vin ban.

Chir viét tit tén ngudi soan thao van ban va sd lugng ban phat hanh.

P W




MOT SO VAN PE CAN LU'U Y KHI SOAN THAO VAN BAN

1. Vé mau chir va chi tiét thé thirc vin ban, ban sao

Thuc hién theo dung quy dinh nay, khong dugc tu y thay ddi, dac biét luu
¥y dong ké bén dudi Qudc hiéu va tén co quan, t6 chuc phai ding nhu mau,

khong dugc trang tri khac mau quy dinh.

2. Phong chir
Dung phong chir Tiéng Viét Times New Roman (Unicode).

3. Ky hiéu van ban hanh chinh \

- Ky hiéu cuia Quyét dinh, Chi thi va cta cac hinh thire van ban khéc: bao
gbm chir viét tit tén loai van ban theo bang chit viét tit tén loai vin ban va ban
sao kém theo Quy dinh va phu luc keém theo, vi du: 1

+ Chi thi cua Giam doc Cong ty: So....../CT-VINC ?

+ Quyét dinh ctia Giam ddc Cong ty: S9......./QD-VINC.

- Ky hiéu ctia cong van bao gdm chir viét tit tén co quan, to th’rc va tén
don vi soan thao van ban hodc chu tri soan thao cong van (néu cd) theo dung
mau tai cac phu luc kém theo quy dinh nay, vi du: |

+ COng van cua Cong ty do Vian phong soan thao: S6........ /VWC-VP

+ Cong van cua Cong ty do Phong TCDT soan thao: So....../VTNC-TCLD

4. P6i voi Nghi quyét, Quyét dinh, Chi thi...
Luu y 1am theo ding cdc mau kém theo quy dinh nay.

*) Luu y:

- Riéng dbi véi cong van trong ky hiéu vin bin khong ghi C “

- Céng vin phdt hanh ndi by trong Cong ty thi cé thé bé phan tén co
quan chii quén truc tiép, chi cin ghi tén Cong ty va don vi phdt hanh vin ban.

Vi du: ‘

CONG TY THAN THONG NHAT - TKV  CONG HOA XA HOI CHU NGHIA VIET NAM
"TEN PON VI PHAT HANH VAN BAN"

Poc lap - Tw do - H?nh phic
Quang Ninh, ngay....... thdn]g ....... nam 201 ...

" " |
5. Tham quyén ky

- P6i véi Ké toan truéng, Chanh Vin phong, Truéng Phong TCLD:
+ Khi ky céc van ban don ddc, nhic nhd hoac hudng dan nghiép vu va céac
cong viéc khac khi da c6 y kién cua Giam ddc thi ghi:




TL. GIAM POC TL. GIAM POC
TRUONG PHONG TCLP CHANH VAN PHONG

Nguyén Vin A Lé Van B
- Khi ky céc véan ban c¢6 tinh chét nghiép vu, ké toan, tai chinh dugc phéan

cong thi ghi:

KE TOAN TRUONG

Nguyén Vin C
6. Chirc danh nguwoi ky
Chi ghi chirc danh nguoi ky nhu Giam dbc, Pho Giam ddc. Khong ghi
Giam ddc Cong ty, Pho Giam doc Cong ty hodc Duyét Giam ddc.
Vi du:

GIAM POC NGUOI PE NGHI

Khong ghi GIAM POC CONG TY hoic DUYET GIAM DOC

7.Pé ky: Ghi quyén han ciia ngudi ky nhu sau:
- Thay mat: TM. (khong ghi T/M); Ky thay: KT. (khong ghi K/T); Thtra
Iénh: TL. (khong ghi T/L)... .

8. Viét hoa trong vin ban hanh chinh
8.1. Viét hoa vi phép dit ciu

a. Viét hoa chir cai dau am tiét thir nhat cia mot cau hoan chinh: Sau dau
chdm(.); Sau ddu chdm hoi (?); sau déu chdm than (!); sau du chdm limg (...);
sau ddu hai chdm (:); sau d4u hai chdm trong ngoac kép (:“...”) va khi xudng
dong.

b. Viét hoa chit cai ddu am tiét thu nhat cua ménh dé sau ddu chdm phay
(;) va dau phay (,) khi xung dong. Vi du:

Can cir Diéu 1é va té chirc hoat dong cua Cong ty than Thong Nhat - TKV
ban hanh kém theo Quyét dinh sé 869/QD-VINACOMIN ngay 28/8/2013 clia
Tong giam dbc Tap doan Cong nghiép Than — Khoang san Viét Nam;

Theo dé nghi cia Chanh Vian phong Cong ty,

8.2. Viét hoa tén dia Iy




a) Tén don vi hanh chinh dugc cdu tao giita danh tir chung (
X4...) v6i tén riéng cua don vi hanh chinh dé: Viét hoa chir cai dau
tiét tao thanh tén riéng va khong dung gach ndi.

Vi du: thanh ph Ha Long, thanh ph Udng Bi, thanh phd Thai Nguyén,
tinh Hai Duong, tinh Quang Ninh, phuong Cam Thanh...

b) Trudng hop tén don vi hanh chinh dugc ciu tao gitta danh t
hop vaéi chir sb, tén nguoi, tén sy kién lich su: Viét hoa ca danh tir ch
vi hanh chinh d6.

Vi du: Quan 12, Thanh phé H6 Chi Minh, Quan Hai Ba Trung

¢) Truong hop viét hoa dic biét: Thu d6 Ha Noi.

d) Tén dia ly dugc cAu tao gitra danh tir chung chi dia hinh (s

bién, cira, bén cAu, viing, lach...) v4i danh tir riéng (c6 mot am tiét) t
riéng cuia don vi do: Viét hoa tit ca céc chit cai tao nén dia danh.

Vi du: vinh Ha Long, bién Sam Son...

d) Tén dia ly chi mét vung, mién, khu vuc nhét dinh duoc cdu
chi phuong huéng két hop véi tir chi phuong thie khac: Viét hoa
clia tit ca cac am tiét tao thanh tén goi. Di vai tén dia ly chi ving

dugc cdu tao bang tir chi phuong huéng két hop véi danh tir chi dia h

viét hoa cac chir cai dau mdi am tiét.
Vi du: Nam Trung B9, Tay Béac, Bac BJ...

8.3. Viét hoa tén co quan, t6 chirc

tinh, huyén,
cua cac am

ir chung két
ung chi don

peos

ong, nui, hd
ro thanh tén

tao bang tir
chir cai dau
mién riéng
linh thi phai

Viét hoa chitr cai dau cua cac tir, cum tir chi loai hinh co quan, t6 chure,

chtrc nang, linh vuc hoat dong cua co quan, to chtrc.
Vi du:

- Ban Chi dao trung vong vé Phong chdng tham nhiing; Uy

ban Trung

uong Mat tran T6 quoc Viét Nam; Uy ban vé Cac van dé xa hoi cua Quoc hoi;

- Vin phong Chi tich nude; Van phong Qudc héi, Van phong Uy ban

nhén dan tinh Quéang Ninh...

- By Cong thuong, By Tai nguyén va Méi truong; Bo Khoa hloc va Cong

ngh¢;

- Téng cuc Thué; Tong cuc Hai quan...

- Ta4p doan Cong nghi€¢p than — Khoang san Vi¢t Nam; Ngan hang Dau tu

va Phat trién Viét Nam,...




- Coéng ty CO phan Tu van Pau tw mé va Cong nghiép; Vién Khoa hoc

Cong nghé mo; Truong Cao ding nghé Cong nghiép Viét Bic; Cong
co khi Hon Gai; Tap chi than — Khoéng san Viét Nam;...
- Phong Pau tu Mai trudng; Phong T chirc Lao dong, ..

8.4. Viét hoa cdc trwong hop khdc
a. Tén cac danh hi¢u vinh du

ty C6 phan

Viét hoa chir cai dau cua cac am ti€t cua cac thanh phd tao thanh cac tén

riéng va cac tur chi thu, hang.

Vi du: Chién sy Thi dua cdp Bo Cong thuong; Chién sy Thi $ua cap Tap

doan; Tho mé Vé vang; Anh hung lao djng;...
b. Tén chuc vu, hoc vi, danh hiéu
Viét hoa tén churc vy, hoc vi néu di lién véi tén nguoi, cu thé.
Vi du:
- Gio su Tién Sy Tran Van T, Tién sy Nguyén Van M. ..

- Tong Giam dbc, Pho Téng Giam déc, Giam dbc, Pho Giam dbc, Chanh

Van phong, Phé Chanh Vian phong, Truéng phong, Pho Trudng phon
c. Tén cac ngay 1&, ky niém, ngay tét.

.

Viét hoa chir cai dau cua am tiét tao thanh tén goi ngay 1&, ngay ky niém,

ngay tét.

Vi du: ngay Qudc khanh 2-9, ngay Qudc té Lao dong 1-5; ngay Phu nir
Viét Nam 20-10; ngay Luu trit Viét Nam 1an thi Nhét, tét Nguyén dan;. ..

d. Tén cac loai van ban

Viét hoa chit ci dau cua tén loai vin ban va chit cai dau cua
nhét tao thanh tén riéng ciia van ban trong truong hop néi dén mot
thé.

Vi du: B luat Lao dong; Luat Luu trir; Nghi quyét Hoi
vién;...

Trudong hop vién dan cac diéu, khoan, diém ctua mot van bar
viét hoa chir cai diu cua diéu, khoan, diém.

Vi du:

- Can cir Diéu 10 B luat Lao dong. ..

- Can ctr Diém a, Khoan 2, Diéu 20 Luat Luu trit...

am tiét tha
van ban cu

dong thanh

1 cu thé thi
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