Nhirng thay déi bat budc vé thé thirc va cach trinh bay van ban

Bit dau tir ngdy 5/3/2020, Nghi dinh sé 30/2020/ND-CP bat budc thuc hién
nhitng quy dinh sau:

1. Chi ding phong chir Times New Roman: Néu nhu trudc day phong chit
stt dung dé trinh bay vin ban trén may vi tinh 1a phong chir tiéng Viét ciia bd ma ky
tr Unicode theo Tiéu chuan Viét Nam TCVN 6909:2001 thi hién nay dé quy dinh cu
thé phong chir phai la phong chir tiéng Viét Times New Roman, bd mi ky ty Unicode
theo Tiéu chuan Viét Nam TCVN 6909:2001. C& chir va kiéu chir khong c6 quy dinh
chung ma phu thudc vao timg yéu t thé thic.

2. Thay d6i cach danh s0 trang van ban: Truoc day sé trang van ban dugc
trinh bay tai goc phai & cubi trang gidy (phan footer) thi nay sb trang van ban duoc
dat canh gitra theo chiéu ngang trong phan 1& trén ctia van ban, duoc danh tur sO 1,
bang chir s6 A-rap, ¢ chir 13 dén 14, kiéu chir dimg va cling khong hién thi so trang
thir nhat.
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3. Teén loai va trich yéu ndi dung van ban: Tén loai van ban la tén cua tung
loai van ban do co quan, t6 chic ban hanh. Trich yéu ndi dung cua van ban la mot



cAu ngin gon hodc mdt cum tir phan anh khai quat noéi dung chii yéu cua van ban.
Tén loai va trich yéu duoc dit canh gitta theo chiéu ngang van ban. Tén loai trinh bay
bé'mg chit in hoa, ¢& chit 13 dén 14, dimg, dam. Trich yéu ndi dung van ban duoc dat
ngay duoi tén loai van ban, chit thuong, co 13 dén 14, dimg, dam. Bén dudi co
duong ké ngang, nét lién, c6 d6 dai bang tir 1/3 dén 1/2 d6 dai dong chir va dit can
dbi so voi dong chit.

4. Bo sung yéu ciu trinh bay ciin cir ban hanh vin ban: Can ctr ban hanh
van ban ghi déy du tén, loai van ban, s, ky hi¢u, co quan ban hanh, ngay thang nam
ban hanh va trich yéu noi dung van ban (Luat va Phap 1énh khong ghi s, ky hiéu va
co quan ban hanh). Cin ¢t ban hanh van ban trinh by bang chir in thu’(‘)’ng, kiéu chir
nghiéng, c& chir tr 13 dén 14, trinh bay dudi phan tén loai va trich yéu noi dung van
ban; sau d6 mdi can ctr phai xuéng dong c6 ddu cham phay, dong cudi cung két thic
bang d4u cham.

5. Chir ky cia nguoi co tham quyén: Nghi dinh moi da bo sung chit ky sd

cua nguoi co thAm quyén. Theo d6, hinh anh, vi tri chir ky s6 cla nguoi co tham

quyén 1a hinh anh chir ky cta nguoi c¢6 tham quyén trén van ban gidy, mau xanh,

dinh dang Portable Netwwork Graphics (.png) nén trong suét; dit canh giita chirc vu
cua nguoi ky va ho tén nguoi ky.

6. Dau, chir ky s6 ciia co’ quan, td chirc: DAu va chir ky s6 1a diém méi dang
cha ¥ tai Nghi dinh 30/2020/ND-CP. Hinh anh, vi tri chit ky s6 cia co quan, to chirc
1a hinh anh dau cua co quan, té chtrc ban hanh van ban trén van ban, mau do, kich
thude bang kich thude thuc te cta dau, dinh dang (.png) nén trong sudt, tram 1én
khoang 1/3 hinh anh chit ky s6 cta nguoi co thim quyén vé bén trai.
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7. B0 sung quy dinh vé Phu luc: Trudng hop vin ban c6 Phu luc kém theo thi
trong van ban phai co6 chi dan vé Phu lyc d6. Vin béan c6 tir hai Phuy luc tr& 1én thi céc
Phu luc phai dugc danh s6 thir tu b.%mg chit s6 La M4. S6 trang cua Phu luc duoc
danh s riéng theo tung Phu luc. Péi v6i Phu luc cung t¢p tin véi ndi dung van ban
dién ttr, Van thu co quan chi thuc hién ky s6 van ban va khong thuc hién ky so 1én
Phu luc. Bdi véi Phu lyc khong cung t€p tin voi ndi dung van ban di¢n tu, Van thu co
quan thyc hién ky s6 ctia co quan, t6 chure trén timg tép tin kém theo.
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