HOI NONG DAN VIET NAM CONG HOA XA HOI CHU NGHTA VIET NAM

BCH HQI NONG DAN TiNH PONG NAT Dé¢- Tap - Ty do - Hanh phic
. e
S6 72-HD/HNDT Dé‘ng Vai, ngay 26 thang 6 ndm 2023
HUONG DA

thé thire, ky thuit trinh bay vin han cia Pang
va van bén ciia H§i Nans dan

Thyc hién Hudng dan s 36-HD/VPTW ngay 03/4/2018 ctia Vin phong Trung
uong Dang ve thé thirc va k¥ thuat trinh bay vin ban ctia Pang; Hudn g dan so 15-
HD/VP ngay 24/01/2011, Quy dinh 6 09-QD/HNDTW ngay 30/9/2015 cua Ban
Thuong vy Trung wvong Hoi Noéng dan Viét Nam, Cong vén s§ 297-CV/VPTW ngay
01/10/2015 va Céng vin sé 308-CV/VPTW ngay 06/10/2015 cta Vian phong Trung
vong HOi Nong dén Viét Nam vé thé thie vin ban cua Hoi Néng dan Viét Nam;
Ban Thudng vu Hoi Néng dan tinh hudng dan the thire, k§ thuat trinh bay van ban
cua Dang va van ban cia Hoi Nong dan deé thuc hién théng nhét tron g cac cap Hoi
Nong dén trén dia ban tinh Pong Nai, cu thé nhu sau:

I. HUONG DAN CHUNG

1. Pham vi diéu chinh

- Huéng dan nay trién khai quy dinh vé thé thire, k¥ thudt trinh bay van ban
cua Dang va van ban cta Hoi Nong dan.

- Vén ban chuyén nganh, vin ban khi in thanh séch va cac an phdm khac khong
thudc pham vi diéu chinh cua Hudng dan nay.

2. Poi twong ap dung

Vén ban nay ap dung ddi voi Ho Néng dén céc cap tir tinh dén co s,

3. Yéu ciu

- Vén ban chinh thic cua cap uy, co quan, t6 chirc dang phai thong nhat thé
thtre va k¥ thuét trinh bay dé bao dam gié tri phap Iy va gia tri thuc tién,

- Téng cuong thuc hién chir ky so, gtri nhan van ban (khdng mat) trén mang
dién réng, mang internet tal cdc co quan, to chirc da ng, t6 chirc chinh tri - x3 ho
trong tinh theo Quy dinh s 43-QDi/TU, ngay 29/6/2020 ctia Ban Thuong vu Tinh
uy; trong do, tap trung thuc hién tot cdc noi dung quv dinh tai Pidu 17. 13, 19, nhat
la Khoan 2, Bieu 17, Quy dinh sé 43-QDVTU “Van ban dién tir phdi diroe i ngay
trong ngay ky ban hanh, chém nhdt 15 trong budi sang cria ngay lam viéc riep theo...”
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d€ cdc co quan nhén kip thoi ti ép nhén x ly.

- Toan b6 van ban ctia co quan, t6 chirc dang trong tinh ban hanh phaj thue hién
theo diing Quy dinh s6 66-QB/TW, ngay 06/02/2017 cua Ban Bi thu Tron g uong va
Huéng d?m»sé 36-HD/VPTW, ngay 03/4/2018 ctia Vin phong Trung uong Pang vé
thé loai, tham quyén ban hanh; thé thuc va k§ thuat trinh bay van ban ciia Pang;



khac phuc tinh trang van ban ban hanh khong dtng thé loai nhur “sit dung thé loai
cong van dé moi hop” va thidu 01 trong 09 thanh phan thé thie bat budc,

4. Trach nhiém ciia cdc ca nhan

- Nguoi ky van ban 12 nguoi chiu trach nhidm vé thé thire va ky thuat trinh bay
van ban.

- Chanh Van phong hodc nguei duge giao phu tréch cong tac van phong co
trach nhiém tham djnh thé thic va k¥ thuat trinh bay van ban.

- Can bg, cong chire dugce giao soan thao van ban ¢6 trach nhiém cin ctr hudng
dan cu thé d6i v4i loai vin ban coa Pang hay cua Hoi Nong déan dé tham muu thyc
hién ding quy dinh vé thé thic va k§ thuat trinh bay vin ban.

- Can bg, cong chire duoc giao nhiém vu vin thu co quan c6 trach nhiém kiém
tra thé thire va k§ thuat trinh bay van ban trude khi trinh ky, phat hanh.

II. HUONG DAN CU THE

1. Déi véi vin bin cia Dang

Theo Hudng dan s6 36-HD/VPTW ngay 03/4/2018 cua Vin phong Trung uong
Dang, méi van ban chinh thie cia cap uy, 6 chirc dang phai c6 di 9 thanh phan thé
thire bat bude va tiy theo ndi dung, tinh chat cua ting vén ban cu thé, nguoi ky van
ban ¢é thé quyét dinh b sung cac thanh phan phu hop.

"9 thanh phan thé thirc bit buse gém:

(1) Tiéu de “Pang Cong san Viét Nam”,

(2) Tén co quan ban hanh vin ban,

(3) SO va ky hiéu van ban,

(4) Bia danh va ngay, thang, nim ban hanh van bén,

(5) Tén loai van ban va trich yéu noi dung van ban,

(6) Noi dung van ban,

(7) Quyén han, chire vy, ho tén va chit ky cia ngudi c6 tham quyeén,
(8) Dau co quan, t6 chirc ban hanh vén ban,

(9) Noi nhan van ban.

* Cdc thanh phin thé thire bé sung gom:

(1) Dau chi mic do mat, muc d6 khan,

(2) Chi dan pham vi luu hanh, dy thio van ban,

(3) Ky hiéu nguoi d4nh may va s lugng ban phat hanh,

(4) Thong tin lién hé cua co quan ban hanh vian ban,
(Pinh kem ]‘3/72,/’ luc 1 - So dé bé Z:}”l' cdg thanh phcfn thé thire vén ban cia Pang;
Phu lye 2 - So dé bé 1 cde thanh phan thé thite ban sao; Phuy luc 3 - Mau trink bay
thé thitc van ban v ban sao vin ban theo Hudng dan s6 36-HD/VPTW ngay
03/4/2018 ciia Ven phong Trung wong Dang).



2. P6i véi viin bin cia Hoi Nong déan

Céan ¢t Huéng dan s 15-HD/VP ngay 24/01/2011 cia Vin ph
uvong Hoi Nong dan Viét Nam; Quy dinh sé 09-QD/HNDTW ngay
cua Ban Thuong vu Trung vong Hoi Néng dan "tet Nam vé viée ho sung E)!CH
10 ciia Quy dinh s6 23-QD/HNDTW, ngdy 20/01/2011 vé thé }oa tham quyen
ban hanh va thé thac vin ban cua Hoi Nong dan Viét Nam; Cong vin s6 297-
CV/VPTW ngay 01/10/2015, Cong vin sb 30‘%4.,"/ /'VPTW ngay 06/10 /701 cla
Van phong Trung wong Hoi Nong dan Viét Nam veé viéc hudng dan thuc hién
thé thirc vin ban ciia Ho1,

ng Trung
0/2/2015
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Mai viin ban chinh thic ctia Hoi Nong dan phai ¢é du 9 thanh phan thé thuc néL
budc va tly theo ndi dung, tinh chét cta ting van ban cu thé, ngudi ky van ban ¢
thé quyét dinh bd sung céc thanh phan phi hop.

*9 thanh p/um thé thike bit bupe gom:
(1) Quéc hiéu,
(2) Tiéu dé “Hoi Nong dén Viét Nam”,
(3) Tén co quan ban hanh van ban,
(4) S6 va ky hiéu vin ban,
(5) Pia diém va ngay, thang, nam ban hanh vin ban,
(6) Tén loai van ban va trich yéu ndi dung van ban,
(7) Phan noi dung van ban,
(8) Chit ky, thé thirc dé ky va dau co quan ban hanh,
(9) Noi nhén.
* Cdc thanh phan thé thire bé sung gom:
(1) Du chi mac do mat,

(2) Dau chi muc d6 khan, ’
(3) Chi dan vé pham vi phé bién, du thao va tai l1¢u héi nghi.

(Dinh kém Mau I- Vi tri cde thanh phdn cia 1hé thite vén ban Hoi Nong dan,
Madu 2 - Vi tri cde thanh phan thé thike ban sao; M 3- F. ont, c@, kiéu chii theo Tiéu
chudn TCVN 69092001 ding deé trinh bay thé thire vén ban ciia Hoi Nong dan Viét
Nam theo Huéng dan s6 15-HD/VP ngay 24/01/2011 cia Vén phong Tr ng wong
Héi Nong dén Viét Nam vé thé thire vén ban ciia Hoi Nong dan Viét Nam).

pé thong nhat trong qua trinh trién khai tre hién, khi tham mwu soap
thao van ban trong hé thong Hoi, cic don vi can I ¥

- Thanh phan thé thirc bér buoc Ve tiéu dé criv mii thé loai vir han (Pang/
Hpi Nong din): Cin ctr theo ting mau hudng dan. van ban néu trén.

- Cac thanh phan thé thire bit bugc khdc va k7 thudt trinh hay: An dung theo
Hudng dan 56 36- HD/VPTW ngay 03/4/2018 cua “'in phong Trung Uomg Pang,
nhét 1a vé dinh dang 1é trang van ban, cu thé nhu saur:

+ L& trén: Cach mép trén trang gidy 20 mm.

+ Lé dudi: Cach mép dudi trang gidy 20 mm.



+ Le tréi: Cach mép trai trang gidy 30 mm.
+ L& phai: Cach mép phai trang gidy 15 mm.
- Ky tén trén van ban:

+ Mau muyec chit ky:

Theo quy dinh tai Khoan 6, Diéu 13, Nghi dinh s 30/2020/ND-CP ngay
05/3/2020 ctia Chinh pht néu: “Béi véi van ban giay, khi ky vin ban dung but ¢
e mau xanh, khong dimg cde logi muce dé phai”.

+ Ky nhay/ Ky tat; Khoéng ép dung trén van ban, giao don vi soan thao van
ban kiém tra va chju trach nhiém trudc ngudi dimg dau co quan, don vi,

- Viét hoa frong vin ban: Can ot huéng dan chi tiét tai Phu luc IT kém theo Nghi
dinh s6 30/2020/NB-CP ngay 05/3/2020 cta Chinh phu.

- Bing chix viét tit tén logi: Can oty huéng dan chi tiét tai Phy luc IIT kém theo
Nghi dinh s6 30/2020/ND-CP ngay 05/3/2020 cua Chinh phi,

- Dia chi email nhin vin bin ciq cdc don vi giri vé Hoi Nong dan tinh:
/zoinongdantinlz(ln@gmail. com.

(Dinh kem cdc mau trink bay déi voi vén ban ciia Hpi Néng dén: Mau 1- Céng

van, Mau 2- To trinh; Mdu 3- Quyét dinh; Mdu 4- Cdc loai vin ban khdc: Hudng
dan, Ké hoach, T, hong bdo, Bdo cdo, Mdau 5 - Thu mo).

III. TO CHUC THU'C HIEN

1. Hoi Nong déan tinh

- Glao Vian phong Hoi Néng dén tinh tham muu hudng dan trién khai dén
HOi Néng dan cac cp trong tinh thong nhét thuc hién; kiém tra, theo ddi viéc
thuc hién Hudng dan nay; @ xuét sira doi, bo sung hodc thay thé khi can thiét.

- Giao Lénh dao c4c Ban phoi hop véi Van phong hudng dan cén bo thudc bo
phén phu trach, ¢é trach nhiém thdm dinh thé thic va k¥ thuét trinh bay van ban
trude khi trinh ky.

2. Hoi Nong dan cée huyén, thanh phé

bé nghi trién khai dén Hoi Noéng dan co s¢ théng nhat thuc hién va c6 trach
nhiém, thdm dinh thé thic va ky thuat trinh bay van ban truée khi ban hanh gtii vé
Hoi cap trén.

Trén day 1a Huéng din ctia Ban Thuong vu Hoi Nong dan tinh vé thé thie, ky
thuat trinh bay van ban cia DPang va van ban cua Ho1i Néng dan./.

Noi nhan: T/M BAN THUONG VU
- Thudng truc HND tinh (béo céo), O PMITNCH THUONG TRUC
- Cdc Ban, VP HND tinh (thye hién), : / '

- HND céc huyén, thanh phé (thuc hién),
- Luu: VT, VP ( TH).




Maiu 1 — Céng viin

HOINONG DAN ...0 CONG HOA XA HOI CHU NGHIA VIET NAM
BCH HOI NONG DAN... ® Pc 1ap - Ty do - Hanh phiic
- ,
SH -CV/HNDT e vee e, NEAY L thdng LLondm ...

BIRIDBITY = s s sin o viis o i s s ik s S B L :
[NOT dUNZ VAN DAN]..vcveviveeiiereteeiecteecceee ettt et e
................................................................................................................................ ’;
. : T/M BAN THU 'ONG VU
Noi nhén: CHUC VU CUA NGUOI KY

- Nhu kinh gtri (thue hién),
% & amadmas samen (bao cao),
- Luu: VT, Ban .....

(Chit ky cua ngum c6 tham quyen
déu/chit ky 56 ciia co quan, to chirc)

Ho va tén

"'Tén to chirc Hoi cép trén.
2 Tén t6 chirc Hoi ban hanh vin ban.



Miu 2- T trinh

HOINONG DAN ...
BCH HOI NONG DAN...

- Nhu kinh giri (bdo cdo),
B AR (thuc hién),
- Luu: VT, Ban ...

CONG HOA XA HOQI CHU NGHiA VIET NAM
Déc Idp - Tu do - Hanh phic

SO .. -TTr/HNDT ngay ... thang ... nam ...
TO TRINH

L
Kinh gii: ..o

(NGE UG VA BAD]....c.cerss s soseemsismmsesmsmossssmsmsses e

................................................................................................................................ /.

T/M BAN THUO'NG VU
Noi nhén: CHUC VU CUA NGUOI KY

(Chit ky ciia Nguoi o tham quyen
dau/chir ky 50 ciia co quan, t6 chirc)

Ho va tén



Miu 3 - Quyét dinh

HOQI NONG DAN .... CONG HOA XA HOI CHU NGHIA VIET NAM
BCH HOI NONG DAN... DPoc lap - Ty do - Hanh phic
S6 e -Qb/HNDT sz o s VBN -sean thang ... ndm .......
QUYET DPINH
W WILBL, . e s i sl 760 i i s

i T T :

64 s - APPSR - ;

WL 16 DB T osommmmsrsessaapmmmssresenmessnssseymrss s nensssis s BRGNS :

BAN THUONG VU HOI NONG DAN ...

QUYET PINH

PHRBU 1 oot
DB & oot
....................................................................................................................... /e
_ T/M BAN THUONG VU

Noi nhan: 3 CHUC VU CUANGUOI KY,

- Nhu Dicu ((ghu’c %“‘;'n% (Chit ky cia nguoi co tham quyén,

S s 4R S 4o cdo), 2 & o b o ¥ 3 oz

Low VT. Ban ..... daw/chit ky so cua co quan, 16 chitc)

Ho va tén



Miu 4 — Huéng din/ K¢ hoach/ Théng bio/ Bdo cio

HQINONG DAN .... CONG HOA XA HQI CHU NGHIA VIET NAM
BCH HQI NONG DAN... Dc 1ap - Ty do - Hanh phiic
B sy maal BINDT s ngay ... thang ... ndm ...
TEN LOAI VAN BAN

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

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

..................................................................................................................................
----------------------------------------------------------------------------------------------------------------------------------

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

................................................................................................................................ i
o T/M BAN THUGNG VU
Noi nhéan ’ CHUC VU CUA NGUOI KY
i s 1Ebaohcao) (Chu’ ky cia ngu“O’l cé thim quyen
Lu’u VT Ba(rf M higa), ddu/chip ky 56 ciia co quan, t6 chirc)

Ho va tén



Mau 5 — Thu moi

HOI NONG DAN .... CONG HOA XA HOI CHU NGHIA VIET NAM
BCH HOQI NONG DAN... Poc l1ap - Ty do - Hanh phiic
*
S6 ...l -TM/HND ngav ... thang ... nam .......
THU MOI
dw HOi nghi ....oooovveiiiee

ST DT ittt b R i S ,

Ban Thuong vu Hoi Nong dan ............ tran trong kinh moi:

1. Thanh phﬁn:

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

(Dinh kém tai liéu).
3. Thoi gian: .... ngay, tir ...gi0o ngay ... thang .... ndm .... (Thir .....).
O TN 1T oSS :
....................................................................................................................... /.
o T/M BAN THUONG VU
Noinhén: CHUC VU CUA NGUOGI KY
N Nhu thanh p?;r; T (Chit ky cua nguoi co tham quven
] Lu’uVT Ban . ) daw/chit ky 56 ciia co quan, t6 chirc)

Ho va tén
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Phu luc 1

so' d0 bd tri cic thanh phan thé thirc vin ban ciia Pang

(Kém theo Hudng dan sé 36-HD/VPTW, ngay 03/4/2018

cua Van phong Trung wong Dang)

T
20"
b | [ ]
| 4
10b
| 5a |
«30™ - l 9b | E
-
6
l,__.
9a [ 7a
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| 7c
| 7b
(Duwong ké nét lién)
13 |
T
20mm
d

Ghi chu:

1. Tidu dé "Pang Cong san Viét Nam";

2. Tén co quan ban hanh vén ban;

3. 86 vaky hiéu van ban;

4. Dia danh va ngay, thang, nam ban hanh vén ban;
5a. Tén loai van ban va trich yéu noi dung vin ban;
5b. Trich yéu n6i dung cong vin:

6. Noi dung vin ban (c6 thé nhiéu trang):

7a, 7b, 7c. Quyf‘";n han, 9h1’1’c vu, ho tén va chir ky
cua ngudi ¢d tham quyen;

8. DAu co quan, td chirc ban hanh vin ban;
9a, 9b. Noi nhéan véan ban;

10a, 10b. DAu chi mérc do mét, muc do khén;
I1a. Chi dan vé& pham vi luu hanh,

11b. Chi dan vé dy thao vén ban;

12. Ky hiéu ngudi danh may va s lugng
ban phat hanh;

13. Thong tin lién hé cia co quan ban hanh

- vin ban.




USERHDVP36.DOCX 3 3

Phu luc 2
s0'dd b6 tri cde thanh phan thé thire ban sao
(Kem theo Hurdng ddn sé 36-HD/VPTW 1 gay 03/4/2018
cua Van phong Trung wong Dadng)

BT I

15 L 17

«30mm

- «—>
5
20 [ 18a
; G 18b
!
; . . ] 18c
T
20111]]’]
l
Ghi chu:

14. Tén co quan sao vin ban;

5. 86 va ky hiéu ban sao:

16. Chi dan loai ban sao:

17. Dja danh va ngay, thang, nam sao vin ban;

18a, 18b, 18¢c. Chirc vu, chit ky, ho tén nguoi ky sao:
19. Dau co quan sao;

20. Noi nhén ban sao.
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HOI NONG DAN VIET NAM CONG HOA XA HOI CHU NGHIA VIET NAM

BAN CHAP HANH TRUNG UGNG Bgc 1ap - Ty do - Hanh phic
VAN PHONG
S6 308 - CV/VPTW Ha Noi. ngay 06 thang 10 nam 2015

Vv Hirdng dan thue hién
thé thite van ban cua Héi

Kinh grii: - Hoi Nong dan cée tinh, thanh phd.
- Cédc ban, don vi thude Trung wong Hai.

Ngay 01/10/2015, Van phong Trung wong Hoi dd ¢6 Céng van sb 297-
CV/VPTW vé& Huéng din thyc hién Quy dinh s 09-QD/HNDTW, ngiy
30/9/2015 ctia Ban Thudmg vu Trung wong Hoi vé viée bb sung Diéu 10 cta Quy
dinh s6 23- QB/HNDTW, ngdy 20 thang 01 ndm 2011 v& thé loai, thim quyen

~ ban hanh va thé thirc van ban cia Hoi Néng dan Viét Nam. Nay cén ¢t Quy dinh
vé thé thirc viin ban ciia Nha nude, Van phong Trung wong Hoi hudng dan vi tri
va k¥ thudt trinh bay 2 thanh phan thé thite van ban cia Hai nhu sau:

1. Quéc hiéu: Puong ké ngang gach dudi dong chir “Pge 1ap - Tw do -

2. Dia diém va ngay, thang, ndam ban hanh vén ban: vi trf trinh by thang
hang véi dong: Sé va ky hidu van ban.

Cu thé trinh bay nhu sau:

HOI NONG DAN VIET NAM (2) CONG HOA XA [HQI CHU NGHIA VIET NAM

BCH HOI NONG DAN TiNH ... (3) Dgc lap - Ty do - Hanh phite (1)
)
S6  -BC/HNDT() ... , ngay 01 thang 10 ndm 2015 (6)
pé nghi céc tinh, thanh Hoi; cac ban, don vi thudc Trung wong Hoi diéu
chinh vi tr va k¥ thufit trinh bav 2 thanh phén thé thae wén./.

Noi nhén: K/T CHANH VAN PHQN(}

- Thudmg true TW Hai; PHO-CHANH VAN PHONG

- Nhur kinh giri; £ ,
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Mau I: Vi tri cic thanh phan thé thie van ban ctia Hji Nong din
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Ghi chu:

1. Tiéu dé

2. Tén co quan ban hanh
vén ban

3. 86 va ky hiéu

4, Dia diém va ngay, thang,

ndm ban hanh vin ban
5a. Tén loai vdn ban va trich
yéu ndi dung vin ban

Sb. Trich yéu n6i dung
céng vin

6. NOi dung vidn ban (co
thé ¢ nhiéu trang)

7a. Thé thitc dé ky, chc
vu ngudi ky

7b. Chit ky

7¢. Ho tén ngudoi ky

8a. Noi nhédn coéng vin

8b. Noi nhén vin ban

9. Déu chi mirc d6 mat

10. Déu chi mirc do khan
11. Déu chi pham vi phd bién
12a. D4u chi tai liéu hoi nghi
[2b. Déu chi dy thao




Mdu 2: Vi tri cic thanh phén thé thicc ban sao
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Ghi chu:

13. Dudng phan gidi gitta viin ban sao véi thé thie sao
14. Tén co quan sao

15. 86 va ky hiéu sao

16. Ghi chi dan loai ban sao

17. Pia diém va ngay, thang, ndm sao

18. Thé thirc dé ky, chirc vu, chit ky, ho tén nguoi ky va déu co quan sao

19. Noi nhén ban sao.
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Phu luc II
A TRONG VAN BAN HANH CHINH

1. VIET HOA Vi PHEP PAT CAU

Viét hoa chit cai du 4m tiét thit nhét ctia mdt cau hoan chinh: Sau ddu cham
cdu (.); sau ddu chdm hoi (?); sau ddu chim than (1) va khi xuéng dong.

IL. VIET HOA DANH TU RIENG CHi TEN NGUOT

1. Tén ngudi Viét Nam

a) Tén thong thuong: Viét hoa chir cai dau tit ci cac 4m tiét cta danh ti
riéng chi tén ngudi. Vi du: Nguyén Ai Qudc, Tran Phu,...

b) Tén hiéu, tén goi nhan vét lich str: Viét hoa chit c4i diu tét ca cic Am
tidt. Vi du: Vua Hing, Ba Triéu, Ong Gidng, Bac Ho, Cu H3,.. '

2. Tén ngudi nude ngoai duge phién 4m chuyén sang tiéng Viét

a) Trudng hop phién 4m sang Am Han - Viét: Viét theo quy téc vibt tén
ngudi Viét Nam. Vi du: Kim Nhat Thanh, Mao Trach Péng, Thanh Cat Tir Han,..

b) Trudng hop phién am khéng sang am Hén - Viét (phién am truc tiép

sat céch doc clia nguyén ngir): Viét hoa chit cai ddu 4m tiét thit nhét trong mbi
thanh phan. Vi du: Vla-di-mia I-lich Lé-nin, Phri- dmch Ang-ghen,...

IIL. VIET HOA TEN PIA LY
1. Tén dia ly Viét Nam

a) Tén don vi hanh chinh dugc ciu tao gitta danh tir chung (tinh, thanh
phd truc thude trung uong; huyén, quan, thi x4, thanh phé thudc tinh, thanh phé
thudc thanh phd truc thude trung wong; xA, phudng, thi tran) Vi tén riéng cla
don vi hanh chinh d6: Vlet hoa chit c4i ddu ctia cac 4m tiét tao thanh tén riéng
va khéng dung gach néi. Vi du: thanh phd Thai Nguyen tinh Nam Dinh,..

b) Truong hop tén don vi hanh chinh dwoc céu tao gifta danh tir chung
két hop voi chir s, tén ngudi, tén su kién lich sir: Viét hoa ca danh tir chung
chi don vi hanh chinh d6. Vi du: Quén 1, Phudng Pién Bién Phu,..

¢) Trudng hop viét hoa diic biét: Thu do Ha N¢i, Thanh phé Hé Chi Minh.
d) Tén dia ly dugce cdu tao gifta danh tir chung chi dia hinh (sbng, nui,
hd, bién, ctra, bén, cu, viing, lach, vam,...) v6i danh tir riéng (c6 mét am tiét)

trd thanh tén riéng cua dia danh d6: Viét hoa tat ca cdc chit céi tao nén dia
danh. Vi du: Ctra Lo, Viing Tau, Lach Trudong, Vam C6, Cau Gidy,..

Trudng hop danh tir chung chi dia hinh di lién v6i danh tir riéng: Khéng
viét hoa danh tir chung ma chi viét hoa danh tir riéng. Vi du: bién Ctra Lo, cho
Bén Thanh, song Vam Cé, vinh Ha Long,...
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d) Tén dia ly chi mdt viing, mién, khu vuc nhét dinh duoc ciu tao béng
tir chi ph'lqong hudng ké; hop véi tir chi phuong hudng khéc: Viét hoa chir cai
dau cua tat ca céc am tiét tao thanh tén goi. D6i vdi tén dia ly chi vung, mién
riéng duoc ciu tao bang tir chi phuong huéng két hop véi danh tir chi dia hinh
thi viét hoa céc chit cai diu mdi Am tiét. Vi du: Tay Bac, Pdng Bic, Bic Bo,...

2, Tfén dia ly nudc ngoai duge phién 4m chuyén sang tiéng Viét
| SR Sk <

a) Tén dia ly da dugc phién 4m sang 4m Hén - Viét: Viet theo quy tic
viét hoa tén dia ly Viét Nam. Vi du: Bic Kinh, Binh Nhuégng, Phép, Anh,...

b) Tén dia ly phién 4m khong sang 4m Hén - Viét (phién dm tryc tiép sét
cach doc cua nguyén nglr): Viét hoa theo quy tic viét hoa tén nguoi nudc
ngoai quy dinh tai diém b khoan 2 Muyc II Phu luc nay. Vi du: Mét-xco-va,
Men-bori,...

IV.JVIET HOA TEN CO QUAN, TO CHU'C
1. Tén co quan, tb chic ctia Viét Nam

a) Viét hoa chir cai dau cta cac tlr, cum tir chi loai hinh co quan, tb chir;
chire nang, linh vuc hoat déng cua co quan, td chic. Vi du: Ban Chi dao trung
uong vé [Phong chdng tham nhiing, Van phong Ch tich nude, B6 Tai nguyén
va Moi truong, Tap doan Dién luc Viét Nam, Hbi déng nhén dan tinh Son La,
S& Tai c{ninh,...

b) 1Lm’c‘mg hop viét hoa dic biét: Ban Chép hanh Trung wong Pang Céng
san Viét /Nam, Vén phong Trung wong Dang,...

2. Tén co quan, to chitc nuée ngoai

~a)Ténco quan, t6 chire nuée ngoai da dich nghia: Viét hoa theo uy téc
Viét tén ¢o quan, to chirc ctia Viét Nam. Vi du: Lién hop quéc (UN), Té chirc
Y t€ thé gi¢i (WHO),...

b) Tén co quan, t6 chirc nuéc ngoai dugc sir dung trong vin ban & dang

viét tat: Vi€t bang chit in hoa nhu nguyén ngit hodc chuyén tu La-tinh néu
nguyén ;ngﬁ’ khéng thuéc hé La-tinh. Vi du: WTO, UNDP, UNESCO,
ASEAN,...

V. "VIF:T HOA CAC TRUONG HOP KHAC
1. Danh tlr thudc trudng hop dac biét: Nhan dan, Nha nuéc.
2. Tén cée huan chuong, huy chuong, cac danh hidu vinh du: Viét hoa

chir c4i ddu cia cac dm tidt cta cac thanh phan tao thanh tén riéng va céc tl
chi th, hang. Vi du: Huin chuong Sao vang, Nghé si Nhan dén, Anh hung
Lao dong,...

B Tén chiic vu, hog vi, danh hiéu: Viét hoa tén chirc vy, hoc vi néu di
lién véi'tén nguoi cu thé. Vi du: Chu tich 'Quéc hoi, Thu twéng Chinh phu,
Gido su T6n That Tung,...
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