UBND TINH SON LA CONG HOA XA HQI CHU NGHIA VIET NAM
SO NOI VU Poc l1ap - Tw do - Hanh phuc

S6: 969/SNV-CCHC&VTLT Son La, ngay 21 thang 6 nam 2023
VIV mot s6 luu ¥ vé thé thic,
k¥ thuat trinh bay van ban
hanh chinh

Kinh gri:
- Céc s0, ban, nganh;
- Cac don vi su nghiép truc thugc tinh;
- Céc co quan nganh doc Trung wong dong trén dia ban tinh;
- C4c hoi co tinh chat dac thu thuoc tinh;
- UBND céc huyén, thanh pho;
- Cé4c doanh nghiép trén dia ban tinh thuoc Danh muc ngudn
nop luu tai liéu vao Luu trix lich sir tinh.

Thuc hién Nghi dinh s6 30/2020/ND-CP ngay 05/3/2020 cua Chinh phu vé
cong tac van thu, trong thoi gian qua, cong tac van thu tai cac co quan, don vi trén
dia ban tinh timg budce di vao nén nép, dap tng yéu cau, nhiém vy cdng tac tham
muu, chi dao, diéu hanh. Tuy nhién, trong qua trinh theo doi, Kiém tra cong tac van
thu, luu trir tai cac co quan, don vi van con mot so ton tai, han Chwé vé thé thurc Vf:l
ky thuat trinh bay van ban hanh chinh nhu: khong dung ¢& chi, ki€u chix, cach viet
hoa; cach danh so trang, ghi phu luc, can ctr ban hanh van ban...

D¢ khac phuc ton tai, han ché néu trén, nham nang cao chat luong, hiéu qua
cong tac soan thao, ban hanh van ban, S& Noi vu dé nghi cac co quan, don vi luu y
mot sO ndi dung vé thé thirc, k¥ thuat trinh bay van ban hanh chinh nhu sau:

1. Phong chir: quy dinh tai khoan 4 Muc 1 Phan I Phu luc I Nghi dinh )
30/2020/ND-CP.

Loi thudng gap: mau chit trong van ban van c6 chir do, chit xanh....., duong
ké ngang dudi t€n co quan ban hanh, dudi tiéu nglt, dudi trich yeu van ban, dudi
chan phu luc .... d¢ mau xanh.

2. S6 trang vin ban: quy dinh tai khoan 7 Myc 1 Phan I Phy Iyc I Nghi
dinh s6 30/2020/ND-CP.

Lo”ii thwong gap: s6 trang vin ban khong dat canh gitra theo chiéu ngang
trong phan 1€ trén cua van ban (dat ¢ lé dudi, dat canh phdi, canh trai).

3. Quoc hiéu va Tiéu ngir

@) Qudc higu: quy dinh tai diém a khoan 1 Myc 2 Phan I Phy lyc I Nghi dinh
s0 30/2020/ND-CP.

Léi thuong gdp: sai ¢& chit (mot sd co quan dé c& chit 14); khong dam.
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~ b) Tiéu ngit: quy dinh tai diém b khoan 1 Myc 2 Phan I Phy luc I Nghi dinh
s6 30/2020/ND-CP.

Léi thuong gdp: sai ¢& chit (vi du: Qudc hiéu c& chir 13, Tiéu ngit cling dé
cd chir 13); khong dam.

Luwu y: néu Quoc hiéu ca chir 12 thi Tiéu ngir cé chir 13; Quoc hiéu cé chir
13 thi Tiéu nger co chir 14.

4. Tén co quan, to chirc ban hanh vin bén

Quy dinh tai khoan 2 Muc 2 Phan I Phu luc I Nghi dinh sé 30/2020/ND-CP.

Léi thuwong gdp: tén co quan ban hanh vin ban dé ¢ chir 14 trong khi quy
dinh c& chir chi tir 12-13;

Luu y: néu Quac hi¢u c& chiz 12 thi tén co quan chu quan, co quan ban hanh
van ban cé chir 12; Quoc hiéu ca chir 13 thi tén co quan chi qudn, co quan ban
hanh van ban co chir 13.

5. S0, ky hiéu ciia viin ban

Quy dinh tai khoan 3 Muc 2 Phan I Phu luc I Nghi dinh sé 30/2020/ND-CP.

Loi thuong gap: 1ay 6 con dé triing s0; s6 cua van ban ¢ thém chix cai tieng
Viét (thém a, b, ...); sai c& chix (so, ky hi¢u van ban co chit luon la 13, nhung mot
SO van ban dang deé co chir 14...).

6. Dia danh, thoi gian ban hanh van ban

Quy dinh tai khoan 4 Myc 2 Phan I Phu luc I Nghi dinh sé 30/2020/ND-CP.

Léi thuwong gdp: sai ¢& chi; dia danh va thoi gian ban hanh vian ban khong
cung mot dong vaéi so, ky hiéu van ban

Luu y:

+ Néu Quac hiéu cé chir 12 thi t&n co quan chii Quan, co quan ban hanh vin
ban co chir 12; Tiéu ngir va thoi gian ban hanh van ban céo chir 13;

+ Quoc higu c& chi 13 thi tén co quan chii quan, co quan ban hanh véin ban
co chir 13; Tiéu ngir va thoi gian ban hanh van ban cé chir 14.

7. Tén loai va trich yéu ndi dung viin ban

Quy dinh tai khoan 5 Muc 2 Phan I Phu luc I Nghi dinh sé 30/2020/ND-CP.

Léi thuong gdp: ban hanh van ban hanh chinh khong c6 trong cac loai van
ban hanh chinh dugc quy dinh (M6t S0 co quan dang ban hanh logi van ban Ket
lugn, can cir vao Pieu 7 Nghi dinh so 30/2020/ND-CP: van ban hanh chinh gom
29 logi van ban nhung khong co logi van ban 1a Ket lugn); doi véi Cong van: chir
ve€ viéc khong viét tat nhu quy dinh; khong dét canh gitta dudi s6 va ky hiu van
ban, cach dong khong dam bao 6pt véi s6 va ky hi¢u van ban.

8. Noi dung van ban
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a) Can ctr l?an hanh vin ban: quy dinh tai diém a khoan 6 Muyc 2 Phan I Phu
luc I Nghi dinh s6 30/2020/ND-CP.

Léi thuong gap: thiéu can cir ban hanh van ban (thiéu Quyét dinh quy dinh
chirc nang nhiém vu Cua co quan, to chite ban hanh van ban; ....) hodc can cir vao
van bé}n hét hi¢u luc; ghi can cur Luat, Phap 1€nh chua dam bao theo quy dinh (vdn
ghi 0, ky hiéu cua Ludt, Phdp lénh; khong du ngay thang nam ban hanh. VD:
dang trinh bay thiéu: Ludt Luu triv nam 2011, trinh bay du theo quy dinh la: Ludt
Luu trie ngay 11 thang 11 nam 2011).

b) Vién dan van ban: quy dinh tai diém b khoan 6 Muyc 2 Phan I Phy lyc I
Nghi dinh s6 30/2020/ND-CP.

Vi du: lan vién din dau tién ghi: Nghi dinh s6 30/2020/ND-CP ngay
05/3/2020 cua Chinh phu v€ cong tac van thu => lan vién dan ti€p theo chi can ghi:
Nghi dinh s6 30/2020/ND-CP.

¢) Cach trinh bay phan, chwong, muc, tiéu muc, diéu, khoan, diém

Quy dinh tai diém d khoan 6 Muyc 2 Phan I Phu luc I Nghi dinh sb
30/2020/ND-CP.

Léi thuong gap: cach trinh bay phan chuong, myc, tiéu muc, diéu va sb thu
tu cia phan, chuong, muc, tiéu muc, diéu chua dam bao theo quy dinh (VD: van
dang trinh bay: Phan thiz nhat, ...); cach trinh bay khoan, diém chua dam bao theo
quy dinh (VD: voi cac khodn khong co tiéu de lai in ddm khodn; cach trinh bay
diem phdi la a), b), c) nhung van dang trinh bay 1.1; 1.2....).

9. Chirc vy, chac danh

Quy dinh tai khoan 7 Muc 2 Phan I Phu luc I Nghj dinh s 30/2020/ND-CP.

Léi thiong gap: chiic vy ghi tai mot s6 van ban Ia chirc vy ma Nha nudc
khong quy dinh (vi du: Phd Giam doc Phy trach, Phé Chu tich Thuong truc la
khong ding theo quy dinh tai Ket lugn so 35-KL/TW ngay 05/5/2022 cua Bg Chinh
tri ve danh myc chirc danh, chirc vu lanh dao va tuong dwong cua hé thong chinh
tri ter Trung wong dén co so).

Chuc vy (chic danh) cua ngudi ky van ban do Hoi dong hoac Ban Chi dao
cia Nha nu6e ban hanh ma lanh dao Bg 1am Truong ban hodc Phé Truong ban,
Chu tjcp hoac Pho Chu tich Hoi dong thi phai ghi ré chuc vu (chac danh) va tén co
quan, t6 chuc noi lanh dao B cong tac ¢ phia trén ho tén nguoi ky. Vi du:

TRUONG BAN

(chi# ky, déu)

GIAM B(’)Q SO ...
Nguyen A



10. Noi nhin

Quy dinh tai khoan 9 Muyc 2 Phan I Phu Iyc I Nghi dinh s6 30/2020/NB-CP.

Léi thwong gdp: sai ¢& chir, sai vi tri.

11. Phu luc

Quy dinh tai khoan 1 Muc 3 Phan I Phu luc I Nghi dinh s 30/2020/ND-CP.

Léi thuong gap: tir “Phu lyc” trinh bay Qéqg chir in hoa; khdng canh gitra
ma lai canh trai, canh phai va so viét bang chir s6 A Rap; khong danh so6 trang theo
ting Phu luc.

Vi du: dang sai: PHU LUC SO 01; PHU LUC SO 02 hoic Phu lyc s6 01 ->
dung s€ la Phu luc I, Phu luc I1...

12. Viét hoa

Quy dinh tai Phan Il Phu luc I Nghi dinh s6 30/2020/ND-CP.

~ Loi thuong gap: mdt s6 vin ban dang Viét hoa sau dau hai cham (:), sau dau
cham phay (;); viet danh tir chung chi don vi hanh chinh, vi€t danh tr chung chi dia
hinh, vic:en dan phan, chuong, muc, ticu muc, diéu, khoan, diém, viet tén cac ngay
trong tuan va thang trong nam chua dam bao theo quy dinh.

Vi du:

Viét sai: Thanh phd Son La, Tinh Son La... -> dang phai la: thanh phd Son
La, tinh Son La,...

Viét sai: Bién Cura Lo, Chq’ Bén Thanh, Song Vam Co, Vinh Ha Long... ->
dang phai 1a: bién Ctra Lo, chg Bén Thanh, song Vam Co, vinh Ha Long,...

Viét sai: Thtr Hai, Thi Ba, Thang Tam...-> dung phai 1a: thi Hai, tha Ba,
thang Tam...

Truong h(_ypo vién cﬁm phén, chuopg, muc, ‘giéu muc, diéu, khoﬁén, diém gﬁa
mot van ban cu theé thi viét hoa chir cai dau cia phan, chuong, muc, tiéu muc, di€u.

Vi du:

Can ¢t diém a khoéq 2 Piéu 103 Muc 5 Cl}u:ong XII Phan I cta Bo luat
Hinh su; t}leo, quy dinh tai diém a khoan 1 Dic¢u 24 Tiéu muc 1 Muc 1 Chuong III cua
Nghi quyét s6 351/2017/UBTVQH14.

Trén day 1a mot s6 luu y vé thé thic, k§ thuat trinh bay van ban hanh chinh,
dé nghi cac co quan, don vi, dia phuong tiép tuc tuyén truyén, pho bién, trién khai
co hi¢u qua Nghi dinh s6 30/2020/NP-CP, cac vin ban quy pham phap luat, van
ban huéng dan vé cong tac van thu, luu trir dén toan thé can bo, cong chuc, vién
chuc; tang cuong cong tac tu k|§m tra cac co quan, don vi thuoc pham vi quan ly,
de kip thoi chan chinh sai sét vé tham quyén ban hanh, thé thuc va ky thuat trinh
bay van ban, dam bao van ban ban hanh dung theo quy dinh; quan ly van ban di,
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quan 1y vin ban dén, sao van ban; quan ly, st dung con dau va thiét bi luu khoa bi
mat trong cong tac van thu theo quy dinh./.

Noi nhan: KT. GIAM POC

- Nhu trén; I r =
_Luu: VT, CCHC&VTLT, L(02b). — HO GIAM bOC

Nguyen Thanh Tinh
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