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=\II. MAU TRII\H BAY VAN BAN HANH CHINH, PHU LUC VA
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MAu 1.2 truq ti6p

Mdu 1.3 Quyet einh (ca Ui6t) quy dinh giSn ti6p

Mdu 1.4

MAu 1.5 C6ng vin
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2. MAu trinh bny phg lBc vin bin
Mdu 2.1 Phu lpc vdn b6n hdnh chinh gi6y

}/rht2.2 Phu lgc vdn bin hdnh chinh tlien fli
3. MAu trinh biry bin sao vin bfrn

M5u 3.1 B6n sao

B6n sao sang dinh dang diQn tu

Vdn b6n c6 t6n loai

dinh dang gi6y

Mdu3.2
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MAu 1.1 - Nghi quyrit (cri biQt)

so GrAo DUC VA DAO TAO
THANH PHO HO CHi MINH

TRUONG THPT TEN LO MAN

CQNG HOA XA HQI CHU NGHIA VIET NAM
DQc lap - Tq do - H4nh phric

56: A{Q-TLM Thdnh phii Hd Chi Minh, ngdy ...... thdng ... ndm ...

NGHI QUYET

HIPU TRIICING TRIIONG THPT TBN LO MAN
Cdn ctl QuyAt dinh s6 X34/QD-UBND ngdy 24/5/2006 cfia Uy ban

nhdn ddn thdnh phO Ui Ch{ Minh vi cho phdp chuyAn Trudng Trung h9c ph6
th6ng Bdn c6ng Ten Lct Man thdnh Tradng Trung hqc phd th6ng Ten Lct Man
trryc thuQc Sd Gido &tc vd Ddo tqo;

Cdn c* Th6ng ta s6 32/2020/TT-BGDET ngdy 15 thdng 9 ndm 2020

cila B0 trahng B0 Gido dqtc vd Ddo tqo ui bo, hdnh Diiu lQ tradng trung hgc

co s6, trudng trung hpc ph6 th6ng vd trudng ph6 th6ng c6 nhiiu cdp h7c;

Cdn cdr ...

QUYET NGHI:

Noi nhQn:
- Nhu Di6u.....;

- Luu: VT, .... ....

HIEU TRIIONG

(Chfi lry cila ngrdi c6 thdm
aiiulcn* ky t6 cito cct quon,

'quyen,
t6 ch*c)

Hg vh t6n
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MAu 1.2 - Quy6t aintr (cri biQt) quy ilinh trqc ti6p

so GrAo DUC VA DAO TAO
THANH PHO HO CHi MINH

TRTIONG THPT TEN LC' MAN

CQNG HOA XA UgI CHU NGHIA VIET NAM
DQc lap - Tg do - Hqnh phfc

56: /QE-TLM Thdnh phii UA Chi Uinh, ngdy ... ... thdng ... ndm

HIEU TRTIONG TRUONG THPT TEN LO MAN
Cdn ca Quy€t dlnh sii 2334/QD-UBND ngdy 24/5/2006 cila Oy ban

nhdn ddn thdnh pha rua Chi Minh vi cho phdp chuy€n Trudng Trung hoc ph6
th6ng Bdn c6ng Ten Lct Man thdnh Trudng Trung hlc phiS th6ng Ten Lo Man
trqrc thuQc Sd Gido dUc vd Ddo tao;

Cdn cir Th6ng u sd 32/2020/TT-BGDDT ngdy t5 thdng 9 ndm 2020
cila 86 traong B0 Gido duc vd Ddo tao ui brn hdnh Diiu lQ tradng trung hpc
co s6, truong trung hoc ph6 th6ng vd tradng ph6 thong c6 nhiiu cap h7c;

Cdn c* .....

Theo di nghi cila

QUYET DINH:
Eidu 1..

Didu

Nai nhQn:
- Nhu EiAu....;

IIIEU TRUCTNG

(Chii ky cua fglrdi c6 tham q.uyin,
ddulchir lcy s6 ctta co quan, t6 ch*c)

Hg vir t6n

- Luu: VT, ... .".

t

QUYET EINH
VG viQc
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MAu 1.3 - Quy6t Ai.rt (quy dinh gi6n ti6p)/./

so crAo DUS vl DAo rAo
THANH PHO HO CHI MINH

TRUONG THPT TEN LO MAN

CQNG HOA XA HQI CHU NGHIA VIE,T NAM
DQc I$p - Tr; do - HSnh phric

56: /QD-TLM Thdnh phii Ui Cht l,linh, ngdy ...... thdng ... ndm ..

QUYET DINH
Ban hirnh ehe duyQt)

HIPU TRUONG TRUONG THPT TEN LO MAN
Cdn cu Quy\t dinh s6 23j4/QD-(IBI{D ngdy 24/5/2006 cfia Cy ban

nhdn ddn thdnh phA rua Chi Minh vi cho phdp chuydn Trudng Trung hoc phti
thbng Bdn c6ng Ten Lo Man thdnh Tradng Trung h7c ph6 th6ng Ten Lo Man
trryc thuQc Sd Gido &1c vd Ddo tao;

Cdn cu Th6ng ta s6 32/2020/TT-BGDDT ngdy 15 thdng 9 ndm 2020
cila B0 tradng B0 Gido dqc vd Ddo tgo ri bon hdnh Diiu lQ tradng trung hgc
co s6, trudng trung hqc ph6 th6ng vd trudng ph6 th6ng co nhiiu cdp hgc,'

Cdn cdr

Theo di nghi cdta .

QUYET DINH:

Didu 1. Ban henh @hO duyQt) kdm theo Quy6t dfnh ndy

Ei6u

Noi nhQn:
- Nhu Di6u....;

- Luu: VT, ....0.

rilEU TRrIofrG

Ghfr lqt cila ngudi c6 thdm
aiiu/clttr t y tO cila co quan,

Hg vir t6n

-lquyen,

t6 ch*c)
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MAu vin bin (dugc ban hirnh, ph6 duyQt kim theo quy6t dinh) oiii voi
.Avan Dan gray

so GrAo DUC VA DAO TAO
THANH PHO HO CHi MINH

TRTIONG THPT TEN LO MAN

Av

TEN LOAI VAN BAN
1

CQNG HOA XA HQI CHU NGHIA VIET NAM
D6c l$p - Tg do - H4nh phrfic

(Kdmtheo Quy€t dlnh sri ... /QD-TLM ngdy ... thdng ... ndm ... cila... )2

J

Didu I

Di6u

Di6u

Ghi chfi:
' Trich y6u noi dung cta vIn ban.

' 56, ky hi6u. thoi gian ban hinh vd t6n co quan ban hdnh crha Quyiit dinh.
'N6i dung vdn b6n kdm theo.

aaaaaaaaa
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MAu v5n bin (tluqc ban hirnh, phO duyQt kim theo quytit tlinh) Aiii vni
vIn bin iliQn 61{-)

so: ; ngiry I thdnglniim; gid: phft: gi6y5

so GrAo DUC VA EAO TAO
THANH PHO HO CHi MINH

TRTIONG THPT TEN LO MAN

CQNG HOA XA HQI CHU NGHIA VIET NAM
DQc lflp - TE do - H4nh phrfic

AV

TEN LOAI VAN BAI{
1

(Kdmtheo Quy€t dinh sii ... /QD-TLMngdy ... thdng ... ndm ... cila... )2

3

Didu 1

Diiiu

Diiju

Ghi chri:- 
MAu ndy 5p dung <l6i v6i vdn b6n <li6n tu kdm theo kh6ng ctng t6p tin v6i nQi dung Quy6t clinh

ban hdnh hay ph6 duy6t.

' Trfch yt5u n6i dung cta vdn b6n.

' OOi vdi v6n b6n tli6n tir, kh6ng ph6i tli6n thdng tin t1i circ vi tri ndy.

'NOi dung vdn bdn kdm theo.
a 55 vd kli hieu Quyi5t dinh ban hdnh hay ph6 duy6t.
' Th-oi gian ky so cria co quan, t6 chirc (ngdy th6ng nam; gid phrit gi6y; mrii gio Vi6t Nam theo ti6u
chuin ISO 8601).

aaaaaaaaaaaaaa
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MAu 1.4 - Vin bin c6 t6n loai

so GrAo DUC VA DAO TAO
THANH PHO HO CHi MINH

TRUONG THPT TEN LO MAN

CSNG HOA XA HQI CHU NGHIA VITT NAM
DQc I$p - Tg do - H4nh phric

36: /......-TLM Thdnh pha Ui Chl Minh, ngdy ... thdng... ndm...

rrx LOAI vAx nAxl
2

3

Noi nhQn:

- Luu: VT, 45

QUYTN HAN, CHTIC W CUA NGUOT KY
Ghrr lry cua lsadi cd thdm q,uyin,

ddilchft lV s6 cfia co quan, t6 ch*c)

Hg vh t6n

Ghi chri:
t Ten lo4i vdn bin
M5u niy rip dung chung A6i vOi c6c hinh thfc vdn bin hdnh chinh c6 ghi t6n lopi g6m: chi thf, quy
ch6, quy <t!nh, th6ng c6o, th6ng b5o, hudng din, chuong trinh, ki5 ho4ch, phuong 5n, cl6 5n, dq 6n,
b6o c6o, to trirlh, gi6y rty quydn, phi6u grii, phi6u chuy6n, phi6u b6o.
'Trich yeu nQi dung vdn bdn.

'Ndi dung vdn bdn.
o Cht vi6t t6t t6n don vi soan th6o vi s6 luqng bin luu (n6u c6n).
t f11 higu'ngudi so4n th6o vdn b6n vd s5 lugng b6n ph6t hdnh (n6u cAn).
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Miu 1.5 - COng vin

so GrAo DUC VA DAO TAO
THANH PHO HO CHi MINH

TRTIONG THPT TEN LO MAN

CQNG HOA XA UgI CHU NGHIA VIET NAM
DQc lflp - Trp do - H4nh phfc

Thdnh pna UA Chf Minh,ngdy ... thdng... ndm...56:
V/v......

/TLM

Kfnh gui

2

Noi nhQn:
- Nhu tr6n;

- Luu: VT, ...3
4

QUYEN HAN, CHUC Vli CUA t{GrIOr Kf
(Chir tqt cfia ngadi co thdm q.uyin,

ddu/chfi lry t6 cila co quln, t6 chuc)

Hg vh t6n

Ghi chri:
I Trich yt5u nQi dung c6ng v[n.
'Ngi dung c6ng vdn.

' Chir riiit tit t6n dcrn vi so4n thio vi s6 luo.ng bin luu (niiu cin).
o f1; hi6u ngudi soan th6o vdn b6n vd sO luqng bin ph6t hdnh (n6u c6n).
s Dia chi co quan, t6 chirc; thu di6n tft; trang th6ng tin tlien tu; sO OiCn tho4i; s6 Fax (ntiu cAn).

)

5



10

Miu 1.6 - GiSy mli

so GrAo DUC VA DAO TAO
THANH PHO HO CHi MINH

TRUONG THPT TEN LO MAN

CQNG HOA XA HQI CHO NGHIA VIE,T NAM
DQc l$p - TU do - II4nh phric

56: .... /GM-TLM Thdnh phA ni Chi Minh, ngdy ... thdng... ndm...

CTAY MOI

Trudng TFIPT Ten Lo Man trdn trgng kfnh mdi: 2

JT6i du

Chtr tri

Thdi gian:

Dia di6m
4 ........t

nhNdi an: QUYEN HAN, CHIIC VU CUA XCTIOT Xv

(Chii lry cila ngadi c6 thiim
aaulcnfrky tO cim co quan, ,

Hg vir t6n

:
quyen,: ,,

to chac)- Luu: VT, ..

Ghi chrt:
1 Trich ytiu n$i dung cuQc hgp.

' TOn co quan, t6 chric ho{c ho vd t6n, chfc vp, tlcvn vi c6ng t5c cira ngucri duoc mdi.

' Ten (rQi dung) cria cuQc hop, hQi th6o, hQi nghi v.v...
o Cacvhn <IA c6n luu f.
u Cht ri6t tit ten tlon vi so4n thio vd s6 luqxg b6n luu (ni5u cAn)"
u f;; trigu ngudi soan th6o vdn b6n vd sli lugng bin phdt hanh (n6u cAn).
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MAu 1.7 - Gi6y gi6i thiQu

so GrAo DUC VA DAO rAO
THANH PHO HO CHi MINH

TRTIONG THPT TEN LO MAN

CQNG HOA XA HQI CHU NGHIA VIET NAM
DQc l$p - TE do - H4nh phrfic

56: .... /GGT-TLM Thdnh phii Aa Chi Minh, ngdy ... thdng... ndm...

CTAY GIOI THIEU

Trudng TFIPT Ten Lcy Man tr6n trgng gi6i thi6u:

Ong @d)

Chric vp:

Dugc cri d6n:

VO viQc

DC nghi Quy co quan t4o diAu kiQn dC 6ng (bd) c6 t6n 6 tr6n hodn thdnh
nhi6m vu.

^.^Gi6y nay c6 gi6tri d6n h6t ngey

2

..........t

Noi nhQn:
- Nhu tr6n;
- Luu: VT.

QUYEN HAN, CHTIC VrJ CUA XCIIOI Xrf

(Chii lqt cila ltgudi c6 thiim guyin,
ddu/chfl lE t6 cila co quan, t6 chuc)

Hg vh t6n

Ghi chit:
1 Hg vi t6n, chirc vg vdL don vi cdng t5c cta ngudi dugc gi6i thi6u

' TCn co {uan, td chirc duoc gidi thieu t6i ldm viQc.
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MAu 1.8 - Bi6n bin

so crAo DUC vA DAO rAO
THANH PHO HO CHi MINH

TRTIONG THPT TEN LO MAN

56: ... /tsB-TLM

CQNG HOA XA HQI CHU NGHIA VIET NAM
DQc lfp - Tg do - H4nh phrfc

BIEN NAX

-r 
\. . ' J, -lr nol glan Dat oau

Dia di6m: ....

Thenh ph6n tham

Chri tri (chir toa):

Thu kf (ngudi ghi bi6n b6n)

N6i dung (theo diSn bi6n cuQc heplhQi nghilhQi th6o):

CuQc hgp @Qi nghi, hQi th6o) ktit thric vdo .... gid ...., ngey ....th*g ....
ndm.....l

THII Kf

(ChrrW)

Hg vh t6n

Noi nhQn:

- Luu: VT, H6 so

CHU TOA

(Chft lqt cila ngudi c6 thiim quyi,
adulcn* ky t6 cua co quan, 6 ch{rc (n\u co))2

Ho vir t6n

Ghi chit:
I T6n cuoc hop hodc hQi ngh!, hoi th6o.

'Ghi chirc vg chinh quydn (nt5u cin).
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Miu 1.9 - Gi6y nghi ph6p

teN cq, TC cHU QUAN1
rrN co QUAN, TO CHtrC2

56: ... /GNP-...3...

Ong @d):

CQNG HOA XA HQI CHU NGHIA VIET NAM
DQc I$p - Tq do - H4nh phfc

' ......., ngdy ...... thdng ...... ndm

GIAY NGHi PHEP

X6t Dcrn dA nghinghi ph6p ngey ... ctra 6ng (bd)
2

c6p cho:

Chric vp

Eugc nghi ph6p
..tai......

SO ngdy nghi ph6p n6u tr6n dugc tinh vdo thcri gian

trong thdi gian. . t<C ttr ngey
6

d6n h6t ngey

7

Noi nhdn:
8

- Luu: VT,

QUYEI\ HAN, CHUC vv CUA NCIIOT rf
!9nr, fui cila.ngudi c6 thiim guyin

ddu/chir lry t6 cila co quan, t6 chrhc)

Hg vh t6n

Xdc nhdn cita co quan (tii chr?c) hofic
ch[nh quy€n dia pluoyS noi nghi phdp

(n€u cdn)

(Chirtq, dtiu)

Hg vir t6n

Ghi chri:
' TCn ccr quan, t0 chric chri qu6n truc ti6p (ni5u c6).
2 Ten coquan, t6 chfc cdp gi6y nghi ph8p.

' Chf ,i6t tit ten co quan. to chirc cip gi6y nghi phdp.
a Dia danh.
5 Hg vd t6n, chric vu vd don vl c6ng t6c cria ngudi dugc c6p gi6y phdp.
6 Ncri nghi phdp.

' Thdi gian nghi theo LuAt Lao d6ng (nghi hdng nim c6 lucrng hoic nghi kh6ng hu6ng luong ho{c.:nghi viec ri6ng ma vin hu6ng nguyCn luong...).
8-, A .;'Nguoi duoc c6p giAy nghi phdp.

' Cht vi6t t6t t6n don vi soan th6o vd s6 luong b6n luu (ntlu cAn).

5
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Miu 2.1 - PhU lgc v5n b6n hirnh chinh gi6y

Phu luc
2

1

(Kdm theo Vdn ban s6...3 .....ngdy ., , 4 - 4Inang... nam ... cuaI 5

Ghi chrt:
I 

S5 th* tg cta Phu lpc.

' Tieu d6 cria Php luc.
3 

Si5 vd kf hiQu cria vin bin.
'thdi gian ban hdnh v6n bin.
' Ten co quan, t6 chirc ban hdnh v5n bin.
u N6i aung cta Phu luc.

6

.. )
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M5u 2.2 -N{ldu Phu luc vIn bfrn hirnh chinh di6n tu.
56: ...5......;ngdy/th6n{ndm gio: phrit: gi6y 6

Phu luc
2

(Kdm theo Vdn ban s6...3... ngdy...3 thdng...3 ndm ...3 ctia ...a.........)

Ghi chri:- 
MAu ndy 5p dung d6i v6'i vdn bin tliQn tu c6 phu luc kh6ng ctng tQp tin v6i n6i dung vdn bin.

t 
SO ttrtr tu c[ra Phu luc.

'Tieu de cua Phr,r luc.

' O6i vdi vdn b6n <liQn tri, kh6ng phAi di6n thdng tin tai chc vi tri ndy.
o Ten co quan, td chric ban hdnh vdn b6n.
5 56 vd k! hi6u vdn bin.
u Thdi gian kf s6 cta co quan, td chric (ngdy th6ng nlm; gid phft giAy; mrii gio Vi6t Nam theo ti6u
chu6n ISO 8601).

'N6i dung cta Phg lpc.

7
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MAu 3.1 - Bin sao sang tllnh d4ng gi6y

TEN CQ, TC CHU QUAN
rEN Co QUAN, To CHTIC

56: ..... /

Noi nhQn:

CQNG HOA XA nQl CHt NGHIA VrET NAM
DQc lflp - Trl do - Hqnh phric

rnx LoAr vAx nAx

QTTYEN HAN, Cr{rIC VU CUA NGUOI ICf
, Ghfr lqt ctia ngudi c6 thtim quyin

ddu cila co quon, t6 ch*c ban hdnh vdn ban)- Luu: VT, ..

Hg vir t6n

TRUONG THPT TEl\ LO MAN

s6: ..2../3-tLM Thdnh phi5 Ui Cnt pttnh, ngdy ... thdng ...ndm...

quwN HAN, CrilIC Vv CUA XCUOI rCfo

(Chii lcv cua ngtdi c6 thdm qryi,
ddu cila co quan, t6 chrtc thvc hien sao vdn bdn)

Hg vh t6n

Noi nhQn

- Luu: VT.

Ghi chfi:
'Hinh thirc sao: "SAO Y" ho{c "SAO LUC" hodc "TRICH SAO"
' s6 ban sao.
3 tr1; hicu bin sao.

'Ghi quy6n h4n, chfc vq cira ngudi kj b6n sao.
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M5u 3.2 -B$n sao sang illnh d?rrg tliQn tir

TEN CQ, TC CHU QUAN
rtN co euAN, TO cHrlc

56: ..... /.....

'...1...'..: ngdy/thang/nim: gio: phtit: gi6y r

CQNG HOA XA HQI CHU NGHIA VIET NAM
DQc l$p - Tg do - H4nh phfc

rtN LoAr vAN sAN

Nai nhQn: QUYEI{ HAN, Crruc VU CUA NGTIOT Kf
. Ghfr fui cila ngudi c6 thdm quyir,

ddu cila co quan, td chuc ban hdnh vdn bdn)

Hg vi t6n

- Luu: VT, ...

Ghi chrt:

'Hinh thftc sao: "SAO Y" hoic "SAO LIJC- hodc "TRICH SAO"
' Ten co quan, td chric thgc hiCn sao van tan.
' Thoi gian lqi s6 cta co quan, t6 chirc thr,rc hiQn sao vdn bin.


