Phu luc III
BANG CHU VIET TAT TEN LOAL,
MAU TRINH BAY VAN BAN HANH CHINH VA BAN SAO VAN BAN
(Kem theo Quyét dinh sé AQWQD—T LM ngay 4G thang \fndm 2020 ciia Hiéu
trucng truong THPT Ten Lo Man vé ban hanh Quy ché cong tdc van thu)

I. BANG CHU VIET TAT TEN LOAI VAN BAN HANH CHIiNH

VA BAN SAO VAN BAN TRUONG THPT TEN LO MAN

STT Tén loai van ban hanh chinh Chir viét tat
1. Nghi quyét (c4 biét) NQ
7, Quyét dinh (c4 biét) Qb
3. Quy ché QC
4. Quy dinh Qyb
5. Thong cao TC
6. Thong bao TB
7. Hudng dan HD
8. Chuong trinh CTr
9. K& hoach KH
10. | Phuong an PA
11. |Péén DA
12. | Duan DA
13. | Béocao BC
14. | Bién ban BB
15. | To trinh TTr
16. | Hop dong HD
17. | Ban ghi nhé BGN
18. Ban théa thuan BTT
19. | Gidy uy quyén GUQ
20. | Gidy moi GM
21. | Giy gi6i thiéu GGT
22. | Gidy nghi phép GNP
23. | Phiéu gui PG
24. | Phiéu chuyén PC
25. | Phiéu bdo PB

: Bin sao vin ban

1. Ban saoy SY

2. Ban trich sao TrS

3. | Béansaoluc SL




_ 1L MAU TRINH BAY VAN BAN HANH CHIiNH, PHU LUC VA
BAN SAO VAN BAN

1. Mu trinh bay vin bin hanh chinh

Mau 1.1 Nghi quyét (cé biét)

Miu 1.2 | Quyét dinh (c4 biét) quy dinh tryc tiép

Mau 1.3 | Quyét dinh (ca biét) quy dinh gién tiép

Mau 1.4 Van ban c6 tén loai

Mau 1.5 Cong van

Mau 1.6 | Gidy moi

Mau 1.7 | Gidy gi6i thiéu

M3iu 1.8 | Bién ban

Mau 1.9 | Giay nghi phép

2. MAu trinh bay phu luc viin ban

Mau 2.1 Phu lyc vin ban hanh chinh gidy

Mau 2.2 Phu luc van ban hanh chinh dién tu

3. MAu trinh bay bén sao vin ban

Mau 3.1 Ban sao sang dinh dang giéy

Miu 3.2 | Béan sao sang dinh dang dién tir




MAu 1.1 - Nghi quyét (ca biét)

SO GIAO DUC VA PAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM
THANH PHO HO CHI MINH Poc lap - Tu do - Hanh phiic
TRUONG THPT TEN LO MAN
Sé: /NQ-TLM Thanh phé Hé Chi Minh, ngdy ... ... théng ... ndm
NGHI QUYET

oooooooooooooooooooooooooooooooooooooooooooooooooooo

HIEU TRUONG TRUONG THPT TEN LOMAN
Can cwr Quyét dinh so 2334/OD-UBND ngay 24/5/2006 cua Uy ban
nhdn déan thanh phé Hé Chi Minh vé cho phép chuyén Truong Trung hoc phé
théng Bdn céng Ten Lo Man thanh Truong Trung hoc phé théng Ten Lo Man
truc thudc So Gido duc va Pao tao,

Can cir Thong tw s6 32/2020/TT-BGDPT ngay 15 thing 9 nim 2020
cua Bo truong Bo Gido duc va Dao tao vé ban hanh Piéu 1 truong trung hoc
co s, truong trung hoc phé thong va truong phé théng cé nhiéu cap hoc;

QUYET NGHI:
...................................................................................................................... /.
Noi nhgn: . HIEU TRUONG
- Nhu Diecu.....;

] Lu'uVT’ - (Chit ky ciia nguwdi c6 tham quyén,

dau/chit ky s6 cua co quan, t6 chirc)

Ho va tén



MAu 1.2 - Quyét dinh (ca biét) quy dinh trye tiép

SO GIAODUC VADAOTAO  CONG HOA XA HOI CHU NGHIA VIET NAM

THANH PHO HO CHI MINH Poc lap - Tw do - Hanh phiic
TRUONG THPT TEN LO MAN
Sb: /QD-TLM Théanh phé Ho Chi Minh, ngay ... ... thing ... nam ...
QUYET PINH
Ve VIRE svnssscsssmssismssssassnsnsspanssmonssnss

HIEU TRUONG TRUONG THPT TEN LO MAN
Cdn civ Quyét dinh s6 2334/0D-UBND ngay 24/5/2006 cia Uy ban
nhdn dan thanh phé Hé Chi Minh vé cho phép chuyén Trieong T rung hoc phé
thong Bdn cong Ten Lo Man thanh Truong Trung hoc phé théng Ten Lo Man
truc thude So Gido duc va Dao tao;

Can cir Théng tw s6 32/2020/TT-BGDDT ngay 15 thang 9 nam 2020
ctia Bé truong Bo Gido duc va Pao tao vé ban hanh Diéu Ié truong trung hoc
co 6, truong trung hoc phé théng va trirong phé théng cé nhiéu cap hoc;

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

Noi nhgn: | HIEU TRUONG
- Nhu bieéu....;

---------------- > (Chir ky cua nguoi co tham quyén,
” ‘dau/chit ky so cua co quan, té chikc)

Ho va tén



Mau 1.3 - Quyét dinh (quy dinh gian tiép)

SO GIAODUC VADPAOTAO  CONG HOA XA HQI CHU NGHIA VIET NAM

THANH PHO HO CHI MINH Péc 1ap - T do - Hanh phic
TRUONG THPT TEN LO MAN
Sb: /QP-TLM Thanh phé Ho Chi Minh, ngay ... ... théng ... nam ...
QUYET PINH
Ban hanh (Phé duy€t) .....cccccvevnvennnnnnn.

HIEU TRUONG TRUONG THPT TEN LO MAN

Can cu Quyét dinh s6 2334/OD-UBND ngay 24/5/2006 cua Uy ban
nhan ddn thanh phé H6 Chi Minh vé cho phép chuyén T ruong Trung hoc pho
thoéng Bdn cong Ten Lo Man thanh Truong Trung hoc phé théng Ten Lo Man
truc thuée So Gido duc va Pao tao;

Can cir Thong tw s6 32/2020/TT-BGDDT ngay 15 thing 9 nim 2020
cua B¢ truong Bé Gido duc va Pao tao vé ban hanh Piéu 1¢ truong trung hoc
co 6, truong trung hoc phé thong va trieong phé théng cé nhidu cdp hoc;

AN CIE .o :
THEO AE NGHE CUIG ... :
QUYET PINH:
Piéu 1. Ban hanh (Phé duyét) kém theo Quyét dinh nay ...... .o..........
DU cve oo ee e
........................................................................................................................... /.
Noi nhén: HIEU TRUONG
- Nhu Diéu....; :
- et ) Chit kv etz yi c6 thd o,
e (Chit ky cuia nguoi co tham quyén

dau/chit ky s6 cua co quan, té chiic)

Ho va tén



MAu vin ban (dwgc ban hanh, phé duyét kém theo quyét dinh) déi véi
vin ban gidy

SO GIAO DUC VADAOTAO  CONG HOA XA HQI CHU NGHIA VIET NAM
THANH PHO HO CHI MINH Déc lap - Tw do - Hanh phiic
TRUONG THPT TEN LO MAN

TEN LOAI VAN BAN
1

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

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

Ghi chi:

" Trich yéu ndi dung ciia vin ban.

> 86, ky hiéu, thdi gian ban hanh va tén co quan ban hanh ciia Quyét dinh.
* Noi dung van ban kém theo.



MAu viin ban (dwge ban hanh, phé duyét kém theo quyét dinh) di véi
viin ban dién ti ©

S6: ...*......; ngay/thang/nam; gio: phut: gidy’

SOGIAODUC VADAOTAO  -aNG HOA XA HOI CHU NGHIA VIET NAM

THANH PHO HO CHI MINH : e ,
TRUONG THPT TEN LO MAN boelap - Tirdo - Hanh phic
TEN LOAI VAN BAN
1

(Kém theo Quyét dinh s6 ... /OD-TLM ngay ... thang ... ndm ... cia... )’

3

DHEU L. oo e e e e e e e e e e e e e e e ————————————

DHEU coe oo s aareeaaeeeaaaeaa————_

P HCU cee oo —————ere o,

........................................................................................................................... /.
Ghi chu:

" Méu nay ap dung ddi véi van ban dién tir kém theo khéng cuing tép tin v6i ndi dung Quyét dinh
ban hanh hay phé duyét.

" Trich yéu néi dung cta van ban.
* Pbi voi van ban dién ti, khong phai dién thong tin tai cdc vi tri nay.

® N6i dung van ban kém theo.
*S6va ky hiéu Quyet dinh ban hanh hay phé duyét.

* Thoi gian ky s ciia co quan, t6 chuc (ngay thang ndm; gio phut gidy; mai gio Viét Nam theo tiéu
chuén ISO 8601).



MaAu 1.4 - Viin ban c6 tén loai

SO GIAO DUC VA PAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM

THANH PHO HO CHI MINH Doe 1ap - Tu do - Hanh phiic
TRUONG THPT TEN LO MAN
Sé: /....-TLM Thanh phé H6 Chi Minh, ngay ... thang... nam...
TEN LOAI VAN BAN'
2

-------------------------------------------------- 3 #0000 0000000000000 000000000 S00000000000EE0se0ssssNGONORIOREIRREIRTETS
........................................................................................................................... /.
Noi nhén: QUYEN HAN, CHUC VU CUA NGUOI KY
e ] (Chu’ ky cua nguoi cé tham quyen
Lu'uVT PR ddu/chir ky 56 cia co quan, 16 chirc)

Ho va tén

Ghi chu:

! Tén loai vin ban
Mau nay ap dung chung déi véi cac hinh thirc vin ban hanh chinh c6 ghi tén loai gdm: chi thi, quy
ché, quy dinh, thong céo, thong béo, huéng dan, chuong trinh, ké hoach, phuong 4n, dé an, dy 4n,
bao cao, to trinh, gidy uy quyen, phiéu giri, phiéu chuyen phiéu bao.

? Trich yéu ndi dung van bén.

> Noi dung vén ban.

* Chir viét tit tén don vi soan théo va sé luong ban luu (néu can).

Ky hiéu'ngudi soan tho vin ban va sé luong ban phat hanh (néu can).



MAu 1.5 - Coéng viin

SO GIAO DUC VA PAO TAO CONG HOA XA HOI CHU NGHIA VIET NAM
THANH PHO HO CHI MINH Poc 1ap - Tw do - Hanh phic
TRUONG THPT TEN LO MAN

Sé: /TLM Théanh phé H6 Chi Minh, ngay ... théng... ndm...
Viv....... L
Kinh gt
2
........................................................................................................................... /.
Noi nhén: QUYEN HAN, CHUC VU CUA NGUOI KY
- Nhur trén;
il LY (Chit ky ctia nguoi ¢é tham quyén,
dau/chit ky so cua co quan, té chirc)
Ho va tén
5
Ghi chu:

" Trich yéu noi dung cdng van.

2 N6i dung cong van.

3 Chir viét tit tén don vi soan thao va sb lwong ban luu (néu can).

* Ky hiéu ngudi soan thao vin ban va sb lugng ban phat hanh (néu can).

> Pia chi co quan, t6 chirc; thu dién ti; trang thong tin dién tir; s6 dién thoai; sb Fax (néu can).
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MAu 1.6 - Gidy moi

SO GIAO DUC VADAOTAO ~ CONG HOA XA HQI CHU NGHIA VIET NAM
THANH PHO HO CHI MINH Doc lap - Tw do - Hanh phie
TRUONG THPT TEN LO MAN

S6: ..../GM-TLM Thamh phé Ho Chi Minh, ngdy ... thdng... ndm...
GIAY MOI
1
Truong THPT Ten Lo Man tran trong kinh moi: ............ ™
TOT AU v S et e ettt
0] 111 7 ¢ L PP
T (R s s s smmsmons s e 5 65 s 5 5 5 6 50 0 St 1 M 4 6 05 0 0 0
DA GIIM: .ottt e e e
....................................... AP P PP PRRRPPPRY
Noi nhgn: QUYEN HAN, CHUC VU CUA NGUOI KY
- : (Chit ky ciia nguwdi c6 tham quyén,

dau/chir ky so cua co quan, t6 chirc)

Ho va tén

Ghi chu:

1 Trich yéu ndi dung cudc hop.

2 Tén co quan, td chure hodc ho va tén, chirc vu, don vi cong tac cia nguoi dwoc moi.
3 Tén (ndi dung) cia cudc hop, hoi thao, hoi nghi v.v...

* Cac vén dé can luu y.

6 Chir viét tt tén don vi soan thao va sd lugng ban luu (néu can).

8 Ky hiéu ngudi soan thao van ban va s6 lugng ban phat hanh (néu can).
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Mau 1.7 - Gidy gi6i thiéu

SO GIAO DUC VADPAOTAO ~ CQONG HOA XA HQI CHU NGHIA VIET NAM
THANH PHO HO CHI MINH Doc lap - Tw do - Hanh phic
TRUONG THPT TEN LO MAN

S6: ..../GGT-TLM Thénh phé Ho Chi Minh, ngay ... thdng... ndm
GIAY GIOI THIEU

Truong THPT Ten Lo Man tran trong gidi thiéu:

- 2
Pugc clr den: ..o

V€ V. ittt

Pé nghi Quy co quan tao diéu kién dé ong (ba) cé tén & trén hoan thanh
nhiém vu.

Gidy nay c6 gid tri d&n hét gAY ......... oo .

Noi nhén: QUYEN HAN, CHUC VU CUA NGUOI KY
- Nhu trén;
- Luu: VT.

(Chit ky cua nguoi cé tham quyen
ddu/chit ky s6 cia co quan, t6 chirc)

Ho va tén

Ghi chu:
! Ho va tén, chu’c vu va don vi cong tac cua ngudi duge gidi thiéu.
? Tén co quan, td chirc duge giGi thiéu toi 1am viéc.
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MaAu 1.8 - Bién ban

SO GIAODUC VADAOTAO  CQNG HOA XA HOI CHU NGHIA VIET NAM
THANH PHO HO CHI MINH Doc lap - Tw do - Hanh phiic
TRUONG THPT TEN LO MAN

Sé: ... /BB-TLM

BIEN BAN
1

Thoi gian bat dau: ...... .
Pia diém: ......oovveeeeii
Thanh phan tham du: ..........
Chul tri (ChU £08): oottt
Thu ky (ngudi ghi bi€n baAN): .....ccveeeevieieieeeeecceeeeeee e
Noi dung (theo dién bién cudc hop/hoi nghi/héi thdo):

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

nam ...../.
THU KY CHU TOA
Chit ky ciia nguoi c6 tham quyén
(Chit ky) z (N ,ij ; & 2 ’(] yx oy 12
dau/chit ky so ctia co quan, to chikc (néu c6))
Ho va tén Ho va tén
Noi nhgn:
- Luu: VT, H so.
Ghi chu:

| Tén cude hop hogc hdi nghi, hoi thao.
? Ghi chirc vu chinh quyén (n€u can).
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Mau 1.9 - Gidy nghi phép

TEN CQ, TC CHU QUAN' CONG HOA XA HQI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUC? DPoc 1ap - Tu do - Hanh phiic
S6: ... /GNP-..°... S , ngay ...... thang ... ... nam... ...
GIAY NGHI PHEP
Xét Don dé nghi nghi phép ngay ................. cua ong (ba) ...............
.................................... .. cap cho
Ong (bA): voevviveeieeeeeee e D 0 i AT B R A 8 2 o o e
ColTURG: WL conmccomcn s s mamms s cmmmms seme s emmmss s g s s 50 RS SRR 553
Dugc nghi phép trong thoi gian......... e 8 DURALY + 50 s 5 dén hét ngay
............... 17:7 S
S6 ngay nghi phép néu trén du.’(yc tinh vao thoi gian......... L /.
Noi nhin: QUYEN HAN, CHUC VU CUA NGUOI KY
e VT"" (Chit ky cua ngu’m 6 tham quyen

dau/chit ky s6 cia co quan, t6 chirc)

Ho va tén
Xdc nhdn cua co quan (16 chirc) hodic
chinh quyén dia phwong noi nghi phép

(néu cdn)

(Chit ky, ddu)

Ho va tén

Ghi chu:
' Tén co quan, to chire cha quan truc tiép (néu co).”
> Tén co quan, t6 chirc cip gidy nghi phép.
> Chir viét tt tén co quan, t6 chirc cAp gidy nghi phép.
* Pia danh.
> Ho va tén, chtrc vu va don vi cdng tac clia ngudi duoc cp gidy phép.
N0’1 nghl phép.
7 Thoi gian nghi theo Luat Lao dong (nghi hang nam c6 lwong hodc nghi khong hudéng lwong hoic
nghl viéc riéng ma Van huéng nguyén luong...).
Ngu'(n dugce cép gidy ngh1 phép.
? Chir viét tat tén don vi soan thao va sb lugng ban luu (néu can).
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Mau 2.1 - Phu luc viin ban hanh chinh gidy

Phu luc ... ...
2

(Kém theo Viin ban s6...° ... ngay..* thang..* nam ..* cia ..>... ..., )

Ghi chu:

'S4 thir ty cia Phu luc.

> Tiéu dé ctia Phu luc.

> 86 va ky hiéu ciia van ban.

* Thoi gian ban hanh van ban.

> Tén co quan, t6 chirc ban hanh vén ban.
® N¢i dung ciia Phu luc.



15

MaAu 2.2 - Mau Phu luc viin ban hanh chinh dién t&

S6: ..°......; ngay/thang/nim; gid: phat: gidy ©

Phu luc ... ...
2

Kem theo Vin ban s6..°..... neay...> thing..> nam .2 cia ..7.........
gay g

Ghi chu: :

" Méu nay 4p dung ddi v6i van ban dién tir c6 phu luc khong cung t€p tin vdi ndi dung vin ban.

'S4 thir ty cua Phu luc.

® Tiéu dé ctia Phy luc. ,

* Pbi voi van ban dién tir, khong phai dién thong tin tai cac vi tri nay.

4 Tén co quan, tb chirc ban hanh vin ban.

> S6 va ky hiéu vin ban.

% Thoi gian ky sé cta co quan, té chirc (ngdy thang nam; gid phat gidy; mui gid Viét Nam theo tiéu
chuén ISO 8601).

"N6i dung cta Phu luc.
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MAu 3.1 - Ban sao sang dinh dang gidy

TEN CQ, TC CHU QUAN CONG HOA XA HOI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUC Doc lap - Tw do - Hanh phic
B0: v Frrmmsssms , ngay ...... thang ...... nam......
TEN LOAI VAN BAN
............................................................................................................................................... 7o
Noi nhin: QUYEN HAN, CHUC VU CUA NGUOI KY
T > (Chit ky cua nguoi cé tham quyén
I ddu ciia co quan, 16 chitc ban hanh vin ban)
Ho va tén
TRUONG THPT TEN LOMAN ... e
S6: .2/ -TLM Thanh phé Ho Chi Minh, ngay ... thang ...ndm
Noi nhin: QUYEN HAN, CHUC VU CUA NGUOI KY*
LuuVT (Chit ky ctia nguoi c6 thim quyén
o ddu ctia co quan, t6 chire thuc hién sao vin ban)
Ho va tén
Ghi chu:

. Hinh thitc sao: “SAO Y hoic “SAO LUC” hoac “TRICH SAO”.
2 84 ban sao.

? Ky hiéu ban sao.
* Ghi quyén han, chirc vu cia ngudi ky ban sao.
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Maiu 3.2 - Ban sao sang dinh dang dién tir

?_.; ngay/thang/nam; gio: phiit: gidy

TEN CQ, TC CHU QUAN CONG HOA XA HOQI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC Déc lap - Tw do - Hanh phuc

SO: i

oooooooooooooooooooooooooooooooooooooooooooooo

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

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

........................................................................................................................... /.
Noi nhin: QUYEN HAN, CHUC VU CUA NGUOI KY
T 3 (Chit ky cua nguoi co tham quyén,
LuuVT, ddu ciia co quan, t6 chire ban hémh vin bén)

Ho va tén

Ghi chu:

! Hinh thire sao: “SAO Y” hodc “SAO LUC” hodc “TRICH SAO”.
2 Tén co quan, t0 chirc thuc hién sao vin ban.
3 Thoi gian ky so clia co quan, td chirc thuc hién sao vin ban.



