Phu r’luc V‘ ; i ;
MAU TRINH BAY VAN BAN VA BAN SAO VAN BAN
(Ban hanh kém theo Quyét dinh s6:2925/0D-BKHCN ngaydthdngd 2 nam 200.8

1. Miu trinh bay vin ban quy pham phap luat

Méul.l -Théngtu

Mau 1.2 - Thong tu lién tich
‘2. MAu trinh bay vin ban hanh chinh

Mau2.l - Chithi-

Miu2.2 - Quyét dinh (ban hanh/phé duyét quy ché, quy dinh ...)
Mau23 - Quyét dinh

Miu24 - Bao cdo

Mau2.5 - T&trinh

Mau 2.6 - Cong van hanh chinh

Mau2.7 - Céc hinh thirc vén ban hanh chinh khac nhu thong bao, chuong
trinh, ké hoach, dé an, phuong an, ...

3. MAu trinh bay vin ban clia ciac don vi thudc va trye thue Bo
Mau3.l - Quyét dinh |
Miu3.2 - Quyét dinh (ban hanh/phé duyét quy ché, quy dinh ...)
Miu\3.3 - -Béaocao
Mau3.4 - To trinh

Miu 3.5 - Céng van hanh chinh

t o Qost
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MAu 1.1 - Thong tw cia Bd truwéng

BO KHOA HQOC VA CONG NGHE CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phic

S6: /200../TT-BKHCN Ha Ng¢i, ngay thang  nam 200...
THONG TU
Huwéng din/Siva ddi, bo sung S —
o | SISO ... Lo - 7 5 SRR :
T T O O E
Muc dich (néu c6), pham vi diéu chinh ctia ThOng t......ccevervrreevvneercerenn, ;
O QS CUB PR Dl ccin B e o e e S S I R
................................................................................................. /
BO TRUONG
Noi nhdn
U (Chit ky, ddu)

- Luu: VT, don vi soan thao.

Ho va Tén
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Maiu 1.2 - Thong tw lién tich

BO KHOA HOC VA CONGNGHE -  CONG HOA XA HOI CHU NGHIA VIET NAM

CO QUAN, TO CHUC PHOI HQP Doc lap - Ty do - Hanh phic
$6: /200../TTLT-BKHCN-CQ phdi hop Ha Ngi, ngay  thdng  ndm 200....
) THONG TU LIEN TICH
Hurong dan/Sia Ao, DO SUNE ..ccuummissssssisssesssssssosansises
(5115 011 T RERONCL SUPIPRTRS 05,1 o L0 8 GRS NO LIRS CUTRR e A R
VAIEEIT Gl st s O N M b5 ittt bt s dass s sy e A :
Muc dich (néu £6), phant vi GIBUEhIAN .. 0. iiviiaumsinbisbiaimssas s ssonsss ,
INGT T IR BRI s oo coibesisacatnss v S 59408 550 556K R A AR 58
................................................................................................ /.
THU TRUONG BQ TRUONG
CO QUAN, TO CHUC PHOI HQP BO KHOA HQC VA CONG NGHE
(Chit ky, ddu) (Chit ky, ddu)
Ho va Tén Ho va Tén
Noi nhin:

-Luu: Bé KH &CN (VT, Vu KHTC),
Co quan phdi hop.
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Miu 2.1 - Chi thi

BO KHOA HOC VA CONG NGHE CONG HOA XA HQI CHU NGHIA VIET NAM
Doc ldp - Tw do - Hanh phic '

Sé:  /CT-BKHCN : Ha NGi, ngay  thdng  nam 200....
‘ CHI THI
V€ WABQ crnormmonngaibimmsnosnsnisias sibiehds vamnivbssansnines

Woidifizchl 1wl siuivsssmuiimmesssmrmealaansmsaawms s
................................................................................................. /.

. BQ TRUONG
Noi nhdn:
: ............... ,‘ (Cha. k};, da‘:u)

- Luu: VT, don vi soan thao.

Ho va Tén

Hodec do Thir trueong ky thay:

KT.BO TRUONG
THU TRUONG

(Chit ky, ddiu)
Ho va Tén

13



MAu 2.2 - Quyét dinh (ban hanh/phé duyét quy ché, quy dinh ...)

BO KHOA HQC VA CONG NGHE ~ CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Ty do - Hanh phic

Sé:  /QD-BKHCN Hi NGi, ngay  thdng  nam 200...
QUYET PINH
Banhanl [PHe QB oo cndatisiasisiisnssissinssiviss
BO TRUONG

BO KHOA HQC VA CONG NGHE

QUYET DINH:
"Piéu 1. Ban hanh kém theo Quyét dinh nay (Phé duyét) ......cocevververerrererrenrrnene

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

Noi nhin: | BO TRUONG
- Luu: VT, don vj soan thao. (Chit ky, ddw)

Ho va Tén
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Maéu quy ché, quy dinh (ban hanh kém theo quyét dinh)

BO KHOA HOC VA CONG NGHE CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tw do - Hanh phic

QUY CHE /QUY PINH

Trich yéu ndi dung ciia ban quy ché /quy @inh .oeeeveeeereereresrersensenne
(Ban hanh kem theo Quyét dinh 56 -/ OD-BKHCN
ngay.. .thang nam 200 cua B truong B Khoa hoc va Cong nghé)

Chwong I
QUY DINH CHUNG
Dt ennioninninumiin s e T
DNE s sn i i ol e e A
Chuwong
DU 1 oot e et r e
o NI A TN 0 s S N
Chuong

BO TRUONG
(Chit ky, ddu)

Ho va Tén
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Méu vin ban khdc (dwoc ban hanh hodc phé duyét kém theo quyét dinh)"”

BO KHOA HOC VA CONG NGHE  CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tw do - Hanh phuc

i TEN LOAI VAN BAN (1)
Trich veu noi dung vlin han........c.otiiaminmmnivmsmsasiss
(Ban hanh/phé duyét kém theo Quyét dinh s6 . - /OP-BKHCN
ngaydd thang ddndm 200.8 cua Bé trudmg Bé Khoa hoc va Cong nghé)

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

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

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

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

A BO TRUONG

(Chir ky, ddu)

Ho va Tén

Hodc do Thit trung ky thay KT. BQ TRUONG
THU TRUONG

(Chiz ky, ddu)

Ho va Tén

Ghi cha:

(*)MAu nay ap dung ddi v&i cac vin ban duge ban hanh hodc phé duyét kém theo quyét dinh nhu chuong trinh, ké hoach, dé
an, phuong 4n...

(1) Ghi tén loai vin ban dugc ban hanh nhu chuong trinh, ké hoach, dé 4n, phuong 4n...

(2) Trich yéu ndi dung van ban.
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Miu 2.3.1 - Quyét dinh

BO KHOA HQC VA CONG NGHE CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tw do - Hanh phiic

S6: /QD-BKHCN Ha Néi, ngay  thang  ndm 200....
i QUYET PINH
V@ VIRC. scissiususisvnsssvssssninssissatssissvanssysissunsuss
BQ TRUONG
BQ KHOA HOC VA CONG NGHE
CRIL G cosaimmanvssssassisvinsari s e v s T e T R s T ST A BT S :
B T il s s g s o3RS A S S AR S oe 3

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

QUYET PINH:
17V (T DRI, - 5 o W SR ST VDR O S
DHBU 2....vevnsusersssssssass songessasssssssssssensssemsmessmsssemmsssssssessessassasesseosassassssrssassasssasns
DB eeeee oo eocossssasessesessenessaseasensenesessame et eoe st s ses e st astassassentans
BQ TRUONG
No't nhan )
R T (Chit ky, dau)
- Luu: VT, don vi soan thao.
Ho va Tén
Hodc do Thir truong kv thay:
KT. BO TRU:ONG
THU TRUONG

(Chit ky, déu)

Ho va Tén
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MAu 2.3.2 - Quyét dinh ky thira 1énh, ky thay

BO KHOA HQC VA CONG NGHE CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tw do - Hanh phuc

S6: /QD-BKHCN Ha Ngi, ngay  thang  nam 200....
QUYET PINH
WE VIOU isoinscnimmnatsniisssssisusssssnaiassasissonsoise
BO TRUONG

BO KHOA HQC VA CONG NGHE

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

| TL.BQ TRUONG
Noi nhin: CHANH VAN PHONG
R (Chit ky, ddu)

saaey

- Luu: VT, don vi soan thao. —
Ho va Tén

Cdp phd ky thay: TL. BQ TRUONG
KT. CHANH VAN PHONG
PHO CHANH VAN PHONG

(Chit ky, ddu)

Ho va Tén
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Miu 2.3.3 - Quyét dinh ky thira uy quyén

BO KHOA HQC VA CONG NGHE CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tuw do - Hanh phiic

So: /QD-BKHCN Ha Ngi, ngay thang  nam 200....

QUYET PINH

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

BQ TRUONG
BOQ KHOA HQC VA CONG NGHE
LOBEL B . s o el e i A e n penn ks e mab smonm R SRR e
R B ciivinaaminiatin i T e s s A A AR A A b e mes s e :
Theo 8 NEhi OB «.xuossossioban b o s soissssssusiams i ;
QUYET PINH:
7 OO .. .= S SR AL S
1T S S
BUIRIN 5. o ioosmmnmnssinnsnnbsas e bt s sk sos b oo S 4 8 A A SRS
............................................................................................ i
_ TUQ.BQ TRUONG
Noi nhan: CHU NHIEM CHUONG TRINH ......
- Luu: VTdO'n vi soan thao. (Chitky, div)

Ho va Tén

19



Mau 2.4 - Bio cao

BO KHOA HQC VA CONG NGHE CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phiic

S6:  /BC-BKHCN Ha Néi, ngay  thang  ndm 200....

BAO CAO

---------------------------------------------------------

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

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

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

................................................................................................. L,
Noi nhin: BOQ TRUONG
N (Chit ky, déw)

- Lwu: VT, Tén viét tit DV soan thao.
Ho va Tén

Hoac do Thir truong ky thay:

KT. BQ TRUONG
THU TRUONG
(Chit ky, déu)

Ho va Tén
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Mau 2.5 - To trinh

BO KHOA HQC VA CONG NGHE CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phic

S6:  /TTr-BKHCN Ha Néi, ngay ~ thang  ndm 200....
TO TRINH
T —
I BN il s insmsnmssnmsnssassisisssasusmasn sensanns
INOIL QuniE VAN DAL ol s o o nmimaran i s s
................................................................................................. /.
Noi nhén: BQ TRUONG

(Chit ky, ddu)

................ ’

- Luu: VT, Tén viét tht BV soan thao.

Ho va Tén

Hodc do Thir tricong ky thay:

KT. BQ TRUONG
THU TRUONG

(Chit ky, ddu)

Ho va Tén
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Mau 2.6 - Cong van hanh chinh

BO KHOA HQOC VA CONG NGHE CONG HOA XA HOI CHU NGHIA VIET NAM
Péc lap - Tu do - Hanh phic

S6:  /BKHCN-Chir viét tat don vi Ha Noi, ngay ~ thing  nam 200....
soan thao

Kinh gui:

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

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

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

Noi nhin: BO TRUONG
P (Chit ky, ddi)
- Luu: VT, don vi soan thao.

Ho va Tén
Thir truong ky thay:

KT. BQ TRUONG
THU TRUONG

. (Chit ky, ddu)
Ho va Tén

Hodc do Lanh dao cap Vu ky:

TL. BQ TRUONG
CHANH VAN PHONG

(Chit ky, déu)
Ho va Tén

TL. BQ TRUONG
KT. VU TRUONG VU TO CHUC CAN BQ
PHO VU TRUONG

(Chit ky, ddu)

Ho va Tén
22



Mau 2.7 - Cac hinh thire van ban hanh chinh khac "’

BO KHOA HQC VA CONG NGHE ~ CONG HOA XA HQI CHU NGHIA VIET NAM
Poc ldp - Ty do - Hanh phic

S6: T ) Ha Néi, ngay ~ thang — nam 200...

TEN LOAI VAN BAN (4)

................................................................................................. /.
Noi nhin: ) QUYEN HAN, CHUC VU CUA NGUOI KY (8)
- Luu: VT, ..(6). AXX(7). (Chit ky, ddu)
Ho va Tén
Ghi chui:

(*)Mau nay ap dung chung déi vai da sb cac hinh thirc van ban hanh chinh ¢6 ghi tén loai cu thé nhu thong bao, chuong trinh,
ké hoach, dé n, .

(1) Chir vu:t lat tén co qu'm 16 chire hodc chirc danh nha nudc ban hanh vin ban.

(2) Chir vzel tat tén loai van ban.

(3) Trich yéu néi dung vin ban.

(4) Tén loai vin ban: thong céo, thong bao, chuong trinh, ké hoach, dé an, phuong 4n, .

(5) Noi dung van ban.

(6) Chir viét tat tén don vi soan thao hoiic chu tri soan thao va sb lugng ban lwu (néu cin)

(7) Ky hiéu ngut‘n danh may, nhan ban va sb lugmg ban phat hanh {neu chn).

(8) Ghi quyén han, chirc vu cua ngudi ky nhu B{ trudng; néu ngudi ky cong van la céip pho cia ngudi dimg diu co quan, to
chirc thi ghi chir viét tit “KT.” hodc ngudi ky dudi mt cép thi ghi chir viét tit "TL." vao trude chie vy cta ngudi dimg déu,
bén dudi ghi chire vy cua ngudi Ky, cong van.
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Mjiu 3.1 - Quyét dinh cia cac don vi truc thudc

BO KHOA HOC VA CONGNGHE ~ CONG HOA XA HQI CHU NGHIA VIET NAM

TEN PON VI TRUC THUQC DPoc lap - Tw do - Hanh phic
Sb:  /QD-Chir viét tit ctia don vi Dia danh, ngay thang  nam 200...
QUYET DINH
T e S

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

T L L R L A

Noi nhin: QUYEN HAN, CHUC VU CUA NGUOI KY

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

~Luru: VT,...(1). AXXQ). (Chit ky, dd)

Ho va Tén

Ghi chii:
(1) Chir viét tt tén don vi soan thao hojic chd tr soan thio va sb lm:rzlg ban luu (néu cén).
(2) Ky hiéu nguoi danh may, nhin ban va s6 lugng ban phat hanh (néu cin).
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viau 5. - Quyet ainn (odn ndmnmn, pre @uyct mye var van ninac)

BO KHOA HOC VA CONG NGHE ~ CONG HOA XA HQI CHU NGHIA VIET NAM

TEN PON VI TRUC THUQC DPoc lap - Tu do - Hanh phiic
Sb:  /QD-Chir viét tit ciia don vi Dia danh, ngay  thang  nam 200...
QUYET PINH

Ban hanh /Phé duyét ..............

THAM QUYEN BAN HANH

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

Noi nhn: QUYEN HAN, CHUC VU CUA NGUOI KY

,,,,,,,,,,,,,,,,,

- Luu: VT,...(1). A.XX(2). (Chir ky, ddu)

Ho va Tén

Ghi chu:

(*)MAu nay ap dung déi véi cac quyét dinh ban hanh hay phé duyét mot van ban khac nhu quy ché. quy dinh, chuong trinh, ké
hoach, dé an, phuong an... ' o

(1) Chir viét tit tén dom vi soan thao hofc chu tri soan thao va s0 lugng ban luu (néu cén).

(2) Ky hiéu nguoi danh may, nhan ban va s6 lugng ban phét hanh {néu cin).
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Mau quy ché, quy dinh (ban hanh kém theo quyét dinh)' ’

BO KHOA HOC VA CONGNGHE ~ CONG HOA XA HQI CHU NGHIA VIET NAM
TEN PON VI TRUC THUQC Poc 1ap - Tw do - Hanh phiic

QUY CHE (QUY DINH)

Trich yéu ndi dung ciia ban quy ché /quy dinh ...
(Ban hanh kém theo Quyét dinh sé /ODb- '
ngay ... thang ... nam 20... cua .......... )
Chuong I
QUY DPINH CHUNG
BB L ovmiorvmmminnnsn S o e 3 s A TS S A
BB L onerspmmrssemromomin e S iahsn s msrasserssessmmprassse ek T RES
i SN .- .17 1 R S S,
Chuong
Piéu
B L i e ey sk e
Chuong ..
- R SRS = 1 55 e S RS O -
Piéu

QUYEN HAN, CHUC VU CUA NGUOI KY
(Chit ky, ddu)

Ho va Tén

Ghi chi:
(*)Mau nay ap dung‘déi vai quy ché, quy dinh dugc ban hanh kém theo quyét dinh (ca biét), bé cuc c6 thé bao gbdm chuong,
muc, dicu, khodn, diém.
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Mau véin bén khdc (dwge ban hanh hodc phé duyét kém theo quyét dinh)" '

BO KHOA HOC VA CONGNGHE ~ CONG HOA XA HQI CHU NGHIA VIET NAM
TEN PON VI TRUC THUQC DPoc lap - Tw do - Hanh phiic

TEN LOAI VAN BAN (1)
Trich yéu ndi dung van ban .........cceceercrenncrnnenene.

(Ban hanh /phé duyét kem theo Quyé! sl c.v, /OD-.....
ngay ... thang ... nam 200 ... cua ............. )

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

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

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

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

QUYEN HAN, CHUC VU CUA NGUOI KY

(Chit ky, dau)

Ho va Tén

Ghi chii:
(*)MAu ndy 4p dung ddi véi c4c van ban dugc ban hanh hodc phé duyét kém theo quyét dinh nhu chuong trinh, ké hoach, dé

an, phuong 4n. .. . i
(1) Ghi tén loai van ban dugc ban hanh nhu chuong trinh, ké hoach, dé 4n, phuong an ...
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Maiu 3.3 - Bdo cao

BO KHOA HOC VA CONG NGHE ~ CONG HOA XA HQI CHU NGHIA VIET NAM
TEN PON VI TRUC THUQC Péc lap - Tu do - Hanh phic

S6:  /BC-Chir viét tat cia don vi Dia danh, ngay thang  nam 20...
BAO CAO
W nriiiia s e cirwintentipinissans st
{15 5§ ¢ AL s SIS

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

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

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

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

Noi nhin: QUYEN HAN, CHUC VU CUA NGUOI KY

- Luu: VT,..(1). A.XX(2). (Chir ky, déu)

Ho va Tén

Ghi chi:

(1) Chir viét tit tén dom vj soan thao hofic chu tri soan thao va sb lugng ban luu (néu cin).
(2) Ky hiéu ngudi danh méy., nhan ban va sb lugng ban phat hanh (néu cén).
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Mau 3.4 - To trinh

BO KHOA HOC VA CONG NGHE ~ CONG HOA XA HQI CHU NGHIA VIET NAM

TEN PON VI TRUC THUQC Poc lap - Tu do - Hanh phic
Sé: /TTr-Chir viét tat ctia don vi Pia danh, ngay  thang  ndm 20...
TO TRINH
N i B i b
Rl gt odicetumn s o arissens s

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

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

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

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

Noi nhin: QUYEN HAN, CHUC VU CUA NGUOI KY

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

- Luu: VT,..(1). AXX(2). (Chit ky, ddu)

Ho va Tén

Ghi chu:

(1) Chir viét tat tén don vi soan thao hodc chi tri soan thao va sb lrgng ban luru (néu cén).
(2) Ky hiéu nguéi danh may, nhén ban va s6 luong ban phat hanh (néu cén).

29



Mau 3.5 - Cong vin hanh chinh

BO KHOA HQOC VA CONG NGHE ~ CONG HOA XA HOI CHU NGHIA VIET NAM

TEN PON VI TRUC THUQC Péc lap - Tw do - Hanh phic
So: ol s e A (5)......, ngay  thing  ndm 20...
Vv .. () J

Tt b e wra e R S SR e e :
................................................ ) S0 R -
................................................................................................. /.
Noi nhin: QUYEN HAN, CHUC VU CUA NGUOI KY (8)
- Nhur trén; )
ST ; (Chit ky, ddu)

-Luu: VT, ...(9). A.XX(10).
Ho va Tén

Ghi cha:

(1) Tén co quan, té chirc cdp trén (néu co).

(2) Tén co quan, t& chirc hodc chirc danh nha nuéc ban hanh cong van.

(3) Chir viét tit tén co quan, to chirc hodc chire danh nha nude ban hanh cong vin.

(4) Chir viét tht tén don vi hodc bd phéin soan théo hodc chu tri soan thao cong van.

(5) Bia danh.

(6) Trich yéu ndi dung cong van.

(7) N§i dung cong vin.

(8) Ghi quyén han, chirc vu cta ngudi ky nhu Cuc truémg, Gidm dbe, Vién truong v.v...; néu nguoi ky cong van la cip pho
ctia ngudi dimg diu co quan, td chirc thi ghi chir viét tit “KT” vao trude chire vy cia ngudi dimg diu, bén dudi ghi chirc vu
cua ngudi ky cong vin.

(9) Chir viét tat tén don vi soan thao hodic chu tri soan thao va sd lugng ban lru (néu cén).

(10) Ky hiéu ngu¢i danh may, nhin ban va so luong ban phat hanh (néu cén).
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