A\ Phu luc I
k AC THANH PHAN TREN TAI LIEU BI MAT NHA NUGC;
DAUJCHI PQ MAT; MAU VAN BAN XAC PINH PQ MAT
VA1 VAT, DIA PIEM, LOI NOI, HOAT PONG HOAC
1INH THU'C KHAC CHUA Bi MAT NHA NUOC;
MAU DAU THOI HAN BAO VE Bi MAT NHA NUOC
(Kém theo Nghi dinh s6 63/2026/ND-CP
Ngay 28 thang 02 nam 2026 cua Chinh phu)

L. VI TRi CAC THANH PHAN TREN TAI LIEU Bi MAT NHA NUGC

Vi tri cac ddu bao vé bi mat nha nuée, thé hién pham vi luu hanh, ) luong tai
liéu, tén ngudi soan thao trén van ban hanh chinh theo khé gidy A4: 210 mm x 297
mm nhu sau:
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Ghi chi:
0 sb : Thanh phén thé thirc van ban
1 : Qubc hiéu
2 Tén co quan, td chirc ban hanh vin ban
3 . 86, ky hiéu cua vin ban
4 bia danh va ngay, thang, nim ban hanh vin ban
5a : Tén loai va trich yéu ndi dung vén ban
5b : Trich yéu n6i dung van ban
5¢ : Déu ban in vin ban dién tr bi mit nha nudce
6 : Noi dung vin ban
7a, 7b, Tc g Quyén han, chirc vy, ho tén va chir ky ciia ngudi ¢6 thdm quyén
8 : Déu cua co quan, t& chirc
9a, 9b : Pham vi luu hanh
10a . Déu chi 46 mat (Tuyét mat, T6i mat, Mat)
10b : Déu chi 40 khén
10c . DAu giai mit
10d . Déu tang mat, giam mét
11 : Déu thoi han bao vé bi mit nha nude
1la : Déu tai liéu thu hdi hodc ddu Gia han thi han bao vé bi mét nha nuée
12 : Chi dén vé du thao vin ban
13 : Tén ngudi soan thao, sd lwong tai liéu;
14 . Déu ban sao bi mét nha nuéc
15 : Ky s6 ciia ngudi c6 thdm quyén trén ban sao vin ban dién tir bi mat nha nude
16 :  Déu viin ban dién tir bi mt nha nudc dén

Ghi chi: D6i véi cac tai liéu khong dugc trinh bay theo thé thirc va ky thuat
cua vin ban hanh chinh thi vi tri céc loai dau bao vé bi méat nha nudc duge thé
hién u6c lugng nhu trén van ban hanh chinh. Muc dung dé dong cac loai dau bao
vé bi mat nha nudc trén vin ban giéy la muc mau do, van ban dién tir tao hinh anh
cac loai dau bao vé bi mét nha nude mau do.

IIl. MAU DAU CHi PO MAT

1. Mau dau “TUYET MAT”: Hinh chit nhat, kich thuéc 40mm x 8mm, c6
hai duong vién xung quanh, khoang cach gifta hai duong vién 1a 01mm; bén trong
cua hai duomg vién 1a chit “TUYET MAT” duoc trinh bay béng chit in hoa, ¢& chit
13, kiéu chit times new roman, ding, ddm; cach déu duong vién bén ngoai la

02mm.
| | mm

TUYET MAT

2 mm

2 mm
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2. MAu dau “TOI MAT”: Hinh chit nhat, kich thuéc 30mm x 8mm, ¢6 hai
dudng vién xung quanh, khoang cach gifta hai duong vién la 01mm; bén trong cla
hai duong vién 1a chit “TOI MAT” dugc trinh bay bing chir in hoa, ¢& chir 13, kiéu
chir times new roman, ding, ddm; cach déu duong vién bén ngoai la 02mm.

| mm

|
TOI MAT

2 mm

2mm

3. Mau ddu “MAT”: Hinh chif nhat, kich thuéc 20mm x 8mm, c6 hai dudong
vién xung quanh, khoang cach gitra hai duong vién 1a 01lmm; bén trong cua hai
duong vién 1a chit “MAT” duge trinh bay b%mg chit in hoa, c& chit 13, kiéu chit
times new roman, dimg, dim; cach déu duong vién bén ngoai 1a 02mm.

1 mm

|
MAT

2mm

2 mm

~ IIL. MAU VAN BAN XAC PINH PQ MAT DOI VOI VAT, DPIA
PIEM, LOI NOI, HOAT PONG HOAC HINH THUC KHAC CHUA BI
MAT NHA NUGC

........... (1) CONG HOA XA HQI CHU NGHIA VIET NAM
........... (2) Doc lap - Tu do - Hanh phic

VAN BAN XAC PINH PQ MAT POI VOI VAT, PIA PIEM, LOI NOI,
HOAT PONG HOAC HINH THUC KHAC CHUA Bi MAT NHA NUOC

Tén goi cua vat, dia diém, hoat dong, ndi dung 101 ndi hoac hinh thic khac

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

--------------------------------------------------------------------------------------------------
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Lanh dao co quan, to chirc xac dinh
bi mat nha nwéc
(ky, ghi ré ho tén, chirc vu)
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Ghi chii: Mau nay dugc 4p dung dbi véi vat, dia diém, 10i noi, hoat dong
hoic hinh thirc khic chira bi mét nha nuéc ma khong thé déng dau do mat.

(1) Tén co quan chu quan.

(2) Tén co quan, t6 chirc xac dinh bi mét nha nudc.

(3) Ghi theo do mat cta vat, dia diém, hoat dong, ndi dung 161 noi hodc hinh
thirc khac chira bi mat nha nudce. Truong hgp trong vat, dia diém, hoat dong, noi
dung 10i néi chira nhiéu thong tin c6 d§ mat khac nhau thi xac dinh theo do mat
cao nhét.

(4) Ghi 16 viéc xac dinh d6 mat cin ¢t vao quy dinh tai diéu, khoan, diém cta
danh muc bi mét nha nude cu thé.

IV. MAU DAU THOI HAN BAO VE Bi MAT NHA NUOC

Mau dau “THOI HAN BAO VE Bi MAT NHA NUOC”: Hinh chit nhat, kich
thuée 65mm x 12mm, ¢6 hai dudng vién xung quanh, khoang cach gitra hai duong
vién 1a 01mm; hang thtr nhét 1a dong chir “THOI HAN BAO VE BMNN”, trinh
bay bing chit in hoa, ¢& chir 13, kidu chir times new roman, dimg, dam; hang thir
hai 1a dong chit “Tur:...”, trinh bay bang chir thudng, ¢& chir 13, kiéu chit times
new roman; khoang céch giira hang chir thir nhat va hang chir thir hai 1a 02mm.

1 mm

THOI HAN BAO VE BMNN
T oo ee s

2 mm

Dau “THOI HAN BAO VE BI MAT NHA NUGC” duoc thé hién trén tai
liéu bi mét nha nudc cé thoi han bao vé ngin hon thoi han quy dinh tai khoan 1
Diéu 19 Luat Bao vé bi mét nha nudc. O dong “Tir:.....” phai ghi rd thoi han bao
vé bi mat nha nudc tir thoi diém nao dén thoi diém nao.



Phu luc II
)AUBAN SAO Bi MAT NHA NUGC; MAU VAN BAN GHI NHAN
9 MAT NHA NUGC; MAU SO QUAN LY SAO, CHUP Bi MAT
p€; HINH THUC KY SO CUA NGUOI CO THAM QUYEN TREN
BAN SAO VAN BAN PIEN TU BI MAT NHA NUOC
(Kém theo Nghi dinh 56 63/2026/ND-CP
ngay 28 thang 02 ndm 2026 cua Chinh phu)

I. MAU DAU BAN SAO Bi MAT NHA NUOC

Mau diu “BAN SAO Bf MAT NHA NUGC”: Hinh chit nht, kich thuéc
60mm x 40mm, phia trén 1a hang chit “BAN SAO BI MAT NHA NUGC?, trinh
bay bang chit in hoa, c& chir 13, kiéu chir dimg, ddm; dudi hang chir “BAN SAO
BI MAT NHA NUOC” 1a cac hang chir “Co quan, té chirc sao” “Ngay, thang,
nam”, “So lugng, Ban sao s6”, “Noi nhan”, “Thdm quyén sao”, trinh bay bs"ang chir
thuong, ¢& chit 13. Kiéu chit cia cac hang chir trong ddu “BAN SAO Bi MAT
NHA NUGC” 1 kiéu chit times new roman.

Mau diu “BAN SAO Bi MAT NHA NUGC” dugc str dung khi thuc hién
sao tai liéu bi mat nha nudc. Tai dong “Thim quyén sao” ghi rd chirc vy cliia nguoi
cho phép sao; khoang tréng bén dudi dong “Tham quyén sao” 1a chit ky ctia ngudi
c6 thdm quyén, con diu ctia co quan, td chirc (néu c6), ho, tén cia ngudi c6 thdm
quyén cho phép sao.

Dau “BAN SAO Bi MAT NHA NUGC” dugc déng & phia dudi cing tai
trang cudi cung cua ban sao tai liéu bi mat nha nudec.

B

. BAN SAO Bi MAT NHA NUGC

s0mm | SO lugng......... Béin sao sb:..........

-

60 mm
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II. MAU VAN BAN GHI NHAN VIEC CHUP Bi MAT NHA NUOC

........... (1) CONG HOA XA HQI CHU NGHTA VIET NAM
........... (2) Doc lap - Tu do - Hanh phiic

VAN BAN GHI NHAN VIEC CHUP TAI LIEU,
VAT CHUA Bi MAT NHA NUOC

Lanh dao co quan, to chirc cho phép Nguwoi thyue hién chup tai liéu,
chup tai liéu, vat chira bi mat nha nuwéc vat chira bi mat nha nuéc
(ky, ghi ro ho tén, chirc vu) (ky, ghi ro ho tén)

Ghi chi: Mau nay ap dung dbi v6i ban chup tai liéu, vat chira bi mat nha
nudc khong thé dong dau ban sao; mau nay dugc giri kém theo ban chup tai liéu,
vét chira bi mét nha nuéc cho co quan, t6 chirc nhan ban chup.

(1) Tén co quan, to chirc.
(2) Tén co quan, td chirc quan ly, str dung tai liéu, vat chira bi mat nha nudc.
(3) Ghi 15 tén co quan, t chitc nhan ban chup.

(4) Ghi rd do mat cua tai liéu, vat chira bi méat nha nudc duge chup (Tuyét mat,
To61 mat, Mat hoac ghi ky hiéu A, B, C).
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III. MAU SO QUAN LY SAO, CHUP Bi MAT NHA NUGC
1. MAu s6

S6 quan ly sao, chup bi mét nha nudc dugc in sin, kich thudc 210mm x
297mm.

a) Bia va trang dau

Bia va trang dau cta S6 quan ly sao, chup bi méat nha nuéc duge trinh bay
theo hinh minh hoa dudi day:

SO QUAN LY SAO, CHUP Bi MAT NHA NUOC

Nem: ... (3)...

Tir ngay ....... dénngay ... (4)... ...

Quyén §6: ....(5)...

Ghi chu:

(1): Tén co quan, té chirc cht quan cép trén truc tiép (néu co).
(2): Tén co quan, td chic.

(3): Nam m& S6 quan 1y sao, chup bi mét nha nuée.

(4): Ngay, thang bat dau va két thuc.

(5): S6 thir tu cua quyén sd.
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b) Phan quan 1y sao, chup bi mét nha nudc

Phén quan 1y sao, chup bi mat nha nudc dugce trinh bay trén trang gidy kho
A4 (210mm x 297mm) bao gdm 09 cdt theo mau sau:

b1 r ‘ . 3 & r p L
S6 | mimsno, | Tenlosivatrienéu | | b | R e
th | chup tai ligu, | 01 dung thiligu, vae | Dy | TR | BIEL | L | Ghi
tur vili)t cht’r: ’| chis BMNN dwoe ngt sao sao cl?o zhép 520 ahe
BMNN 530, CRyp chup | chup | sao, chup | chup
) 2 3) @ | G 6 (7 ® | O

2. Hwéng dan quin ly
S6 ¢6 thé in theo khé ngang hodc khé doc gém céc cdt cu thé nhu sau:
Cot 1: Ghi s6 thir tu theo nam cong tac tir 01 dén khi sir dung hét quyén sb.

Cot 2: Ghi ngay, thang, nam sao, chup tai liéu, vat chira bi mat nha nudc;
doi v6i nhitng ngay dudi 10 va thang 1, 2 thi phai thém sb 0 & trude, vi du: 03/01,
27/7,31/12.

Cot 3: Ghi tén loai va trich yéu ndi dung tai liéu, vat chira bi mét nha nuéc
dugc sao, chup.

Cot 4: Ghi r6 do mat cua tai liéu, vat chira bi mét nha nudc duoc sao, chup
(Tuyét mat, Toi mat, Mat hodc ghi ky hiéu A, B, C).

Cot 5: Ghi rd s6 lugng ban sao, chup.

Cot 6: Ghi tén co quan, td chirc hodc don vi, c4 nhan nhan ban sao, chup tai
liéu, vat chira bi mat nha nude.

Cot 7: Ghi tén, chitc vu ctia ngudi c¢6 thdm quyén cho phép sao, chup.

Cot 8: Ghi 1o ho tén va chir ky xac nhén cta ngudi thye hién sao, chup.

Cot 9: Ghi nhitng n6i dung cén thiét khéc.

IV. HINH THUC KY SO CUA NGUOI CO THAM QUYEN TREN
BAN SAO VAN BAN PIEN TU Bi MAT NHA NUGC

1. Vi tri

Ky sb cua nguoi ¢ tham quyén trén ban sao van ban dién tor bi mat nha
nudce tai goc trén, bén phai, trang dau cta vin ban.

2. Thong tin

Ban sao; tén co quan, td chirc sao; chitc vu va ho, tén nguoi cé thim quyén
cho phép sao vin ban; thoi gian ky (ngay thang nam; gid phit gidy; mui gid Viét
Nam theo tiéu chuan ISO 8601) dugc trinh bay biang phong chir Times New
Roman, chit in thuong, kiéu chix ding, cd chir 10, mau den.

o
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) z) Phu luc IIT
SOBANG KY BI MAT NHA NUOC DI, MAU SO PANG KY Bi
TA 45” PEN, MAU SO CHUYEN GIAO Bi MAT NHA NUOC,
¥\ HIEU PQ MAT, MAU DAU TAI LIEU THU HOI, MAU
DAU CHI NGUOI CO TEN MOI pUQC BOC Bi, MAU DAU BAN IN
VAN BAN DPIEN TU Bi MAT NHA NUGC, MAU DAU VAN BAN
PIEN TU Bi MAT NHA NUOC PEN
(Kém theo Nghi dinh s6 63/2026/NP-CP
ngay 28 thang 02 nam 2026 cua Chinh phi)

I. MAU SO PANG KY BI MAT NHA NUOC PI

1. MAu sb

S6 dang ky bi mat nha nude di duge in sén, kich thude 210mm x 297mm.
a) Bia va trang dau

Bia va trang dau ctia S6 dang ky bi mét nha nudc di dugc trinh bay theo
hinh minh hoa dudi day:

SO PANG KY Bi MAT NHA NUOC bI

Nam: ... (3)...

Tir ngay ....... denngay .... (4)..........

Quyén s0: ....(6)...




Ghi chu:

(1): Tén co quan, té chirc chii quan cép trén truc tiép (néu cd).

(2): Tén co quan, tb chirc.

(3): Nam mé S6 ding ky bi mat nha nude di.

(4): Ngay, thang bét dau va két thic ding ky vin ban trong sd.

(5): S6 thir tur dang ky vin ban mat di dau tién va cudi cung trong s0.

(6): S6 thir ty ctia quyén sb.

b) Phan ding bi mat nha nuéc di

Phan ding ky bi mat nha nuéc di duogc trinh bay trén trang gidy kho A4

(210mm x 297mm) bao gdém 10 ¢t theo mau sau:

sbky | NBY | qaniegiva S .
£ Sl thing . £ as ky tai Noi
SO h1¢u tal 5 . trich Ycu no1 A . A h,. BO’!’I SA Gh.
ther | lign, vit | X2 dimb | G g tailign, | P? | liéw, | mhin 7, 2 .
e Ch,l'l’a. tai li€u, vét chita * | mit vt va ky ik lwgng | cha
% it chira : chira nhin
BMNN | ¥? BMNN !
BMNN BMNN
1) (2) (3) 4) (5) (6) (7 (&) ® | 10

2. Hwéng din ding ky

S6 c6 thé in theo khé ngang hodc khé doc gdm céc cot cu thé nhu sau:

Cot 1: Ghi s6 thi tu theo nam cong téc tir 01 dén khi sir dung hét quyén sé.
Cot 2: Ghi s6 va ky hi€u cua tai liéu, vat chira bi mat nha nudc.

Cot 3: Ghi ngay, thang, nim cta vin ban; ddi véi nhitng ngay dudi 10 va

thang 1, 2 thi phai thém sb 0 & trude, vi du: 03/01, 27/7, 31/12.

Cot 4: Ghi tén loai va trich yéu noi dung tai liéu, vét chira bi méit nha nudc;

déi véi bi mét nha nude di c6 d6 mat “Tuyét mat” thi khong duge ghi trich yéu.

Cot 5: Ghi rd d6 mat cua tai ligu, vat chira bi mat nha nude (Tuyét mat, Ti

mat, Mat hodc ghi ky hiéu A, B, C).

Cot 6: Ghi tén ctia nguoi ky tai liéu bi mat nha nude.

Cot 7: Ghi tén céc co quan, té chirc, don vi va ky nhan déi véi truong hop

chuyén giao tai ligu, vat chira bi mat nha nude di thuc hién tai S6 nay.

Cot 8: Ghi tén don vi luu tai liéu.
Co6t 9: Ghi s6 lugng ban phat hanh tai liéu.
Cot 10: Ghi nhing néi dung cén thiét khac.
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II. MAU SO PANG KY Bi MAT NHA NUOC PEN
1. Mau sb

Sb dang ky bi mat nha nuéc dén duoc in s&n, kich thude 210mm x 297mm.

a) Bia va trang dau

Bia va trang déu cia S6 diang ky bi mét nha nude dén duoc trinh bay tuong
tu nhu bia va trang dau cua S6 ding ky bi mat nha nude di, chi khac tén goi l1a
“SO PANG KY BI MAT NHA NUGC DEN”.

b) Phan ding ky bi mét nha nudc dén

Phéan ding ky bi mat nha nude dén duoc trinh bay trén trang gidy kho A4
(210mm x 297mm) bao gom 10 cot theo mau sau:

s Co quan, to Tén loai "
SO, Ngay S6 chirc ban hanh | S, ky | Ngay | vatrich | D) D?n ! | Ghi
thir | 5 % fria . o 8 : £ a: | | VakY ;
tir dén dén tai ligu, vat hi¢u thing | yeéundi | mat Sxds chu
) chira BMNN dung ;
M1 @ 3) Q)] ) (6) ) @) ) (10)

10 va thang 1, 2 thi phai thém sé 0 & trude, vi du: 03/01, 27/7, 31/12.

mat, Mat hodc ghi ky hiéu A, B, C).

2. Huéng dan ding ky

S06 co theé in theo kho ngang hodc kho doc gom cac cdt cu thé nhu sau:

Cot 1: Ghi s thir tu theo nim cong tac tir 01 dén khi sir dung hét quyén sb.

Cot 2: Ghi theo ngay, thang dugc ghi trén diu dén.

Cot 3: Ghi theo s6 dugc ghi trén déu dén.

Cot 4: Ghi co quan, td chitc ban hanh tai liéu, vat chtra bi m4t nha nuéc.

Cot 5: Ghi s6 va ky hiéu cua tai liéu, vat chira bi mét nha nudc dén.

Cot 6: Ghi ngay, thang, nim clia vin ban mat dén; ddi voi nhitng ngay dudi

Cot 7: Ghi tén loai va trich yéu ndi dung cia tai liéu, bi mét nha nudc dén. Bi
mét nha nudce d6 “Tuyét mat” thi khéng dugc ghi trich yéu.

Cot 8: Ghi rd d6 mat cua tai lidu, véat chira bi mat nha nude (Tuyét mat, Tbi

Cot 9: Ghi tén don vi nhan tai liéu, vat chira bi mét nha nudc dén va ky

nhan d6i vé6i trudng hop chuyén giao tai liéu, vat chira bi mét nha nude dén thuc
hién tai S6 nay.

Cot 10: Ghi nhitng noi dung can thiét khéc.

i



4

III. MAU SO CHUYEN GIAO BI MAT NHA NUOC

1. Miu sb

S6 chuyén giao bi méat nha nude duoc in sin, kich thude 210mm x 297mm.

a) Bia va trang dau

Bia va trang ddu cta s6 dugc trinh bay twong tu nhu bia va trang dau ctia S6
dang ky bi mat nha nudc di, chi khac tén goi 1a “SO CHUYEN GIAO Bi MAT
NHA NUGC”.

b) Phéan chuyén giao bi mat nha nuéc

Phén chuyén giao bi mat nha nuéc duge trinh bay trén trang gidy kho A4
(210mm x 297mm) bao gdom 06 cot theo mau sau:

Nga S6 dén hoic o DPon vi hoiic e o
chuyén s6 di D) mat nguwdi nhin Ky nhin Ghi chua
(1) @ G) @ 5 1 ®

2. Huéng dan ghi

S6 ¢6 thé in theo khé ngang hodc khé doc gém céc ¢bt cu thé nhu sau:

Cot 1: Ghi ngay, thang, nim chuyén giao bi mét nha nudc cho cac co quan,
t6 chirc, c4 nhan; dbi voi nhiing ngay duéi 10 va thang 1, 2 thi phai thém s6 0 &
trudce, vi du: 03/01, 27/7,31/12.

C6t 2: Ghi theo s6 vin ban dén hodc s6 van ban di.

Cot 3: Ghi rd mirc d§ mat clia bi mat nha nudc (Tuyét mat, Toi mat, Mat
hodc ghi ky hiéu A, B, C).

Cot 4: Ghi tén don vi hodc ca nhan nhan bi mat nha nudc.

Cot 5: Chit ky ctia ngudi truc tiép nhan bi mat nha nude.

Cot 6: Ghi ndi dung can thiét khac (nhu ban sao, s lugng tai liéu...).

IV. MAU DAU KY HIEU PQ MAT

1. Méu déu chit “A”: Hinh tron, duong kinh 15mm, c6 hai duong vién xung
quanh, khoang cach gifra hai duong vién 1a 0lmm, chidu cao cta chit “A” 1a
10mm, dugc trinh bay & gitta hinh tron, bang chit in hoa, ¢& chir 40, kidu chir
times new roman, ding, ddm. Mau ddu “A” dugc st dung dé déng bén ngoai bi
dung tai liéu bi mat nha nudc d6 Tuyét mat.

e
—a

10 mm 15 mm
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2. Mau déu chir “B”: Hinh tron, dudng kinh 15mm, c¢6 hai dudng vién xung
quanh, khoang cach gita hai duong vién 1a 01lmm, chiéu cao cua chir “B” la
10mm, dugc trinh bay & gitta hinh tron, bing chit in hoa, c¢& chit 40, kiéu chir
times new roman, ding, dam. Mau ddu “B” dugc sir dung dé déng bén ngoai bi
dung tai liéu bi mat nha nude dd Toi mat.

—

10 mm 15 mm

S

3. MAu dau chir “C”: Hinh tron, dudmg kinh 15mm, c¢6 hai dudong vién xung
quanh, khoang cach gifra hai duong vién 1a 01mm, chidu cao cua chir “C” la
10mm, dugc trinh bay & gitra hinh tron, bing chit in hoa, ¢& chit 40, kiéu chir
times new roman, dimg, dam. Mau diu “C” duoc st dung dé dong bén ngoai bi
dung tai liéu bi mat nha nudc do Mat.

10 mm 15 mm

V.MAU DAU TAI LIEU THU HOI

Mau ddu “TAI LIEU THU HOI”: Hinh chit nhat, kich thudc 55mm x 13mm
c6 hai duong vién xung quanh, khoang cach gitta hai duong vién 1a 01mm; hang
thir nhét 1a dong chit “TAI LIEU THU HOI” dugc trinh bay béng chit in hoa, c&
chir 14, kiéu chit times new roman, ding, ddm; hang tha hai la dong chir “Thoi
han” & dau hang va cac ddu chidm cho dén hét, trinh bay bing chit thudng, c& chit
13, kiéu chir times new roman; khoang cach gitra hang chit thir nhat va hang chir
thr hai 1a 02mm.

Dau “TAI LIEU THU HOI” str dung trong truong hop tai lidu bi mat nha
nude duge phat ra trong mot thoi gian nhét dinh, ngudi sir dung chi duoc st dung
trong thoi han d6 va ndp lai cho noi phét tai liéu. Sau khi dong dau “TAI LIEU
THU ,H(f)I” & dong “Thdi han” phai ghi rd thoi gian thu héi tai lidu trude ngdy, gios
cu the.

| I mm

TAI LIEU THU HOI

2 mm
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VI. MAU DAU CHI NGUOI CO TEN MOI PUQC BOCBI

Méu déu “CHI NGUOI CO TEN MGI PUGC BOC BI”: Hinh chit nhat,
kich thudéc 70mm x 9mm, c6 hai duong vién xung quanh, khoang céach gitra hai
dudng vién 12 01mm, bén trong 14 hang chir “CHI NGUOI CO TEN MOI bUGC
BOC BI” trinh bay bang chir in hoa, c¢& chir 14, kidu chir times new roman, dimg,
dam, cach déu duong vién bén ngoai 02mm.

Dau “CHi NGUOI CO TEN MOI PUGC BOC BI” sir dung trong trudng hop
chuyén tai li¢u, vat chira bi mat nha nudc ma chi ngudi nhan méi duge béc bi dé
bao dam bi mat cla tai liéu; ngoai bi ghi rd tén ngudi nhan, bd phan chuyén tai
liéu phai chuyén tan tay ngudi cé tén trén bi.

llmm

CHI NGUOT c6 TEN MGI PUGC BOC BI

2mm

2mm

VIL. MAU DAU BAN IN VAN BAN PIEN TU Bi MAT NHA NUGC

Miu dau “BAN IN VAN BAN DPIEN TU B MAT NHA NUGC”: Hinh
chir nhat, kich thuéc 50mm x 35mm, phia trén 1a hang chit “BAN IN VAN BAN
DIEN TU BI MAT NHA NUGC?, trinh bay bing chit in hoa, ¢ chit 11, kiéu chit
dimg, dam; phia duéi 1a hang chit “TEN CO QUAN TO CHUC IN” trinh bay
béng chit in hoa, ¢& chir 11, hang chit “S6 lwong bén in, Ngay in, Ngudi in” trinh
bay bang chir thudong, c& chit 11. Kiéu chit ca céc hang chit trong diu “BAN IN
VAN BAN PIEN TU Bi MAT NHA NUGC” 1a kiéu chi¥ times new roman.

Mau ddu “BAN IN VAN BAN DIEN TU Bf MAT NHA NUGC” duoc sir
dung khi thyc hién in van ban dién tr bi mat nha nudc.

— I BANIN VAN BAN BIEN T/
BI MAT NHA NUGC

TEN CO QUAN TO CHUC IN
25 mm SO lugng bn i ..o




.

VIIL. MAU DAU VAN BAN PIEN TU Bi MAT NHA NUOC PEN

Mau ddu “VAN BAN DPIEN TU BI MAT NHA NUGC DEN”: Hinh chit
nhét, kich thuéc 30mm x 15mm, phia trén 1a hang chit “TEN CO QUAN, TO
CHUC”, trinh bay bang chit in hoa, ¢& chit 11, kiéu chit dimg; phia duéi 1 hang
chit “DEN” trinh bay bang chit in hoa, ¢& chit 11, kiéu chit dimg, dam; hang chit
I ”, “Ngay:.......” trinh bay béng chir thudong, ¢& chit 9. Kiéu chir cua cac
hang chit trong diu “VAN BAN PIEN TU BI MAT NHA NUGC PEN” 1a kiéu
chir times new roman.

Miau ddu “VAN BAN BIEN TU Bf MAT NHA NUGC DEN” duoc sir
dung khi nhan vin ban dién tir bi mat nha nudc, co quan, té chirc nhan déng diu
dién tir, ty dong tao s6 dén, ngay dén bing chic ning ctia Hé thdng quan 1y vin
ban dién tir bi mat nha nudc.

san | [TEN CO QUAN, 70 CHUC

AR LT
10 mm DEN A
IERY b vossssnnes

A
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’ Phu luc 1V

sFA HAN THOI HAN BAO VE Bi MAT NHA NUOC,
AW PIEU CHINH PQ MAT, DAU GIAI MAT

(Kém theo Nghi dinh sé 63/2026/ND-CP

ngay 28 thang 02 nam 2026 cua Chinh phu)

I. MAU DAU GIA HAN THOI HAN BAO VE B MAT NHA NUGC

Mau diu “GIA HAN THOI HAN BAO VE B MAT NHA NUGC”: Hinh
chir nhét, kich thuéc 70mm x 12mm, c6 hai duong vién xung quanh, khoang cach
gitta hai duong vién 1a 01mm; hang thi nhét 1a dong chir “GIA HAN THOI HAN
BAO VE BMNN”, trinh bay b.%mg chir in hoa, ¢& chir 13, kiéu chir times new
roman, dimg, dam; hang thir hai la dong chir “Tu:...”, trinh bay b‘éng chir thuong,
¢ chit 13, kiéu chit times new roman; khoang céach giita hang chir thi nhat va
hang chir th{r hai 1a 02mm.

| 1 mm

GIA HAN THOIHAN BAO VE BMNN
1 e el

2mm

Déu “GIA HAN THOI BAO VE Bi MAT NHA NUGC” dugc sir dung dé
dong trén tai liéu bi mat nha nuéce duge ngudi c6 thdm quyén quyét dinh gia han
thoi han bao vé bi mat nha nude. Dau “GIA HAN THOI BAO VE Bf MAT NHA
NUGC” phai dugc dong trén tai liéu bi méat nha nudce trude khi hét thai han bao vé
bi mat nha nudc va & dong “Tir:.....” phai ghi 16 thoi gian gia han tir thoi diém nao
dén thoi diém nao.

II. MAU DAU PIEU CHINH PQ MAT

1. Méu ddu “GIAM XUONG TOI MAT”: Hinh chit nht, kich thuéc 55mm
X 13mm, c¢6 hai duong vién xung quanh, khoang cach giita hai duong vién la
01lmm; hang tht nhat 1a dong chit “GIAM XUONG TOI MAT?”, trinh bay bing
chit in hoa, c& chit 14, kiéu chit times new roman, ding, ddm; hang thi hai la chir
“Tir:.....” & diu hang va céc dau chdm cho dén hét, trinh bay bing chit thuong, c&
chir 13, kiéu chit times new roman; khoang cach gitta hang chir thir nhét va hang
chir thi hai 1a 02mm.

I I mm

;IAM XUONG TOI MAT

2 mm
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2. Méu dau “GIAM XUONG MAT”: Hinh chit nhat, kich thuéc 50mm x
13mm, c6 hai dudng vién xung quanh, khoang cach giita hai dudong vién la 01mm;
hang thir nhat 12 dong chit “GIAM XUONG MAT?”, trinh bay bang chit in hoa, c¢&
chit 14, kiéu chit times new roman, ding, dam; hang thr hai 1a chir “Tur:.....” ¢ dau
hang va céc ddu chiam cho dén hét, trinh bay bang chir thuong, ¢& chir 13, kiéu chit
times new roman; khoang cach gitra hang chir thir nhat va hang chir thir hai 1a 02mm.

!lmm

GIAM XUONG MAT

2 mm

Déu “GIAM XUONG TOI MAT” va dau “GIAM XUONG MAT” dugc sir
dung dé déng trén tai liéu bi mat nha nudc ké tir ngdy cé quyét dinh giam do mat
ctia ngudi ¢6 thdm quyén va tir ngay nhan dugc théng béo giam doé mat. Sau khi
dong dau “GIAM XUONG TOI MAT” va dau “GIAM XUONG MAT” & dong
“Tir:....” phai ghi o thoi gian giam mat bt diu tir ngay, thang, nim quyét dinh
giam mat.

3. Mau diu “TANG LEN TUYET MAT”: Hinh chit nhat, kich thuéc 55mm
x 13mm, c6 hai duong vién xung quanh, khoang cach giita hai duong vién la
01mm; hang thir nhit 1a dong chitr “TANG LEN TUYET MAT?”, trinh bay bing
chit in hoa, ¢ chir 14, kiéu chir times new roman, ding, dam; hang thir hai la chir
“Tir:....” & dau hang va cac diu chidm cho dén hét, trinh bay bing chir thuong, c&
chit 13, kiéu chit times new roman; khoang céach giira hang chit thir nhit va hang
chir thir hai 1a 02mm.

| I mm

TANG LEN TUYET MAT
I iR R

2 mm

4. Mau diu “TANG LEN TOI MAT”: Hinh chit nhat, kich thudc 50mm x
13mm, c6 hai duong vién xung quanh, khoang cach giita hai duong vién la 01mm;
hang thir nhét 1a dong chit “TANG LEN TOI MAT?, trinh bay bing chit in hoa, c&
chir 14, kiéu chit times new roman, ding, dam; hang thir hai la chir “Tur....” & dau
hang va cac ddu chim cho dén hét, trinh bay bang chit thuong, & chit 13, kiéu chit
times new roman; khoang cach giita hang chir thir nhét va hang chir thr hai 1a 02mm.

! I mm
2 mm TANG LEN Tél MAT
f £ S ———————
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Déu “TANG LEN TUYET MAT” va dau “TANG LEN TOI MAT” duoc
sir dung dé déng trén tai lidu bi mat nha nudc ké tir ngay cé quyét dinh ting do
mat ctia ngudi c6 thdm quyén va tir ngdy nhén dugc théng béo ting do mat. Sau
khi déng ddu “TANG LEN TUYET MAT” va dau “TANG LEN TOI MAT” &
dong “Tir:.....” phai ghi ro thoi gian ting do mat bat dau tir ngdy, thang, nim quyét
dinh ting d mat.

III. MAU DAU GIAI MAT

Mau ddu “GIAI MAT”: Hinh chit nhat, kich thuéc 30mm x 13mm, c6 hai
dudng vién xung quanh khoang cach gifra hai dudng vién 1a 01mm; hz‘mg thir nhat
la dong chit “GIAI MAT?”, trinh bay béng chit in hoa c& chir 14, kiéu chir times
new roman, dirng, dam hang thir hai 13 chit “Tir:.....” & dau hang va cac d4u chdm
cho dén hét, trinh bay bing chir thudng, c& chit 13, kiéu chir times new roman;
khoéng cach gitta hang chir thir nhét va hang chit thir hai 1a 02mm. Sau khi déng
dau “GIAI MAT” & dong “Tir:.....” phai ghi rd thoi gian giai mat bét dau tir ngay,
thang, nam quyét dinh giai mat.

Déu “GIAI MAT” dugc str dung dé déng trén tai liéu bi mét nha nude ké tir
ngay cé quyét dinh giai mat cia ngudi cé thdm quyén va tir ngdy nhan dugc thong
bao giai mat hodc dbi véi trudmg hop quy dinh tai diém b khoan 1 Piéu 22 Luat
Bao vé bi méat nha nudc.

llmm

GIAI MAT
..

2 mm




