Phu luc

MAu viin ban hanh chinh cia Uy ban nhan dan, Chi tich Uy ban nhén dén va

co quan chuyén mon thu¢c Uy ban nhin dan cap xa

I. Cac miu vin ban cia Uy ban nhin dén cép xa
Mau s6 01 Quyét’dinh cua U}f ban nhan dan cép xa
o - Quyét dinh cia Uy ban nhan dan cap xa (ban hanh hay phé duy¢t mot
Mau s6 02 | van ban khac) )
- Van ban dugc ban hanh, phé duyét kém theo quyét dinh
Mau s6 03 | Vin ban hudng dan cia Uy ban nhan dan cap xi
Mau s6 04 | Ké hoach ctia Uy ban nhén dan cép xa
Mau s6 05 Chuong trinh (cong tac,...) cia Uy ban nhan dan cap xa
Mau s6 06 | T& trinh cua Uy ban nhan dan cdp xa
Mau s 07 | Béo cdo cia Uy ban nhan dan cip xa
Mau s6 08 | Van ban lly quyén ctia Uy ban nhan dén cap xa
Mau s6 09 Cong vin ciia Uy ban nhan dan cap xa
Mau s6 10 Thong bao ciia Uy ban nhan dan cap x4
Mau s0 11 | Gidy moi ciia Uy ban nhan dan cdp xa
Mau s6 12 | Gidy gioi thiéu ciia Uy ban nhan dan cp xa
Mau s6 13 | Bién ban cua Uy ban nhan dan cap xa
Mau s6 14 | MAu phiéu chuyén vin ban
II. Cac miu viin ban ciia Chii tich Uy ban nhén dan cap xa
Mau s6 01 Quyét’dinh cua Chu tich Ij}f ban nhan dan cép €]
- Quyét dinh cia Chu tich Uy ban nhan dan cap xa (ban hanh hay phé
Mau s6 02 | duyét mot van ban khac)
- Vin ban dugc ban hanh, phé duyét kém theo quyét dinh
Mau s6 03 | Vin ban huéng dan ctia Chu tich Uy ban nhan dan cip xa
Mau s6 04 | K& hoach ctia Chu tich Uy ban nhén dan cép x4
Mau s6 05 Chuong trinh (cong tac,...) ctia Chu tich Uy ban nhan dan cap xa
Mau s6 06 | To trinh cua Chu tich Uy ban nhan dan cép x4
Mau s 07 | Béo co ctia Chu tich Uy ban nhan dan cép xa
Mau s6 08 | Van ban iy quyén ctia Chii tich Uy ban nhan dan cip xa
Mau s6 09 Cong vin ctia Chu tich Uy ban nhéan dan cép x4
Mau s6 10 Cong dién ciia Chu tich Uy ban nhan déan cp xa
Mausd 11 | Thong bao ctia Chu tich Uy ban nhan déan cap xa
Mau s6 12 Gidy moi cua Chu tich Uy ban nhéan dan cép xa
Mau s6 13 | Gidy gioi thiéu cia Chi tich Uy ban nhan dan cip xa
Mau s6 14 | Miu phiéu chuyén vian ban




I11. C4c miu viin ban ciia co quan chuyén mén thugc Uy ban nhéin din cap xa

Mau s 01 | T& trinh cua co quan chuyén mén thudc Uy ban nhan dan cp xa

Mau s 02 | Bdo céo clia co quan chuyén mén thudc Uy ban nhan dan cap xa

Mau s6 03 | Cong vén cia co quan chuyén mon thudc Uy ban nhan dan cip xa

Mau s6 04 | K& hoach ciia co quan chuyén mén thudc Uy ban nhan déan cp xa

Mau sé 05 Chu’orflg trinh (cong tac,...) cta co quan chuyén mén thuéc Uy ban nhan
dan cap xa

Mau s6 06 | Bién ban ctia co quan chuyén mon thudc Uy ban nhan déan cap xa

Mau s6 07 | Gidy moi ciia co quan chuyén mén thudc Uy ban nhén dan cip xa

Mau s6 08 | MAu sao van ban




I. Cac mau van ban cia Uy ban nhan dan cap xa
Mau so0 01 - Quyét dinh ctiia Uy ban nhin dan cap xa

UY BAN NHAN DAN ...... 1 CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phic

Sé:  /Qb-UBND

...... 2, ngay... thang... nam...
QUYET PINH
Vé viécon.....
UY BAN NHAN DAN......!
(@717 3o TR 4
(@7 7 e Y 4.
THEO A& NGRE CUI.......eeoveeseeeeseeseereee s ees st S,
QUYET PINH:
DHRU vttt 6
DHBUL ...ttt ettt ettt et ettt ettt ettt ettt 6
DHBUL.......ooveieieceeeee ettt ettt !
Noi nhén: TM. UY BAN NHAN DAN
- Nhu biéu.......; CHUTICH® ‘
s ; (Chit ky cua nguoi co tham quyen,
- Luu: VT,..5..10, dong dau cua UBND)

Ho va tén

Ghi cha:

1 Tén x4, phuong, dic khu ban hanh Quyét dinh.

? Pia danh xa, phudong, dac khu.

3 Trich yéu noi dung quyét dinh.

4 Cac can cir dé ban hanh quyét dinh. Theo d0, ghi day du tén loai van ban, s, ky hiéu, co quan
ban hanh, ngay thang ndm ban hanh van ban va tén goi cua van ban (riéng luat, phap 1énh khong
ghi s6, ky hiéu, co quan ban hanh).

5Tén cua co quan, to chuc, don vi, ca nhan dé nghi.

6 Céc noi dung ctia quyét dinh.

"Piéu khoan thi hanh va giao trach nhiém td chire thuc hién.

8 Truong hop Pho Chu tich UBND cép xa duoc Chu tich UBND cép xa phan cong ky thay thi ghi r6:

KT. CHU TICH
PHO CHU TICH
% Chir viét tat tén don vi soan thao va sd lwong ban luu (néu can).
0K hidu ngudi soan thao vin ban va s6 lugng ban phat hanh (néu can).
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MAu s6 02 - Quyét dinh ciia Uy ban nhin din cip xi (ban hanh hay phé duyét
mot van ban khac)

UY BAN NHAN DAN ...... 1 CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phic

Sé:  /Qb-UBND

...... 2, ngay... thang... nam...
QUYET PINH
Ban hanh (Phé duyét).............. 3
UY BAN NHAN DAN......!
(@777 3o T 4
(@7 7 e Y S 4.
THEO A& NGRE CUI.......eeoveeseeeeeseeseeeeees e ees ettt °,
QUYET PINH:
Piéu 1. Ban hanh (Phé duyét) kém theo Quyét dinh nay...........cccovovvvvevrveernene.
6
DHBUL ...ttt e ettt e ettt ee ettt
D ACUoun. e ee oo ee e e e e e e et e et et e e et et et e et e e e et et et et et et et et et et et et ee et e e e et ereeans Ui
Noi nhin: TM. UY BAN NHAN DAN
- Nhu biéu...; CHU TICH 8
e, ; (Chir ky cua nguoi co tham quyén,
- Luu: VT,..0..50... dong déau ciia UBND)

Ho va tén

Ghi chu:

! Tén x4, phuong, dic khu ban hanh Quyét dinh.

2 Pia danh xa, phuong, dic khu.

3 Trich yéu ndi dung quyét dinh.

4Céc can cir dé ban hanh quyét dinh (nhu MAu s6 01).

5Tén clia co quan, td chtre, don Vi, ca nhan dé nghi.

6 Céc noi dung cua quyét dinh.

"Piéu khoan thi hanh va giao trach nhiém t chirc thuc hién.

8 Trudong hop Pho Chu tich UBND cép xa dugce Chi tich UBND cap x4 phan cong ky thay thi thuc
hién nhu Mau s6 01.

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

0K ¥ hiéu nguoi soan thao vin ban va sé luong ban phat hanh (néu can).



Vin ban dwoc ban hanh, phé duyét kém theo quyét dinh

UY BAN NHAN DAN ...... 1 CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phic

TEN LOAI VAN BAN

(Kém theo Quyét dinh sé...3|QP-UBND ngay... thang... nam...>
ciia Uy ban nhén dan... Y)

Ghi cha:

! Tén x4, phuong, dic khu ban hanh vin ban.

2 Trich yéu noi dung ctia van ban.

886, ky hiéu, thoi gian ban hanh Quyét dinh.

4 Nb6i dung vin ban kém theo (tuy ting truong hop cu thé ma co thé chia thanh cac diéu,

khoan, diém hoac cac muc, khoan, diém).



Miu s6 03 - Vin ban huéng din ciia Uy ban nhin dan cap xa ?

UY BAN NHAN DAN ...... 2. CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phic

Sé:  /HD-UBND

...... 8, ngay... thang... nam...
HUONG DAN
AV RV T R 4
(717 e h
(@777 e PP RP R POPPPPPTPTORPPRPO °,
Uy ban nhéan dan......... 2 huéng dan v& ViéC.......oeuveeeunn.. 4 nhu sau:........

............................................................................................................................. 5.
Noi nhn: TM. UY BAN NHAN DAN
TP , CHU TICH 7
CLuw VT..5.0 (Chit ky ciia nguwoi ¢é tham quyén,

dong déau ciia UBND)

Ho va tén

Ghi chu:

! Trudng hgp UBND cdp x3 ban hanh Hudng dan kém theo Quyét dinh thi thyc hién nhu Mau s6 02.

2 Tén xa, phuong, dic khu ban hanh vin ban huéng dan.

Pia danh x4, phuong, dic khu.

* Trich yéu ndi dung huéng dan.

5 Céc can ctr dé ban hanh vin ban hudng dan (nhu Mau s6 01).

®Noi dung hudng dan.

" Trudng hop Phé Chu tich UBND cap xa duge Chu tich UBND cép xa phan cong ky thay thi thuc
hién nhu Mau so6 01.

8 Chir viét tit tén don vi soan thao va sb lugng ban luu (néu cén).

9Ky hiéu nguoi soan thao vin ban va s6 lugng ban phat hanh (néu can).



Mau s0 04 - Ké hoach ciia Uy ban nhian dan cap xa *

UY BAN NHAN DAN ...... 1 CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phic

Sé:  /KH-UBND

...... 2, ngay... thang... nam...
KE HOACH
AV RV T R 3
(7173 4
(@77 o PRSPPI 4,
Uy ban nhan dan........» ban hanh K& hoach vé viéc................... 3 véi cac nodi
dung nhu sau:
............................................................................................................................. 5.
Noi nhin: TM. UY BAN NHAN DAN
T rrrrenrnees , CHU TICH 6
Luw: VT 7 & (Chit ky ciia nguwoi ¢é tham quyén,

dong déau ciia UBND)

Ho va tén

Ghi chu:

" Truong hop UBND cép x4 ban hanh Ké hoach kém theo Quyét dinh thi thyc hién nhu Mau s6 02.

! Tén x4, phuong, dac khu ban hanh ké hoach.

2Pia danh x4, phuong, dic khu.

3 Trich yéu ndi dung ké hoach.

4 Céc can clr d@é ban hanh ké hoach (nhu Mau s6 01).

5N6i dung ké hoach.

6 Truong hop Pho Chu tich UBND cép x3 duoc Chi tich UBND cap xi phan cong ky thay thi thuc
hién nhu Mau s6 01.

7 Chir viét tit tén don vi soan thao va sd lugng ban luu (néu cén).

8 Ky hiéu nguoi soan thao vin ban va s6 lugng ban phat hanh (néu can).



MAu s6 05 - Chwong trinh (cong tac,...) ciia Uy ban nhan din cip xa *

UY BAN NHAN DAN ...... 1 CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phic

S6:  /CTr-UBND

...... 2, ngay... thang... nam...
CHUONG TRINH
Ve VIEC v, 8
(717 3o 4
(@717 3o T 4,
Uy ban nhan dan.........! ban hanh Chuong trinh vé viée................... 3 voi cac nodi
dung nhu sau:
............................................................................................................................. 5.
Noi nhin: TM. UY BAN NHAN DAN
i rerrrereeas , CHU TICH 6
i Lu.uVT78 (Chir ky cua nguoi co tham quyén,

dong déau ciia UBND)

Ho va tén

Ghi chu:

" Truong hop UBND cép xa ban hanh Chuong trinh (cong tac, ...) kém theo Quyét dinh thi thyc hién
nhu Mau s6 02.

1 Tén x4, phuong, dic khu ban hanh chuong trinh.

2Pia danh x4, phuong, dic khu.

% Trich yéu ndi dung chwong trinh.

4 Céc can ctr dé ban hanh chuong trinh (néu c¢6) (nhu Mau sé 01).

®Noi dung chuong trinh.

6 Trudong hop Pho Chu tich UBND cép x3 duoc Chu tich UBND cip x3 phan cong ky thay thi thuc
hién nhu Mau s6 01.

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

8 Ky hiéu nguoi soan thao vin ban va sé luong ban phat hanh (néu can).



MAu s6 06 - To trinh ciia Uy ban nhén dan cip xa

UY BAN NHAN DAN ...... 1 CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phic

Sé:  /TTr-UBND

...... 2, ngay... thang... nam...
TO TRINH
VE VIBC v, 3
(717 e 4
(@77 e 2P PP USSP 4,
Uy ban nhan dan......... Ltrinh ... % V& Vi€Cuwovniooiereeneans 3, v6i cac ndi dung
nhu sau:
............................................................................................................................. 5.
Noi nhgn: TM. UY BAN NHAN DAN
T , CHU TICH 7
Lo VT 8 © (Chit ky ciia nguwoi ¢é tham quyén,

dong déau ciia UBND)

Ho va tén

Ghi chu:

! Tén x4, phuong, dic khu ban hanh to trinh.

2Pia danh x4, phuodng, dic khu.

% Trich yéu ndi dung to trinh.

4 Céc can ctr dé ban hanh t& trinh (nhu Mau s6 01).

®Tén clia co quan, t chirc, don vi, ¢4 nhan ma UBND cép x4 trinh van ban.

®Noi dung to trinh.

" Trudng hop Pho Chu tich UBND cép xa duoc Chi tich UBND cdp x4 phan cong ky thay thi thuc
hién nhu Mau s6 01.

8 Chix viét tit tén don vi soan thao va sb luong ban luu (néu cf?ln).

9Ky hiéu ngudi soan thao vin ban va s lugng ban phat hanh (néu can).
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Mau so 07 - Bao cao cua Uy ban nhan dan cap xa

UY BAN NHAN DAN ...... 1 CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phic

S6:  /BC-UBND

...... 2, ngay... thang... nam...
BAO CAO
VE VIEC v, 3
............................................................................................................................ 41
Noi nhn: TM. UY BAN NHAN DAN
T e , CHU TICH 5
Luw VT 6 7 (Chit ky ciia nguwoi ¢é tham quyén,

dong déau ciia UBND)

Ho va tén

Ghi chu:

! Tén x4, phuong, dic khu ban hanh bio co.

2Pia danh x4, phuong, dic khu.

8 Trich yéu ndi dung bao cio.

4Noi dung bao cio.

5 Trudng hop Pho Chu tich UBND cép xa duge Chi tich UBND cap xi phan cong ky thay thi thuc
hién nhu Mau s6 01.

6 Chir viét tit tén don vi soan thao va s luong ban luu (néu can).

7Ky hidu ngudi soan thao vin ban va s6 lugng ban phat hanh (néu can).
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Mau so 08 - Van ban iy quyén cia Uy ban nhan dan cap xa

UY BAN NHAN DAN ...... 1 CONG HOA XA HQI CHU NGHIiA VIET NAM
Poc lap - Tu do - Hanh phic

Sé:  /...3-UBND
...... 4, ngay... thang... nam...

2
Veé viéc iy quyén cho 2
UY BAN NHAN DAN......!
Can cir Ludt Té chitc chinh quyén dia phwong ngady ...... thang ....... nam ...... ;
(@777 e TSP 6
........... 2
........................................................................................................................................................................................................................................................ 7.
Noi nhén: TM. UY BAN NHAN DAN
S ; CHU TICH
s ; (Chir ky cua nguoi co tham quyén,
- Luu: VT,..8..5 dong dau cua UBND)

Ho va tén

Ghi chu:

! Tén x4, phudng, dic khu ban hanh van ban iy quyén.

2 Hinh thtre van ban uy quyén (tl]y tung truong hop cu thé ma c6 thé ban hanh Quyét dinh uy
quyen hodc Thong bao uy quyén). Néu ban hanh Quyét dinh thi bd cuc cac diéu, khoan,
diém nhuf Mau so 01.

8 Chir viét tat tén loai vin ban tuong tng voi hinh thire van ban.

* Pia danh xd, phuong, dic khu.

5 Trich yéu noi dung uy quyén.

6 Céc can ctr dé ban hanh vin ban 0 uy quyén (nhu Mau sé 01).

" Cac nodi dung cua vin ban uy quyen. Theo do ndi dung cua van ban uy quyén phai xac dinh cy
thé noi dung, pham vi, thoi han uy quyen, cach thure thuc hién va cac diéu kién cén thiét dé thuc
hién nhiém vu, quyén han ty quyén.

8 Chir viét tat tén don vi soan théo va sb luong ban luu (néu can).

9Ky hiéu nguoi soan thao vin ban va sé luong ban phat hanh (néu can).
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Maiu 50 09 - Cong viin ciia Uy ban nhan din cap xi

UY BAN NHAN DAN ...... 1 CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phic

VIN............. A 3 ngay... thang... nam...
Kinh gri:
i n N s N s EE s EE R R R EEEEEEEE TR R EEEEEEEEEEEEEEEEEEEEEEEEEEE 5.
N i EE s E N EEE R EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE 5
Y

Noi nhin: TM. UY BAN NHAN DAN
i rerrrereeaas , CHU TICH7
- Luw: VT 8 © (Chir ky ciia nguoi ¢ tham quyén,

dong déau ciia UBND)

Ho va tén

Ghi chu:

! Tén x4, phuong, dic khu ban hanh cong vin.

2 Chit viét tat tén don vi soan thao cong van.

% Pia danh x4, phuong, dac khu.

*Trich yéu ndi dung cong vin.

®Tén co quan, td chirc, don vi, ca nhan nhan cong van.

5Noi dung cong vin.

" Trudng hop Pho Chu tich UBND cép x3 duoc Chi tich UBND cdp x4 phan cong ky thay thi thuc
hién nhu Mau s6 01.

Truong hop Chanh Vin phong HDND va UBND cap xa, Truong phong ciia co quan chuyén mon
thuoc UBND cép xi duge Chua tich UBND cép xi phan cong ky thira 1énh thi thuc hién nhu sau:
TL. CHU TICH
CHANH VAN PHONG HPND VA UBND (HOAC TRUONG PHONG ...)

8 Chix viét tit tén don vi soan thao va sb lugng ban luu (néu cén).
9Ky hiéu ngudi soan thao vin ban va s6 lugng ban phat hanh (néu can).
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MAu s6 10 - Thong bso ciia Uy ban nhin dén cap xi

UY BAN NHAN DAN ...... 1 CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phic

S6:  /TB-UBND

...... 2, ngay... thang... nam...
THONG BAO
VE VIBC v, 3
............................................................................................................................. 4.
Noi nhén: TM. UY BAN NHAN DAN
i rerrrereeaas , CHU TICH 5
) Lu‘uVT67 (Chir ky cua nguoi co tham quyén,

dong déau ciia UBND)

Ho va tén

Ghi chu:

! Tén x4, phuong, dic khu ban hanh thong bio.

2Pia danh x4, phuong, dic khu.

8 Trich yéu ndi dung thong béo.

4Noi dung thong béo.

5 Truong hop Pho Chiu tich UBND cép xa duge Chu tich UBND cép xa phan cong ky thay hoic
Chanh Vin phong HDND va UBND cép xi, Truong Phong cua co quan chuyén mon thudc
UBND cép xi duoc Chii tich UBND cép xa phan cong ky thira 1énh thi thyc hién nhu Mau s6 09.

6 Chit viét tit tén don vi soan thao va sb luong ban luu (néu can).

7Ky hiéu nguoi soan thao vin ban va s luong ban phat hanh (néu can).
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Miu s6 11 - Gidy moi ciia Uy ban nhan dén cap xa

UY BAN NHAN DAN ......

S6:  /IGM-UBND

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phic

.....2,ngay... thang... nam...

GIAY MOI
VE VIBC v, 3
Uybannhandan ............... Ltran trong kinh moi:...ccooevvevieiieceieeceeeie,s 4
TOT Ui e e e e e e e e e e s e e b r e e e e e e e e e e e e e aaaaarraes
------------------------------------------------------------------------------------------------------------------------------ 5
(11 5 s PO PSPORORSSPRRRPRRRRR
5T e -3 RSP PTPR
1D I TN 1T 1 FOTRTRTT TR
............................................................................................................................ 6.
Noi nhin: TM. UY BAN NHAN DAN
T iiieeeaeaes , CHU TICH 7

(Chit ky ciia nguwoi ¢é tham quyén,
dong déau ciia UBND)

Ho va tén

Ghi chu:

! Tén x4, phuong, dic khu ban hanh gidy moi.

2 Pia danh x4, phuong, dac khu.
3 Trich yéu noi dung gidy moi.

4Tén co quan, td chire hodc ho va tén, chirc vy, don vi cong tac cua nguoi duge moi.

5 N6i dung chi tiét ciia gidy moi (cudc hop, hoi thao, hoi nghi, 1& cong bd, 18 khanh thanh, v.v...).

6 Cac van dé can luu Vv (nhu chuén bi tai liéu, noi dung phat biéu, trang phuc...).

" Trudng hop Phé Chu tich UBND cép xi duge Chu tich UBND cip xa phan cong ky thay hoic
Chanh Vin phong HDND va UBND cap xi, Truong Phong chuyén mén thugc UBND cap xi
dugce Chu tich UBND cép x4 phan cong ky thira 1énh thi thyc hién nhu Mau sé 09.

8 Chir viét tat tén don vi soan thao va sd luong ban luu (néu can).

9Ky hiéu nguoi soan thao vin ban va s6 lugng ban phat hanh (néu can).
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MAu s6 12 - Gidy gi6i thiéu ciia Uy ban nhén dén cép xa

UY BAN NHAN DAN ...... 1 CONG HOA XA HQI CHU NGHIiA VIET NAM
Poc lap - Tu do - Hanh phic

Sé: IGGT-UBND

...... 2, ngay... thang... nam...
GIAY GIOI THIEU
Uy ban nhan dan ........ ! tran trong gidi thiéu:
ONQ (D).t ettt ettt sttt be et reerens 8
(@)1 (o O RTORR PR URPROTRORN 4
IUOC CU BNttt ettt e et e e e e e e e e S

Pé nghi Quy co quan tao diéu kién dé ong (ba) c6 tén & trén hoan thanh
nhiém vu.

Gidy nay c6 gid tri den et NGAY.....cevvveieeeeeeeee et I
Noi nhn: TM. UY BAN NHAN DAN
T , CHU TICH 8
- Luw VT, 9 10 (Chit ky ciia nguwoi ¢é tham quyén,

déng dau ciia UBND)

Ho va tén

Ghi chu:

! Tén x4, phuong, dic khu ban hanh gidy gi6i thiéu.

2 Pia danh xa, phuong, dic khu.

$Ho va tén ctia ngudi duoc gidi thiéu.

4 Chirc vu va co quan, don vi cong tac clia nguoi duge gidi thiéu.

5Tén co quan, t6 chitc duoc gidi thidu t6i lam viée.

®Noi dung gi6i thidu téi lam viéc.

" Thoi han cua gidy giéi thiéu.

8 Truong hop Pho Chu tich UBND cip xd duge Chu tich UBND cip xa phan cong ky thay hodc
Chanh Vin phong HDND va UBND cap xi, Truong Phong chuyén mén thugc UBND cap xi
dugce Chu tich UBND cép x4 phan cong ky thira 1énh thi thyc hién nhu Mau s 09.

% Chir viét tat tén don vi soan thao va sd luong ban luu (néu can).

0K Y hidu ngudi soan thao vin ban va s6 lugng ban phat hanh (néu can).
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Mau so 13 - Bién ban cia Uy ban nhan dan cap xa

UY BAN NHAN DAN ...... 1 CONG HOA XA HQI CHU NGHIiA VIET NAM
Doc lap - Tu do - Hanh phic

S6:  /BB-UBND

BIEN BAN
.............. 2
THOT ZIAN DAL QAU ....vocvceeeeceeses ettt es sttt ssn s
DA GBI v vttt ettt et ettt et ettt ettt ettt ettt ettt neenn
Thanh phan tham QU.........cc.ceeeieee et 3
(O] 410025 B (0151 170 - 1 RO PRR PR
Thu ky (ngudoi ghi bi€n bAN):.....ceeeeeeiiieeiee e

Két qua bicu quyét, thONG qQUA: ......oeveeee e (néu co)*
Cudc hop (hdi nghi, hoi thao...) két thuc vao.... gio...., ngay.... thang.... nam..../.
THU KY CHU TOQA
o (Chit ky ciia nguwoi ¢é tham quyén,
(Chir ky) ddu ciia UBND)
Ho va tén Ho va tén
Noi nhdn:

- Luu: VT, HO so.

Ghi chu:

! Tén x4, phuong, dic khu soan thao bién ban.

2 Trich yéu tén cudc hop hoidc hoi nghi, hoi thao.

3 Néu rd sd luong, thanh phﬁn moi hop (hdi nghi, héi thdo...). Truong hop phién hop cua UBND
cap x4 thi ghi 16 s6 lwong thanh vién UBND cip x4, s6 luong thanh vién UBND cap x3 dy hop, s6
lwong thanh vién UBND cip x4 ving mit (néu 1y do).

* Truong hop phién hop cia UBND cip xd c6 biéu quyét théng qua cac ndi dung thudc tham
quyén ctia UBND cép x4 thi ghi rd s6 lwong thanh vién UBND cip x4 tan thanh, khong tan thanh
va ty 1% tan thanh, khong tan thanh.
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Mau so 14 - Mau phi€u chuyén van ban

UY BAN NHAN DAN ...... 1 CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phic

So:  /PC-UBND

...... 2, ngay... thang... nam...
PHIEU CHUYEN
V& VIEC v, 3
............................................................................................................................. 4.
Noi nhén: TM. UY BAN NHAN DAN
T e , CHU TICH 5
Luw VT 6 7 (Chit ky ciia nguwoi ¢é tham quyén,

dong déau ciia UBND)

Ho va tén

Ghi chu:

! Tén x4, phudng, dic khu ban hanh phiéu chuyén.

2Pia danh x4, phuodng, dic khu.

% Trich yéu noi dung phiéu chuyén.

*Noi dung phiéu chuyén.

® Truong hop Pho Chu tich UBND cip xd duge Chu tich UBND cip x3 phan cong ky thay hodc
Chéanh Vin phong HDND va UBND cip xa, Truong Phong chuyén mén thuoc UBND cip xa
dugc Chu tich UBND cép xa phan cong ky thtra 1énh thi thuc hién nhu Mau sb 09.

6 Chir viét tit tén don vi soan thao va s luong ban luu (néu can).

7Ky hiéu ngudi soan thao vin ban va s6 lugng ban phat hanh (néu can).
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I1. CAc miu vin bén ciia Chi tich Uy ban nhan din cip xa
MAu s6 01 - Quyét dinh ciia Chii tich Uy ban nhan dén cp xa

UY BAN NHAN DAN ...... 1 CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phic

Sé:  /Qb-UBND

...... 2, ngay... thang... nam...
QUYET PINH
V& VigC...ovrrrrirnns 3
CHU TICH UY BAN NHAN DAN......!
(@7 7 e Y S 4.
(@77 7o Y ST 4.
THEO A& NGRE CUI.......eeoveeseeeeeseeseeeee sttt °,
QUYET PINH:
DU Luvooiiii s 6
DHBUL.....ovviiiiciieieee ettt 6
DHBUL.....ovviieiicie ettt 7
Noi nhén: CHU TICH 8
- Nhu biéu....... ; (Chir ky cua Chu tich UBND,
s ; dong ddau cua UBND)
- Luu: VT,..0...10

Ho va tén

Ghi chu:

! Tén x4, phuong, dic khu ban hanh Quyét dinh.

2 Pia danh xa, phuong, dic khu.

3 Trich yéu noi dung quyét dinh.

4 Cac can cir dé ban hanh quyét dinh. Theo d6, ghi day du tén loai vin ban, s, ky hiéu, co quan
ban hanh, ngay thang ndm ban hanh van ban va tén goi ctiia van ban (riéng luat, phap 1énh khong
ghi s6, ky hiéu, co quan ban hanh).

5Tén clia co quan, td chire, don Vi, ca nhan dé nghi.

6 Céc noi dung cua quyét dinh.

"Piéu khoan thi hanh va giao trach nhiém t chirc thuc hién.

8 Truong hop Pho Chu tich UBND cép x duge Chu tich UBND cip x3 phan cong ky thay thi ghi rd:

KT. CHU TICH
PHO CHU TICH
9 Chir viét tit tén don vi soan thao va sb lugng ban luu (néu cén).
0K ¥ hiéu nguoi soan thao vin ban va sé luong ban phat hanh (néu can).
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MAu s6 02 - Quyét dinh cia Chia tich Uy ban nhin dan cip xa (ban hanh hay
phé duyét mét vin ban khac)

UY BAN NHAN DAN ...... 1 CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phic

Sé:  /Qb-UBND

...... 2 ngay... thang... nam...
QUYET PINH
Ban hanh (Phé duyét).............. 3
CHU TICH UY BAN NHAN DAN......!
(@777 3o TR 4
(@7 7 e Y 4.
THEO A& NGRE CUI.......eeoveseeeesveseeeeses e ees sttt °,
QUYET PINH:
Piéu 1. Ban hanh (Phé duyét) kém theo Quyét dinh nay...........ccoveeveveveeeeeanne.
6
DEBULce..oovoieiiiie s
DHBUeur. ettt eeeee et ettt ettt ettt ettt ettt et ee e 7
Noi nhén: CHU TICH @
- Nhu biéu...; (Chit ky ciia Chui tich UBND,
mrrrrereeaans : dong ddu ciia UBND)
- Luu: VT,..0..10

Ho va tén

Ghi chu:

! Tén x4, phuong, dic khu ban hanh Quyét dinh.

2 Pia danh xa, phuong, dic khu.

8 Trich yéu noi dung quyét dinh.

4Céc can cir dé ban hanh quyét dinh (nhu MAu s6 01).

5Tén clia co quan, td chtre, don vi, ca nhan dé nghi.

6 Cac n6i dung ctia quyét dinh.

"Piéu khoan thi hanh va giao trach nhiém t chirc thuc hién.

8 Truomg hop Pho Chu tich UBND cép xd dugce Chu tich UBND cép xa phan cong ky thay thi thuc
hién nhu Mau s6 01.

9 Chir viét tat tén don vi soan théo va sb luong ban luu (néu can).

0K ¥ hiéu nguoi soan thao vin ban va sé luong ban phat hanh (néu can).
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Vin ban dwogc ban hanh, phé duyét kém theo quyét dinh

UY BAN NHAN DAN ...... 1 CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phic

TEN LOAI VAN BAN

(Kém theo Quyét dinh sé...3|QP-UBND ngay... thang... nam...>
ciia Chit tich Uy ban nhan dan... %)

Ghi cha:

! Tén xa, phuong, dic khu ban hanh vin ban.

2 Trich yéu noi dung cua vin ban.

386, ky hiéu, thoi gian ban hanh Quyét dinh.

4 Nb6i dung vin ban kém theo (tuy ting trudng hop cu thé ma co thé chia thanh cac diéu,

khoan, diém hodc cac muc, khoan, diém).
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MAu s6 03 - Viin ban hwéng din cia Chi tich Uy ban nhan din cap xa ?

UY BAN NHAN DAN ...... 2. CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phic

Sé:  /HD-UBND

...... 8, ngay... thang... nam...
HUONG DAN
AVZ RV T R 4

(@077 Y ST h

@777 e O OO P PP TSP PR °,

Chu tich Uy ban nhéan dan......... 2 hudng din vé ViéC......covmenn..... 4, nhu sau

............................................................................................................................. 5.

Noi nhin: CHU TICH’
o ! (Chit ky ciia Chil tich UBND,
- Luu: VT,..8.5. dong dau ciia UBND)

Ho va tén

Ghi cha:

! Truong hop Chu tich UBND cdp x4 ban hanh Hudng din kém theo Quyét dinh thi thuc hién nhu
Mau s6 02.

2 Tén xa, phuong, dic khu ban hanh vin ban huéng dan.

Pia danh x4, phuong, dic khu.

* Trich yéu ndi dung huéng dan.

5 Céc can ctr dé ban hanh vin ban hudng dan (nhu Mau s6 01).

5Noi dung huéng dan.

" Truong hop Pho Chii tich UBND cép xd duge Chu tich UBND cép xa phan cong ky thay thi thuc
hién nhu Mau s4 01.

8 Chir viét tit tén don vi soan thao va sb lugng ban luu (néu cén).

9Ky hiéu nguoi soan thao vin ban va s6 lugng ban phat hanh (néu can).
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MAu s6 04 - Ké hoach ciia Chit tich Uy ban nhéan dan cip xa *

UY BAN NHAN DAN ...... 1 CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phic

Sé:  /KH-UBND

...... 2, ngay... thang... nam...
KE HOACH
VE VIBC v, 3
(717 o 4
(@77 ST 4,
Chu tich Uy ban nhéan dan........» ban hanh Ké hoach vé viéc................... 3 véi
cac ndi dung nhu sau:
............................................................................................................................. I
Noi nhén: CHU TICH ©
S ! (Chit ky ciia Chii tich UBND,
- Luu: VT,.."0..8, dong déau ciia UBND)

Ho va tén

Ghi chu:

* Truong hop Chu tich UBND cép xa ban hanh Ké hoach kém theo Quyét dinh thi thuc hién nhu
Mau s6 02.

! Tén x4, phuong, dic khu ban hanh ké hoach.

2Pia danh x4, phuong, dic khu.

% Trich yéu ndi dung ké hoach.

4 Céc can cir dé ban hanh ké hoach (nhu Mau s6 01).

5Noi dung ké hoach.

® Truong hop Pho Chu tich UBND cap xa dugc Chu tich UBND cip x3 phan cong ky thay thi thuc
hién nhu Mau s6 01.

7 Chir viét tit tén don vi soan thao va sd luong ban luu (néu cﬁn).

8 Ky hiéu nguoi soan thao vin ban va s6 lugng ban phat hanh (néu can).
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MAu s6 05 - Chwong trinh (cong tac, ...) ciia Chii tich Uy ban nhin dan cp xa *

UY BAN NHAN DAN ...... 1 CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phic

S6:  /CTr-UBND

...... 2, ngay... thang... nam...
CHUONG TRINH
Vé viée ... 3

(717 e 4

(@777 e 2O PO PP 4,

Chu tich Uy ban nhan dan........} ban hanh Chuong trinh vé viéc................... 3

v6i cac nd1 dung nhu sau:

............................................................................................................................. 5.
Noi nhén: CHU TICH ©
S ! (Chit ky ciia Chii tich UBND,
- Luu: VT,.."0..8, dong déau ciia UBND)

Ho va tén

Ghi chu:

" Trudng hop Chu tich UBND cép x3 ban hanh Chuong trinh (cong tac, ...) kém theo Quyét dinh
thi thuc hién nhu Mau s6 02.

! Tén x4, phuong, dic khu ban hanh chuong trinh.

2Pia danh x4, phuong, dic khu.

% Trich yéu ndi dung chwong trinh.

4 Céc can ctr dé ban hanh chuong trinh (néu c6) (nhu Mau sb 01).

®Noi dung chuong trinh.

6 Truong hop Pho Chu tich UBND cép x3 duoc Chu tich UBND cdp xd phan cong ky thay thi thuc
hién nhu Mau s6 01.

7 Chir viét tit tén don vi soan thao va s luong ban luu (néu can).

8 Ky hiéu nguoi soan thao vin ban va s6 lugng ban phat hanh (néu can).
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MAu s6 06 - T trinh ctia Chi tich Uy ban nhén dan cip xa

UY BAN NHAN DAN ...... 1 CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phic

Sé:  /TTr-UBND

...... 2 ngay... thang... nam...
TO TRINH
VE VIBC v, 3
(717 4
(@71 ST 4,
Chu tich Uy ban nhan dan......... Ltrinh ... 5V VIBC..ovouereerreereann. 3, v6i cac ndi
dung nhu sau:
............................................................................................................................. 6.
Noi nhén: CHU TICH’
R f (Chit ky ciia Chii tich UBND,
- Luu: VT,..2.5. dong dau ciia UBND)

Ho va tén

Ghi chu:

! Tén xa, phuong, dic khu ban hanh to trinh.

?Pia danh x4, phuong, dac khu.

% Trich yéu ndi dung to trinh.

4 Céc can ctr dé ban hanh to trinh (nhu Mau s6 01).

5Tén clia co quan, td chtre, don vi, ca nhan ma Chu tich UBND cép x4 trinh van ban.

®Noi dung to trinh.

" Truong hop Pho Chu tich UBND cép x3 duoc Chu tich UBND cép xd phan cong ky thay thi thuc
hién nhu Mau s6 01.

8 Chix viét tit tén don vi soan thao va sb luong ban luu (néu cf?ln).

9Ky hiéu ngudi soan thao vin ban va s lugng ban phat hanh (néu can).
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MAu s6 07 - Bao cao ciia Chi tich Uy ban nhén dén cép xa

UY BAN NHAN DAN ...... 1 CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phic

S6:  /BC-UBND

...... 2,ngay... thang... nam...
BAO CAO
VE VIEC v, 3
............................................................................................................................ 4.
Noi nhén: CHU TICH ®
S : (Chir ky ciia Chii tich UBND,
- Luu: VT:...G...7. dong ddu ciia UBND)

Ho va tén

Ghi chu:

! Tén x4, phuong, dic khu ban hanh bao cio.

?Pia danh x4, phuong, dac khu.

3 Trich yéu ndi dung bao céo.

*Noi dung bao co.

5 Truong hop Pho Chu tich UBND cép xi dugce Chi tich UBND cép xa phan cong ky thay thi thuc
hién nhu Mau s 01.

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

7Ky hiéu ngudi soan thao vin ban va s6 lugng ban phat hanh (néu can).
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MAu s6 08 - Viin ban iy quyén ciia Chii tich Uy ban nhén dén cép xa

UY BAN NHAN DAN ...... 1 CONG HOA XA HOQI CHU NGHIiA VIET NAM
Doc 1ap - Tu do - Hanh phuc

Sé:  /....5-UBND
...... 4 ngay... thang... nam...

2
Vé viéc iy quyén cho ............ >
CHU TICH UY BAN NHAN DAN...... !
Can cu.Can cw Ludt T6 churc chinh quyén dia phuwong ngay.....thang....nam
(@777 e SRR 6
........... 2
........................................................................................................................................................................................................................................................ 7.
Noi nhgn: CHU TICH
- Nhu Diéu.......; (Chir ky cua Chu tich UBND,
s ; dong ddau cua UBND)
- Luu: VT,..8.°
Ho va tén
Ghi cha:

! Tén x4, phuong, dic khu ban hanh van ban uy quyén.

2 Hinh thtre van ban uy quyén (tuy tung truong hop cu thé ma c6 thé ban hanh Quyet dinh uy
quyen hoac Thong béo uy quyén). Néu ban hanh Quyét dinh thi bd cuc cac diéu, khoan,
diém nhu Mau sé 01.

3 Chir viét tit tén loai van ban twong tng v&i hinh thic van ban.

* Dia danh x3, phuong, dic khu.

5 Trich yéu noi dung iy quyén.

6 Céc can ctr dé ban hanh vin ban 0 uy quyén (nhu Mau sé 01).

7 Céac ndi dung cuia viin ban uy quyén. Theo d6 ndi dung cia van ban uy quyén phai xac dinh cy
thé ndi dung, pham vi, thoi han uy quyén, cach thirc thyc hién va cac diéu kién can thiét dé thuc
hién nhiém vy, quyén han ty quyeén.

8 Chix viét tit tén don vi soan thao va sb luong ban luu (néu cf?ln).

9Ky hiéu nguoi soan thao vin ban va s6 lugng ban phat hanh (néu can).
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MAu s6 09 - Cong viin ciia Chi tich Uy ban nhéin dén cép xa

UY BAN NHAN DAN ...... 1 CONG HOA XA HOQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phuc

\V/\V . A 8 ngay... thang... nam...
Kinh gtri
i s s s N NSRS NS NN RN N R R E NN NE SR NN SN ENNEEEEE SR REEBEEEREEEEES 5.
S i ss s NN s RSN S SN RN N SRR EE S NS AR N NS EERE NS EABEERENBESEEREEEEES 5
............................................................................................................................ 6/.

Noi nhin: CHU TICH’
e (Chit ky ciia nguwoi cé tham quyén,
Luw: VT,..8.°. dong dau ciia UBND)

Ho va tén

Ghi chu:

! Tén xa, phuong, dic khu ban hanh cong vin

2 Chit viét tat tén don vi soan thao cong van.

% Pia danh x4, phuong, dic khu.

4 Trich yéu noi dung cong van.

®Tén co quan, td chire, don vi, ¢4 nhan nhan cong van.

5Noi dung cong vin.

" Trudng hop Pho Chu tich UBND cap x3 duoc Chu tich UBND cdp x3 phan cong ky thay thi thuc
hién nhu mau s6 01.

Trudng hop Chanh Vian phong HDND va UBND cép x4, Truong phong cta co quan chuy@n mén
thudc UBND cip xi duge Chi tich UBND cap xa phéan cong ky thira 1énh thi thyc hién nhu sau:
TL. CHU TICH
CHANH VAN PHONG HPND VA UBND (HOAC TRUONG PHONG ...)

8 Chir viét tat tén don vi soan thao va sé lwong ban luu (néu can).
9Ky hiéu nguoi soan thao vin ban va s6 lugng ban phat hanh (néu can).
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MAu s6 10 - Cong dién ciia Chii tich Uy ban nhén dén cép xa

UY BAN NHAN DAN ...... 1 CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phiic
Sb:.../.CD-UBND
...... 2 ngay... thang... nam...
CONG PIEN
3

Noi nhan: CHU TICH®
(Chit ky cua Chu tich UBND,
dong déau ciia UBND)

Ho va tén

Ghi cha:

! Tén x4, phuong, dic khu ban hanh cong dién

?Pia danh x4, phuong, dac khu.

® Trich yéu noi dung dién.

4 Tén co quan, to chirc nhan dién.

® Noi dung dién.

® Truong hop Pho Chu tich UBND cap xa duge Cha tich UBND cdp xi phéan cong ky thay thi thyc
hién nhuv Mau so 01.

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

8 Ky hiéu ciia ngudi soan thao van ban va sb lwong ban phat hanh (néu can).
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MAu s6 11 - Thong bao ciia Chi tich Uy ban nhén dén cép xa

UY BAN NHAN DAN ...... 1 CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phic

S6:  /TB-UBND

...... 2, ngay... thang... nam...
THONG BAO
VE VIBC v, 3
............................................................................................................................. 4.
Noi nhén: CHU TICH ®
T ! (Chit ky ciia Chii tich UBND,
- Luu: VT:...G...7. dong ddu ciia UBND)

Ho va tén

Ghi chu:

! Tén x4, phuong, dic khu ban hanh thong bio.

2Pia danh x4, phuodng, dic khu.

8 Trich yéu ndi dung théng bao.

4Noi dung thong bao.

® Truong hop Pho Chu tich UBND cip xd duoc Chu tich UBND cép xa phan cong ky thay hodc
Chéanh Van phong HDND va UBND cép xa, Truong phong cia co quan chuyén mén thugc UBND
cap xi duge Chu tich UBND cép xa phén cong ky thira 1énh thi thyc hién nhu Mau s 09.

6 Chir viét tit tén don vi soan thao va sd luong ban luu (néu cf?ln).

7Ky hiéu ngudi soan thao vin ban va s6 lugng ban phat hanh (néu can).
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MAu s6 12 - Gidy moi ciia Chi tich Uy ban nhén dén cép xa

UY BAN NHAN DAN ...... 1 CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phic

S6:  /GM-UBND
.....2,ngay... thang... nam...

GIAY MOI
V& VIEC v, 3
Chu tich Uy bannhan dan ............... L tran trong kinh m&i:.......ccooveevevevenennnnn. 4
TOT Ui e et e e e e e e s s e e e bbb r e e e et e e e e e e e e e e narrarrarrres
lllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllll 5
(@] 511 1 5 5 SO UUEERTURRRRRRU
TROT IAN . ..eeiiiiee et et e e et e e e et e e e e esaeeeensaeeeeensaeeeennees
DA GEBIIE v e e e s e e e e e et e s s e e e e et e s e s e e e rer et e e e ennen
............................................................................................................................ 6.
Noi nhén: CHU TICH’
e ! (Chir ky ciia Chu tich UBND,
- Luu: VT,..8.5. dong dau ciia UBND)

Ho va tén

Ghi chu:

! Tén xa, phudng, dic khu ban hanh gidy moi

2 Pia danh xa, phuong, dic khu.

3 Trich yéu noi dung gidy moi.

4Tén co quan, td chire hodc ho va tén, chtrc vu, don vi cong tac cua nguoi dugc moi.

® Noi dung chi tiét cua giéy moi (cude hop, hoi thdo, hdi nghi, 18 cong bd, 18 khanh thanh, V.V...)

6 Céc van dé can luu ¥ (nhu chuan bj tai liéu, ndi dung phat biéu, trang phuc...).

" Trudng hop Phé Chu tich UBND cip x3 duge Cha tich UBND cép x3 phan cong ky thay hoic
Chéanh Vin phong HDND va UBND cép x4, Truéng phong chuyén mén thuoc UBND cip xa
dugc Chu tich UBND cép x4 phan cong ky thira 1énh thi thyc hién nhu Mau s6 09.

8 Chir viét tat tén don vi soan thao va sd lwong ban luu (néu can).

9Ky hiéu ngudi soan thao vin ban va sb luong ban phat hanh (néu can).
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MAu s6 13 - Gidy gi6i thiéu ciia Chi tich Uy ban nhan dan cip xa

UY BAN NHAN DAN ...... 1 CONG HOA XA HQI CHU NGHIiA VIET NAM
Poc lap - Tu do - Hanh phic

Sé: IGGT-UBND

...... 2, ngay... thang... nam...
GIAY GIOI THIEU
Chu tich Uy ban nhan dan ....... ! trAn trong gidi thiéu:
(@130 TN (1) SRR 3
CITIC VU ettt ettt e e e et et e e e ae e e e tt e et et eer et e et e e nnneereenees 4
DIUOC CU BEIN: oottt ettt ettt et et ettt e e et et et et e e et et et ee et et et et ereens 5
N VI8, ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt et 6

Pé nghi Quy co quan tao diéu kién dé ong (ba) c6 tén & trén hoan thanh
nhiém vu.

Gidy ndy c6 id tri dén Nt NEAY......oveveeveeieeereieees ettt 7.
Noi nhén: CHU TICH 8
o ! (Chit ky ciia Chii tich UBND,
- Luu: VT,..2..%0 dong ddu ciia UBND)

Ho va tén

Ghi cha:

! Tén x4, phuong, dic khu ban hanh gidy gi6i thiéu.

2 Pia danh xa, phuong, dic khu.

3Ho va tén ctia nguoi duge gidi thiéu.

4 Chirc vu va co quan, don vi cong tac ciia nguoi dugce gidi thidu.

>Tén co quan, td chure duoc gidi thi¢u to1 lam viéc.

®Noi dung gi6i thidu téi lam viéc.

" Thoi han cua gidy giéi thiéu.

8 Truong hop Pho Chu tich UBND cip xd duge Chu tich UBND cip x3 phan cong ky thay hoic
Chéanh Vin phong HDND va UBND cép x3, Truong phong chuyén moén thuéc UBND cip xi
dugc Chu tich UBND cép xa phan cong ky thira 1énh thi thyc hién nhu Mau s6 09.

% Chir viét tat tén don vi soan thao va sd luong ban luu (néu can).

0K Y hidu ngudi soan thao van ban va s6 lugng ban phat hanh (néu can).
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Mau so 14 - Mau phi€u chuyén van ban

UY BAN NHAN DAN ...... 1 CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phic

Sé:  /PC-UBND

...... 2, ngay... thang... nam...
PHIEU CHUYEN
AV RV T R 3
............................................................................................................................. 4,
Noi nhén: CHU TICH ®
S : (Chir ky ciia Chii tich UBND,
- Luu: VT:...G...7 dong ddu ciia UBND)

Ho va tén

Ghi chu:

! Tén xa, phudng, dic khu ban hanh phiéu chuyén.

2Pia danh x4, phuong, dic khu.

% Trich yéu ndi dung phiéu chuyén.

*Noi dung phiéu chuyén.

® Truong hop Pho Chu tich UBND cép xa duge Chu tich UBND cip xa phan cong ky thay hodc
Chéanh Vin phong HDND va UBND cap x3, Truong phong chuyén moén thuéc UBND cip xi
dugc Chu tich UBND cép xa phan cong ky thira 1énh thi thyc hién nhu Mau s6 09.

6 Chir viét tit tén don vi soan thao va sd luong ban luu (néu cf?ln).

7Ky hiéu ngudi soan thao vin ban va s6 lugng ban phat hanh (néu can).
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I11. Cac miu viin ban ciia co quan chuyén mon thudc Uy ban nhin dan cép xi
Mau s0 01 - To trinh cia co quan chuyén mon thu¢c Uy ban nhin dan cap xa

UY BAN NHAN DAN ...... 1 CONG HOA XA HQI CHU NGHIA VIET NAM
PHONG......2 Péc lap - Tu do - Hanh phiic
Sé: /TTr-....... . 4 ngay... thang... nam...
TO TRINH
VE VIEC vovvverveeererennnn, 5
(0717 6-
(0777 1o 6-
TheOo @ NGRT CUA...........cccccieeiiiiiii e nnree s [
Phong......... 2trinh ... 8V€ VI€C...ovivrerererrrnee ® v6i cac ndi dung nhu sau:
................................................................................................................................... 9.
Noi nhén: TRUONG PHONG Y
e (Chit ky ciia Truong phong,
- Luu: .22 ddu cia co quan, té chirc (néu cé))

Ho va tén

Ghi cha:

! Tén xa, phuong, dic khu.

2 Tén co quan chuyén mon soan thao to trinh.

® Chir viét tat ciia co quan chuyén mon soan thao to trinh.

* Pia danh xa, phuong, dic khu.

5 Trich yéu ndi dung to trinh.

6 Céc can ctr dé ban hanh to trinh (néu c6). Theo do6, ghi dﬁy du tén loai van ban, sé, ky hiéu, co
quan ban hanh, ngay thang nam ban hanh van ban va tén goi cua van ban (riéng luat, phap 1énh
khéng ghi sd, ky hiéu, co quan ban hanh).

" Tén cla co quan, td chure, don vi, ca nhan dé nghi.

8Tén cta co quan, td chire, don vi, ¢4 nhan ma co quan chuyén mon trinh van ban.

9Noi dung to trinh.

0 Trong hop Phé Trudng phong duoc Trudng phong phan cong ky thay thi ghi 15:

KT. TRUONG PHONG
PHO TRUOGNG PHONG

Truong hop ca nhan dugc Truong phong phan cong ky thay thi ghi 16 chirc danh.

1 Chir viét tit tén co quan chuyén mén soan thao va sd luong ban luu (néu can).

12K ¥ hiéu nguoi soan thao vin ban va sé luong ban phat hanh (néu can).
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Mau so 02 - Bao cao cua co quan chuyén mon thu¢c Uy ban nhan dan cap xa

UY BAN NHAN DAN ...... 1 CONG HOA XA HQI CHU NGHIiA VIET NAM
PHONG......2 Poc lap - Tu do - Hanh phiic
S6:  IBC-....... S 4 ngay... thang... nam...
BAO CAO
------------------------------ 5

................................................................................................................................... 5.
Noi nhén: TRUONG PHONG ’

e (Chit ky cua Trudng phong,

- Luu:.. 2.0, ddu ciia co quan, t6 chirc (néu c6))

Ho va tén

Ghi chu:

1 Tén x4, phuong, dic khu.

2Tén co quan chuyén mon soan thao béo co.

% Chir viét tit cia co quan chuyén mén soan thao bao cio.

% Pia danh x3, phuong, dic khu.

® Trich yéu ndi dung bao cio.

®Noi dung bao co.

" Truong hop Phé Truéng phong dugc Trudng phong phan cong ky thay hodc ¢4 nhan duge Trudng
phong phén c6ng ky thay thi thyc hién nhu Mau s6 01.

8 Chir viét tat tén co quan chuyén mon soan thao va sé lugng ban luu (néu can).

9Ky hiéu nguoi soan thao vin ban va sé luong ban phat hanh (néu can).
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Mau so 03 - Cong van cia co quan chuyén mon thugc Uy ban nhan dan cap xa

UY BAN NHAN DAN ...... 1 CONG HOA XA HQI CHU NGHIA VIET NAM
PHONG......2 Péc lap - Tw do - Hanh phic
sé: /.2 4 ngay... thang... nam..
Y/, VA 5
Kinh gtri
 anssssssEs s EEEEsEEEE SRR EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEAE 6.
 anssssssEs s EEEEEEEEE SRR EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE 6
.................................................................................................................................. I
Noi nhén: TRUONG PHONG 8
- Nhu trén; (Chir ky cua Truong phong,
s ; ddu cia co quan, té chirc (néu cé))
- Luyu: ..0..10,,

Ho va tén

Ghi cha:

! Tén x4, phuong, dic khu.

2 Tén co quan chuyén mon soan thao cong vin.

3 Chir viét tit cia co quan chuyén mén soan thao cong van.

* Pia danh x4, phuong, dic khu.

® Trich yéu ndi dung cong vén.

6 Tén co quan, t chirc, ca nhan nhan cong van.

"Noi dung cong vin.

8 Truong hop Pho Trudng phong dugc Truong phong phan cong ky thay hodc ca nhan dwoc Truong
phong phan cong ky thay thi thyc hién nhu Mau s6 01.

% Chir viét tit tén ctia co quan chuyén mon soan thao va s6 Iwong ban luu (néu can).

0K Y hidu ngudi soan thao vin ban va s6 lugng ban phat hanh (néu can).

1 Pia chi co quan, t6 chirc; thu dién tu; trang thong tin dién tu; s6 dién thoai; sb Fax (néu cﬁn).
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Miu s6 04 - Ké hoach ciia co quan chuyén mén thudc Uy ban nhéan dan cép xi

UY BAN NHAN DAN ...... 1 CONG HOA XA HQI CHU NGHIA VIET NAM
PHONG......2 Poc 1ap - Tw do - Hanh phiic
sé:  /KH-.... L. 4 ngay... thang... nam...
KE HOACH
llllllllllllllllllllllllllllll 5
(717 e 6.
(@77 e Y 2SO 6,
Phong...................... 2ban hanh K& hoach V& VIEC.......oveeeeeeeeeeeeeeeerereeererne,
................................................................................................................................... .
Noi nhén: TRUONG PHONG °®
e (Chit ky ciia Truong phong,
- Luu: .22, ddu ciia co quan, t6 chirc (néu cé))

Ho va tén

Ghi chu:

! Tén x4, phuong, dic khu.

2 Tén co quan chuyén mon soan thao ké hoach.

3 Chir viét tit cua co quan chuyén mon soan thio ké hoach.

* Pia danh xa, phuong, dic khu.

% Trich yéu ndi dung ké hoach.

6 Cac can ctr dé ban hanh ké hoach (néu c6) (nhu Mau sé 01).

"N6i dung ké hoach.

8 Truong hop Phé Trudng phong dwoc Trudng phong phan cong ky thay hodc c4 nhan dugc Truong
phong phéan cong ky thay thi thyc hién nhu Mau s6 01.

% Chir viét tat tén co quan chuyén mon soan thao va sé lugng ban luu (néu can).

0K Y hidu ngudi soan thao vin ban va s6 lugng ban phat hanh (néu can).
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MAu s6 05 - Chwong trinh (cong tac,...) ciia co' quan chuyén mén thudc Uy ban
nhan dan cap xa

UY BAN NHAN DAN ...... 1 CONG HOA XA HQI CHU NGHIA VIET NAM
PHONG......2 Poc 1ap - Tw do - Hanh phiic
so: /CTr-...52 . 4 ngay... thang... nam...
CHUONG TRINH
Ve viée ... 5

(07173 6-

(@777 e 2P P PR RPN 6,

Phong 2 ban hanh Chuong trinh vé viéc........... ® v6i cac ndi dung nhu sau:

............................................................................................................................. l.
Noi nhgn: TRUONG PHONG °®

(Chir ky cua Truong phong,
- Luu: VT,..5..19, ddu ciia co quan, t6 chirc (néu c6))

Ho va tén

Ghi chu:

! Tén x4, phuong, dic khu.

2 Tén co quan chuyén mén soan thao chuong trinh.

% Chir viét tit cia co quan chuyén mon soan thao chwong trinh.

* Pia danh x3, phuong, dic khu.

® Trich yéu ndi dung chwong trinh.

6 Cac can ctr dé ban hanh chuong trinh (néu c6) (nhu Mau s6 01).

"Noi dung chuong trinh.

8 Trudng hop Pho Trudng phong duoc Truéng phong phan cong ky thay hodc cd nhan duge Truong
phong phan cong ky thay thi thyc hién nhu Mau s6 01.

% Chir viét tit tén co quan chuyén mon soan thao va sé luong ban luu (néu can).

0Ky hiéu ngudi soan thao vin ban va sb luong ban phat hanh (néu can).
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Mau so 06 - Bién ban cua co quan chuyén mon thugc Uy ban nhan dan cap xa

UY BAN NHAN DAN ...... 1 CONG HOA XA HQI CHU NGHIiA VIET NAM
PHONG......2 Péc 1ap - Tw do - Hanh phic

BIEN BAN

Cudc hop (hoi nghi, hoi thao) két thic vao.... gid...., ngay.... thang.... nim..../.
THU KY CHU TQA®
o (Chit ky cua chu toa,
(Chir ky) ddu ciia co quan, t6 chire (néu c6))

Ho va tén Ho va tén
Noi nhdn:

- Luu: VT, HO so.

Ghi chu:

! Tén x4, phuong, dic khu

2 Tén co quan chuyén mon soan thao bién ban.

8 Chir viét tat cta co quan chuyén mén soan thao bién ban.

4 Tén cudc hop hoic hoi nghi, hdi thao.

5 Néu r5 s6 luong, thanh phan mdi hop (hoi nghi, hoi thao...).
6 Ghi chirc vu chinh quyén.
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Miu s6 07 - Gidy moi clia co quan chuyén mén thudc Uy ban nhan dan cap xa

UY BAN NHAN DAN ...... 1 CONG HOA XA HOI CHU NGHIA VIET NAM
PHONG......2 Péoc l1ap - Tu do - Hanh phiic
S6:../.GM-.....3 .. 4 ngay... thang... nam...
GIAY MOI
-------------------------- 5
Phong .......coccovvviininnnn.. 2 tran trong kinh mOi:.......cocooveveivvieieeceeer e, 6
TOT QUi ap s
------------------------------------------------------------------------------------------------------------------------------------ 7
(O] 114 2 S USSR
TROT IAN . ..eeieiiee ettt e e st e e e e tbe e e eaaaeeeersseeeeensaeeesanees
D HA GEBIIE et e e e s e e e e et e s s s s e et et e s e e rer et e s e e ernaes
.................................................................................................................................. 8.
Noi nhén: TRUONG PHONG °
e (Chit ky ciia Trwong phong,
- Lyu: . 201 ddu ciia co quan, té chirc (néu cé))

Ho va tén

Ghi cha:

! Tén x4, phuong, dic khu.

2 Tén co quan chuyén mon soan thao gidy moi.

% Chir viét tat cia co quan chuyén mon soan thao gidy moi.

* Dia danh x3, phuong, dic khu.

5 Trich yéu noi dung gidy moi.

®Tén co quan, td chire hodc ho va tén, chirc vy, don vi cong tac cua nguoi duge moi.

'Noi dung chi tiét ctia gidy moi (cudc hop, hoi thao, V.v...).

8 Cac van d& can luu ¥ (nhu chudn bi tai liéu, ndi dung phat biéu, trang phuc...).

® Truong hop Pho Trudng phong duge Trudng phong phan cong ky thay hodc c nhan dugce Truong
phong phan cong ky thay thi thyc hién nhu Mau s6 01.

10 Chir viét tit co quan chuyén mon soan thao va s6 luong ban luu (néu can).

11 Ky hidu ngudi soan thao vin ban va s6 lugng ban phat hanh (néu can).
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Mau s0 08 - Mau sao van ban

UY BAN NHAN DAN ...... CONG HOA XA HQI CHU NGHIA VIET NAM
) Doc lap - Tu do - Hanh phic
So:.../......
...... ,ngay... thang... nam...

TEN LOAI VAN BAN
................................................................................................................................... /.
Noi nhn: TM. UY BAN NHAN DAN
I CHU TICH ‘

] Lo T 6.7 (Chir ky ciia nguwoi c6 tham quyén,
oo dong dau cua UBND)
Ho va tén
. ) ) 2
UY BAN NHAN DAN ...... 1 aassssasasasasasrsrarasasass

VAN PHONG HDND VA UBND

S4:...3.. 4~VP
Noi nhin: CHANH VAN PHONG HDPND VA UBND ¢
= e ; (Chit ky ciia Chanh van phong, dau (néu c6))

Ho va tén

Ghi cha:
1Tén xa, phuong, dic khu. )
2 Hinh thtrc sao: “SAO Y hodc “SAO LUC” hoac “TRICH SAO”.
336 ban sao.
4Ky hiéu ban sao.
°>Pia danh xa, phuong, dic khu. ,
® Truong horp Pho Chénh Van phong HDND va UBND cap xa dugc Chanh Van phong HDND va
UBND cap xa phan cong ky thay thi ghi ro:
KT. CHANH VAN PHONG HDND VA UBND
PHO CHANH VAN PHONG



