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VAN PHONG CHINH PHU CONC
Sé: 01/2017/TT-VPCP

Cén ctr Luédt ban hanh van ban quy pham phap luat ngay 22 thang 6 nam 2015;

Can ctr Nghi dinh sb 34/2016/NB-CP ngay 14 thang 5 ndm 2016 ctia Chinh phi quy dinh chi tiét mét sé diéu va bién phap thi hanh L
Can ctr Nghi dinh sb 150/2016/NB-CP ngay 11 thang 11 ndm 2016 cla Chinh phi quy dinh chirc ndng, nhiém vu, quyén han va co ¢
Theo dé nghi cta Téng Giém dbéc Cbng Théng tin dién t& Chinh phu;

B0 truéng, Chu nhiém Van phong Chinh pht ban hanh Théng tw huéng dan thuc hién quy dinh vé Céng béo tai Nghij dinh sé 34/20

mét sé diéu va bién phép thi hanh Luét ban hanh van ban quy pham phép luat,

Piéu 1. Pham vi diéu chinh

Thoéng tw ndy huwéng dan chi tiét v& hinh thire, thé thire, ki thuat trinh bay 4n phdm Céng béo; gii, tiép nhan, dang van ban trén C
dang Cong bao; quan ly, lwu gitr Cong bao va van ban gri dang Céng bao.

Piéu 2. Hinh thirc 4n phdm Céng bao

1. An phdm Céng bao dwoc xuét ban dwdi hinh thirc Céng bao in va Coéng bao dién tlr. Cong bdo in 1& Cong bao dwoc in trén gidy;
phat hanh.

2. Cong bao dién t&r nwéc Cong hoa xa hoi chd nghta Viét Nam dwoc ding trén Céng Thong tin dién t& Chinh pha, Cong bao dién t
cép tinh.

Piéu 3. Thé thirc 4n pham Cdng bao

1. An pham Céng béo cé kich thuwéc 29 cm (chidu dai) x 20,5 cm (chiéu réng); trwéng hop van ban glri ddng Coéng bao cé kich thu
chinh.

Phoéng chi st dung trén &n pham Céng bao in la phdng chi tiéng Viét clia bd ma ky tw Unicode theo tiéu chuan Viét Nam TCVN 69(
2. Phan d4u 4n phdm Coéng bao gdm: Québc huy, Quéc hiéu, Tiéu nglr clia nwéc Cong hoa xa hdi chl nghia Viét Nam; chir CONG
noi xuét ban); sb Cong bao; ngay, thang, nam; muc luc vén ban ding trong s6 Cong béo.

3. Phan noi dung 4n phdm Coéng bao gdm tiéu d& (header) va ndi dung cac vén ban déng Cong bao.

4. Phan cubi &n pham Cong bao gdm tén, dia chi, sb dién thoai, sb fax, dia chi thw dién t& clia co’ quan Céng bao, dia chi truy cap C
bao (néu co).

Diéu 4. Ky thuat trinh bay phan diu 4n phdm Cong bao

1. Quéc huy dwoc trinh bay theo kich thwéc 3,5 cm x 3,5 cm; in mau theo quy dinh.

2. Quéc hiéu la: “CONG HOA XA HOI CHU NGHIA VIET NAM” duoc trinh bay bang chi in hoa, ¢& chir 14, kiéu chir dirng, dam, mé
3. Tiéu ngi la: “Péc 1ap - Tw do - Hanh phic” dwoc trinh bay béng chi in thuwong, c& chiv 14, kidu chi¥ ding, dam, mau muc dé va
cac cum tlr ¢ gach ndi (-), cé cach chi; phia dwdi co dwong ké doi, ké ngang, nét lién, mau mue d8, cé do dai bang dd dai cta don
4. Chir CONG BAO dworc trinh bay béng ch in hoa, c& chiv 60, kidu chi ding, dam, mau mwc dé, phia dudi cé dwong ké doi, ké
phdm Céng bao (tir 1& trai dén I& phai).

5. B6i v&i Cong bao cép tinh: Tén tinh, thanh phd noi xuét ban dwoc trinh bay bang chi¥ in thudng, c& chir 18, kiéu chir
6. S6 Cong bao duoc tinh theo nam, theo sb tang dan bat dau tir 01 va dwoc trinh bay bang chiy in thwdng, c& chir 14, kiéu chir din
7. Ngay, thang, ndm clia sb Coéng bao phai dwoc viét ddy dd, dwoc trinh bay béng chiv in thwong, c& chiv 14, kidu chiv ding, dam; «
hon 10 va thang 1, 2 phai ghi thém sé 0 & truéc.

8. Muc luc 1a danh sach van ban dwoc ddng trén &n phdm Cong bdo. Muc luc duoc trinh bay béng chir in hoa, c& chiv 26, kiéu chi
lién, c6 dd dai bang 1/2 d6 dai clia dong chiv va d&t can déi so véi dong chir

a) Muc luc gém “VAN BAN QUY PHAM PHAP LUAT”, “VAN BAN PHAP LUAT KHAC” va “PIEU UGO'C QUOC TE” (néu co) dwoc trin

b) Tén co quan ban hanh van ban dugc trinh bay bang chi in hoa, c& chir 14, kiéu chir dirng, can gitra trang; déi véi diéu wéc qudc
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c) Ngay, thang, ndm ban hanh van ban phai dwoc viét ddy dd, dwoc trinh bay béng chiv in thwong, c& chiv 14, kiéu chir ding; cac s
10 va thang 1, thang 2 phai ghi thém sb 0 & trwéc, gitka ngay, thang, ndm ding du gach ngang (-);

d) Tén loai, sb, ky hiéu, trich yéu ndi dung, sé trang dwoc trinh bay bang chi in thwéng, ¢& chiv 14, kiéu chir ding;

d) Trwdng hop van ban dai, dwoc dang trén nhiéu 4n phdm Céng bao thi bd sung trong ngodc don cum tir “Dang tir Cong bao s6 .

can & phai. Vi du:

9. Ky thuat trinh bay phan d&u 4n phadm Coéng bao theo Mau s6 01 va Mau sb 02 kém theo Phu luc ctia Théng tw nay.
Diéu 5. Ky thuat trinh bay phan néi dung 4n pham Céng bao
1. N6i dung &n phdm Céng bao duoc trinh bay mét cot, bdo dam chinh xac ndi dung ctia van ban chinh; st dung c& chir 13 dén 14
(1.5lines). Phan noi nhan, diu, chir ky, do khan trong thé thirc van ban dwoc phép lwvoc bé.
Bang biéu, céng thirc, so' dd, ban dd, mau don va Diéu wéc quéc t& dwoc trinh bay dung kich thwéc, ¢& chi, phéng chi, hinh vé cu
2. Phan tiéu d& (header) gdm chir CONG BAO, sb Céng bao, ngay dang Cong bao va sb trang (M&u s 03 va 04 kém theo Phu luc ¢
a) Chir CONG BAO, sb Cong bao, ngay ding Cong bao duwgc trinh bay can gira bang chiv in hoa, c& chiv 14, kidu chir ding, gitva ¢
Déi véi Cong bao cap tinh, bd sung tén tinh, thanh phd noi xuét ban. Vi du: CONG BAO DA NANG/Sé 22+23/Ngay 20-02-201
b) Sé trang dwoc trinh bay bang ch in thudng, c& chiv 14, kidu chir dirng. Tdng sé trang 4n pham Cong bao dwoc tinh ti trang d
dong déi véi trang 1€, dau dong ddi vai trang chén, khong hién thi sé trang clia trang dau va trang cudi 4n phdm Coéng béo;
c) Phia dwdi phan tiéu dé& co dweng ké doi, ké ngang, nét lién, cé do dai bang phan noi dung clia &n phdm Cong béo (ttr 1& trai dén [é
Piéu 6. Ky thuat trinh bay phan cubi 4n pham Céng bao
1. Tén co quan Cong bao dwoc trinh bay béng chiv in hoa, can gitra, c& chi¥ 14, kiéu chi¥ dirng, dam, phia trén cé dwdng ké doi, ké
a) Béi véi Céng bao nwéc Cong hda xa hdi chi nghia Viét Nam ghi:
VAN PHONG CHINH PHU XUAT BAN

b) Bbi v&i Cong bao cép tinh ghi tén Van phong Uy ban nhan dan cAp tinh xuat ban Céng bao. Vi du:

VAN PHONG UBND TiNH BAC GIANG XUAT BAN
2. Dia chi, dién thoai lién hé, sb fax, dia chi thw dién tlr cta co quan Coéng bao, dia chi truy cap Coéng bao trén Internet, t
béng chi¥ in thwong, c& chiv 14, kiéu chir ding.
3. Ky thuat trinh bay phan cudi 4n phdm Coéng bao theo MAu sé 05 kém theo Phu luc clia Théng tw nay.
Diéu 7. Cong bao dién te
1. Coéng bao dién t&r Ia ban dién t& ctia Céng bao in, dwoc lwu vao tap tin dién tir cé dinh dang PDF, .DOC c6 ky s6. Céng bao dién ti
2. V&n phong Chinh pht gitk ban quyén déi véi Cong bao dién tir nwdc Cong hoa xa hoi chii nghia Viét Nam; Van phong Uy ban nh
3. Céng bao dién t& dwoc khai thac mién phi.
Diéu 8. Gtvi, tiép nhan va ding van ban trén Cong bao
1. Gri van ban dang Cong bao
a) Co quan ban hanh van ban c6 trach nhiém gi ban chinh van ban dang Cong bao cung ban dién tlr c6 ndi dung chinh xac v&i b
trang dau cia van ban phai ghi dong chi “Van ban gtvi ddng Céng bao”;
b) Phéng chiv ctia ban dién t& 1a phong chi tiéng Viét clia bd ma ky tw Unicode theo tiéu chuén Viét Nam TCVN 6909:2001, trén dinl
c) Dbi v&i van ban diéu wéc qubc té dang Cong bao, Bo Ngoai giao ¢ trach nhiém gvi Van phong Chinh phi kém ban dién ter 1a bar
t& nhiéu bén c6 chirng thwe do co quan lwu chiéu chuyén cho Viét Nam.
2. Tiép nhan v&n ban dang Cong bao
Co quan Céng bao cé trach nhiém tiép nhan van ban chinh gri ddng Céng béo va ban dién t&; nhap danh muc théng tin, thudc tinh
ban hanh, ngay ban hanh, ngay nhan van ban, sé trang ctia van ban; ra soat, dbi chiéu vén ban chinh va ban dién tt, trwdng hop bé
co quan ban hanh v&n ban biét, co quan ban hanh van ban gt ban dién t& chinh xac trong ngay dé dam bao viéc déng Coéng bao di
3. Bang van ban trén Céng bao

a) Van ban dwoc dang Cong béo theo thir tw thdi gian nhan van ban, van ban dén truéc dang trdc va do khan clia van ban;



b) Trong &n phdm Céng béo, vdn ban dwoc sép xép theo ba phan: Van ban quy pham phap luat, van ban phap luat khac, Diéu uc
phap Iy t&r cao xudng thdp va sb van ban theo thiy tw tang d&n; néu co quan ban hanh cuing cap duoc sdp xép theo bang chi céi a, |
c) Mét van ban dwoc ding trén ciing mét 4n phdm Céng bao, dbi véi van ban dai phai dwoc dang trén cac &n pham Coéng bao lién nl
Diéu 9. Phéi hop xtr ly van ban c6 sai sét trong qua trinh tiép nhan vin ban, dang Céng bao

1. Trong qua trinh tiép nhan van ban, néu phat hién van ban cé sai sét, Van phong Chinh phu, Van phong Uy ban nhan dan cép tinl
co quan ban hanh van ban phai givi ngay ban chinh thirc trong ngay dé bao dam viéc dang Céng bao ding thoi han quy dinh.

2. Trong trwdng hop van ban c¢é sai so6t nhwng chwa dang Cong bao, co quan ban hanh van ban cé van ban dinh chinh nhirng sai sc
mot &n phdm Céng bao; Van ban sau khi ddng Céng bao, néu co quan ban hanh van ban phat hién c6 sai sét thi ban hanh van ban
chinh trén sb Coéng bao tiép theo gan nhét.

3. Co quan Co6ng bao cé van ban dinh chinh ddi véi nhirng sai sét trong qua trinh xuét ban Céng bao trén co s& ddi chiéu véi van b
luc kém theo Thong tw nay).

Diéu 10. Quan ly Céng bao va van ban ding Cong bao

1. Co quan Cbng bao co6 trach nhiém

a) Lwu gitr 01 &n pham/sd Cong bao in da xuét ban, phat hanh va dwoc déng quyén theo tivng ndm. Thoi han lwu gitv 1a vinh vién;
b) Lwu gil v&n ban glri dang Cong bao (vdn ban chinh va ban dién t&) theo tirng ndm, dam bao khoa hoc, thuan tién cho viéc tim kié
c) Quan ly co s& di liéu Céng bao dién t& bao gébm ban dién t& ctia cac s6 Cong bao da xuét ban va théng tin, thudc tinh van ban d:
2. Uy ban nhan dan x&, phwong, thi trdn dwoc cdp phat Céng bao cé trach nhiém quan ly, lwu gitk va td chire viéc st dung &n pham
Piéu 11. Trach nhiém cta cac co quan

1. Co quan ban hanh van ban

a) Chiu trach nhiém vé tinh chinh xac ctia ban dién t& véi van ban chinh;

b) Théng bao tén, sé dién thoai, sb fax, dia chi thw dién t& clia cong chirc, vién chirc hodc bd phan chiu trach nhiém gt ban chinh v:
2. Van phong Chinh phu, Van phong Uy ban nhan dan cép tinh

a) Chiu trach nhiém vé tinh chinh xac ctia &n phdm Céng béo véi van ban gtvi ddng Céng bao;

b) C6 trach nhiém kiém tra tinh chinh xac cGa ban dién t& v&i van ban chinh;

c) Théng béo sé dién thoai, s6 fax, dia chi thw dién tlr clia bd phan nhan vén ban ding Céng bao téi co quan ban hanh van ban;

d) Van phong Chinh phi hwéng dan, kiém tra viéc thwe hién cac ndi dung dwoc quy dinh tai Théng tw nay déi véi Van ph
d) Hang nam, Van phong Uy ban nhan dan cAp tinh cé trach nhiém glri bao cao vé V&n phong Chinh pht d& phuc vu viéc tdng két tir
Piéu 12. Hiéu Iwc thi hanh

1. Théng tw nay co hiéu lwc thi hanh ttr ngay 15 thang 5 nam 2017.

2. B9, co quan ngang bd, co quan thudc Chinh pha, Uy ban nhan dan cép tinh chiu trach nhiém t& chire trién khai thwe hién Thong tt

Phu luc
MAU TRINH BAY CONG BAO
(Kém theo Théng tw sé 01/2017/TT-VPCP ngay 31 thang 3 né

cla B¢ trudng, Chud nhiém Vén phong Chinh pha)

M3&u s6 01: Trang dau &n pham Cong bao nwéc Cong hoa xa hdi chd nghia Viét Nam.

Mé&u sb 02: Trang dau &n phdm Cong bao cép tinh.

M3u s6 03: Phan tiéu dé (header) tir trang thtr 02 &n phadm Cong bao nuéc Cong hoda xa hdi chii nghia Viét Nam.
M3u s6 04: Phan tiéu dé (header) tir trang th(r 02 &n pham Cong bao cép tinh.

MA&u sb6 05: Phan cubi &n phdm Céng béo.

MA&u s 06: Van ban dinh chinh clia co quan Céng béo.
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Tén loai, sb, ky hiéu, trich yéu noi dung van ban

Tén loai, s, ky hiéu, trich yéu ndi dung van ban
PIEU UO'C QUOC TE

Tén loai, s, ky hiéu, trich yéu ndi dung van ban

MUC LUC

VAN BAN QUY PHAM PHAP LUAT
CO QUAN BAN HANH VAN BAN

VAN BAN PHAP LUAT KHAC
CO QUAN BAN HANH VAN BAN
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