VAN PHONG CHiNH PHU CONG HOA XA HOI CHU NGHIA VIET NAM
-------- Poc lap - Tw do - Hanh phuc

Sé: /2016/TT-VPCP Ha Noi, ngay thang nam 2016
DY THAO 3

THONG TV

HUONG DAN VE HINH THU'C, THE THU'C, KY THUAT TRINH BAY AN PHAM CONG BAO
Cén ctr Nghi dinh s6 150/2016/ND-CP ngay 11 thang 11 ndm 2016 cua Chinh phi quy dinh chirc
néng, nhiém vu, quyén han va co cau té chirc cta Van phong Chinh pha;
Can ctr Nghi dinh s6 34/2016/ND-CP ngay 14 thang 5 ndm 2016 ctia Chinh pht quy dinh chi tiét
moét so diéu va bién phap thi hanh Luét ban hanh van ban quy pham phap luat,
BG trwgng, Cha nhiém Vén phong Chinh phu hwéng dan vé hinh thirc, thé thirc, ky thuét trinh bay
an pham Céng bao nhuw sau:
Diéu 1. Pham vi diéu chinh
Thong tw nay hwdng dan chi tiét hinh thire, thé thirc, k§ thuat trinh bay 4n phdm Céng bao theo
quy dinh tai Khoan 3 bieu 82 Nghi dinh s0 34/2016/ND-CP ngay 14 thang 5 nam 2016 cua Chinh
phu quy dinh chi tiét mét s6 diéu va bién phap thi hanh Luat ban hanh van ban quy pham phap luat.
Diéu 2. Hinh thire
1. An phdm Céng bao duoc xgét ban dw&i hinh thirc Cong bdo in va Coéng bao dién t&r. Cong bao
in la Coéng bao duwgc in trén giay; Cong bao dién ti la phién ban dién tlr ciia Cong bao in, dwoc
dang khi phat hanh Céng bao in.

2. Cong bao dién tir nwéc Cong hoa x& hdi chu nghia Viét Nam duwgc dang trén Cbng Thoéng tin .
dién t&r Chinh phu, Cong bao dién t&r cap tinh dugc dang trén Cbéng/Trang Thong tin dién t& cta Uy
ban nhan dan cap tinh.

Piéu 3. Thé thire

1. An phdm Céng bao in c6 kich thudc 29 cm (chiéu dai) x 20,5 cm (chiéu rong); trudng hop van
ban gtvi dang Cong bao co kem so do, ban do co kich thwdc khong theo chuén chung, co' quan
C6ng bao diéu chinh kich thwéc &n phdm Coéng bao riéng cho phu hop.

2. Phéng chi¥ siv dung trén 4n pham Coéng bao theo tiéu chuan Unicode TCVN 6909:2001.
Pidu 4. Ky thuat trinh bay

1. Trang d4u 4n phdm C6ng béo trinh bay nhw Mau 1, Mau 2 ctia Phu luc. Cu thé:

a) Quéc huy duoc trinh bay theo kich thuwéc 3,5 cm x 3,5 cm; in mau.

b) Quéc hiéu dwoc trinh bay bang chi in hoa, ¢& chi 13, kiéu chir dirng, dam, mau muc dd.

c) Tiéu ngi¥ duoc trinh bay bang chir in thuwdng, c& chi 14, kiéu chir ding, dam, mau muc do,
chir cai dau ctia cac cum tw viét hoa; gilra cac cum ttr ¢6 gach noi, co cach chir, phia dudi cd
dwdng ké doi, ké ngang, nét lién, mau myc dd, co dd dai bang do dai clia dong chir.

d) Chir CONG BAO duoc trinh bay bang ch in hoa, c¢& chi 60, kiéu chiy ding, dam, mau myc

do, phia dwdi co dwong ké doi, ke ngang, nét lién, mau muc dd, cé do dai bang chiéu réng cla an
pham Coéng bao (tir 1& trai dén 1& phai).

e) Bi voi Cong bao cap tinh: tén tinh, thanh phé noi xuét ban dwoc trinh bay bang chir in thuong,
c® chir 18, kiéu chir nghiéng, ddm, mau mwc den.

g) S6 Cong bao duoc tinh theo nam, theo s6 tang dan va duoc trinh bay bang chi in thuong, c&
chi¥ 14, kiéu chr dirng, ddm, mau muc den.



h) Ngay, thang, ndm clia s6 Cong bao phai dwoc viét day di, dwoc trinh bay bang chir in thuong,
c& chir 14, kiéu chir dirng, dam, mau myc den; cac soO chi ngay, thang, nam dung chi so A-réap;
déi véi nhirng s6 chi ngay nhé hon 10 va thang 1, 2 phai ghi thém s6 0 & trwéc.

i) Muc luc la danh sach va{m ban dwoc dang trén 4n pham Co6ng bao. Muc luc dwoc trinh bay béng
chi¥ in hoa, c& chi 26, kieu chir dirng, dam, mau muc den, can gitra trang, phia duéi cé duong ké
ngang, nét lien, mau muc den, cé d6 dai bang bang 1/2 d6 dai ctia dong chir va dat can doi so véi
dong chir.

Muc luc gom 2 phan “PHAN VAN BAN QUY PHAM PHAP LUAT” va “PHAN VAN BAN KHAC'
trong d6 van ban xép theo thir bac co quan ban hanh, theo gia tri phap ly tr cao xudng thap va sb
van ban theo thtr tw tang dan, tén co quan ban hanh cling bac dwoc sép xép theo bang chir cai a,
b, ¢ hodc chi b tir nhd dén I&n. Phan van ban dwoc trinh bay bang chi in hoa, ¢& chir 14, kiéu
chir drng, ddm, mau mwc den, can gilba trang.

Tén co quan ban hanh van ban duoec trinh bay bang chi in hoa, ¢& chir 14, kiéu chi¥ ding, mau
muc den, can gilra trang.

Ngay, thang, ndm ban hanh van ban phai dwoc viét day da, duoc trinh bay bang chi in thweng, c&
chi 14, kiéu chi¥ dirng, mau muc den; cac sb chi ngay, thang, nam dung chiv s6 A-rap; dbi véi
nhi*ng s chi ngay nhd hon 10 va thang 1, 2 phai ghi thém s6 0 & trwéc, gita ngay, thang, nam
dung dau gach ngang (-).

Tén loai, sb, ky hiéu, trich yéu ndi dung van ban dwoc trinh bay bang chi in thuong, c& chiv 14,
kiéu chir dirng, mau muc den. Trwdng hop van ban dai, dwoc dang trén nhiéu sb Céng bao thi bd
sung trong ngodc don cum t “Dang tlr Céng bao sb ... dén sb ...”, dwoc trinh bay bang chi in
thwdng, c& chiv 14, kiéu chir dirng, mau muc den, can 1& phai. Vi du:

(Pang tir Céng bao sb 08 + 09 dén sb 38 + 39)

S6 trang cia van ban dugc dang trén 4n phdm Cong bao duoc trinh bay bang chiv in thuong, c&
chi 14, kiéu chir dirng, mau muc den. Sé trang dwoc danh theo tirng 4n phdm Céng bao.

2. N6i dung

a) Noi dung 4n phdm Cong bao dwoc trinh bay mot cot, bao dam chinh xac néi dung cta van ban
chinh. Phan noi nhan, dau, chi ky, do khan trong thé thirc van ban dwoc phép Iudo’c,bé; str dung
c® chir 13 dén 14, khoang cach gitra cac dong (line spacing) tir dong don (single) dén 1,5 dong
(1.5lines).

Bang biéu, cong thirc, so' d6, ban dd, mau don dwoc trinh bay ding kich thuéc, ¢& chiv, phdng
chir, hinh vé ctia ban chinh.

b) Trong trwdng hop chi co moét van ban dwoc dang trén &n pham Cong bao, phan néi dung c6 thé
duwoc trinh bay ngay dwéi Muc luc & trang dau tién cia 4n pham Céng bao.

3. Tiv trang thtr 02 ctia &n phadm Cong bao, phan tiéu dé (header) gdm chir CONG BAO, s6 Cong
bao, ngay dang Cong bao va sb trang (Mau 3, 4 ctia Phu luc).

a) Chtr CONG BAO duoc trinh bay béng chir in hoa, ¢& chir 14, kiéu chir dirng, mau myc den. D6i
véi Cong bao cAp tinh, bd sung tén tinh, thanh phd noi xuét ban. Vi du: CONG BAO DA NANG/S6
22+23/Ngay 20-02-2015.

Sb Cong bao, ngay dang Cong bao dwoc trinh bay béng chir in thuwdng, c& chiv 14, kiéu chir dirng,
mau mwc den.

Gitra chir CONG BAO, sb Cong bao va ngay dang Cong bao cac ¢ dau gach chéo (/). Vi du:
CONG BAO/S06 01+02/Ngay 01-01-2011.

b) Sé trang dworc trinh bay bang chi in thweng, c& chiv 14, kiéu chiv ding, mau myc den. Tong sb
trang 4n phdm Céng bao duwoec tinh tir trang dau dén trang cudi &n phdm Céng bao, sé trang hién
thi tai vi tri cudi dong ddi véi trang |18, ddu dong dbi véi trang chén, khong hién thi sb trang cla
trang dau va trang cudi 4n pham Céng bao.

c) Phia dudi co dwong ké doi, ké ngang, nét lién, mau muyc den, co do dai bang chiéu réng ctia &n
pham Coéng bao (ttr 1 trai dén I phai).



4. Phan cubi &n pham Céng bao in tén, dia chi, s6 dién thoai, s6 fax, dia chi thw dién tir clia co
quan Cong bao, dia chi truy cap Cong bao trén Internet, tén co s¢ in Cong bao va gia ban an pham
Coéng bao (Mau 5 cla Phu luc).

Tén co quan Cong bao dworc trinh bay bang chi¥ in hoa, c& chi¥ 14, kidu chir ding, dam, mau muc
den, phia trén c6 duwong ké déi, ké ngang, nét lién, mau muc den, c6 do dai bang do dai ctia dong
chiv. D6i véi Cong bao nwde Cong hda xa hdi chi nghia Viét Nam ghi VAN PHONG CHINH PHU
XUAT BAN. Béi v6i Cong bao cap tinh ghi VAN PHONG UBND TiNH, THANH PHO ... XUAT
BAN (tén Van phong UBND tinh, thanh phé trire thude Trung wong xuét ban Cong bao). Vi du:
VAN PHONG UBND TiNH BAC GIANG XUAT BAN.

Dia chi, s6 dién thoai, sb fax, dia chi thw dién ttr ctia co quan Cong bao, dia chi truy cap Cong bao
trén Internet, tén co sc’g’ in Cong bao va gia ban an pham Coéng bao dwgc trinh bay bang chir in
thwdng, c& chir 14, kieu chir dirng, mau muc den.

Diéu 5. Hiéu lwc thi hanh

1. Thong tw nay co hiéu lyc thi hanh ké tir ngay  thang nam 2016 va thay thé Thong tw s6
03/2011/TT-VPCP ngay 25 thang 4 nam 2011 cta Van phong Chinh pha quy dinh chi tiét thi hanh
mét s diéu clia Nghi dinh s6 100/2010/ND-CP ngay 28 thang 9 nam 2010 cda Chinh phi vé Céng
bao.

2. B0, co quan ngang B6, co' quan thugc Chinh pht, Uy ban nhan dan cac tinh, thanh phd tric
thudc Trung wong co trach nhiém to chire trién khai thiec hién Thong tw nay./.

BO TRUONG, CHU NHIEM

Noi nhén:

- Tha twéng, cac Phé Tha twéng Chinh pha;

- Cac B9, co quan ngang B9, co quan thuéc Chinh phu;
- V&n phong BCD TW vé phong, chéng tham nhiing;

- HBND, UBND céc tinh, thanh phé tryc thudc TW;

- Van phong Trung wong va céc Ban cua Bang;

- Van phong Cha tich nwéc;

- Hoi ddng Dan téc va cac Uy ban ctia Quéc hai;

- Van phong Quéc hoi;

- Tda an nhan dan téi cao

- Vién Kiém sat nhan dan téi cao;

- Kiém toan Nha nwéc

- Uy ban TW Mét tran T4 quéc Viét Nam;

- Co quan Trung wong clia cac doan thé;

- VPCP: BTCN, cac PCN, cac Vy, Cuc, don vj truc thudc, Cong
béao;

- Lwu: VT, TTDT (05).
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