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VAN PHONG CHINH PHU

VAN PHONG CHINH PHU CONG HOA XA HOQI CHU NGHIA VIET NAM
Doc 1ap - Tw do - Hanh phic

S6: 03/2011/TT-VPCP Ha No¢i, ngay 25 thang 4 nam 2011

THONG TU
Quy dinh chi tiét thi hanh mt sé diéu ctia Nghi dinh s6 100/2010/ND-CP
ngay 28 thang 9 nim 2010 ciia Chinh phii vé Cong bao

Can ctr Nghi dinh sé 33/2008/ND-CP ngay 19 thang 3 nim 2008 cta Chinh
phu quy dinh chirc ning, nhiém vu, quyén han va co ciu td chtc caa Vin phong
Chinh phu;

Can cir Nghi dinh s6 100/2010/ND-CP ngay 28 thang 9 nim 2010 ctia Chinh
phu vé Cong bao;

Vin phong Chinh phit quy dinh chi tiét thi hanh mot sé diéu ctia Nghi dinh sb
100/2010/ND-CP ngay 28 thang 9 nim 2010 ctia Chinh phi vé Cong béo nhu sau:

Pi¢u 1. Pham vi diéu chinh

Thong tu nay quy dinh chi tiét vé hinh thirc, k§ thuat trinh bay 4n pham Céng
bao; gtri, tiép nhan, dang vin ban trén Cong bao; phdi hop xir 1y vin ban co sai sot
trong qua trinh tiép nhan, dang Cong bao; quan 1y, luu giit Cong bao v van ban ding
Cong bao.

Diéu 2. Hinh thirc, k§ thuit trinh bay Cong bso

1. Hinh thuc Cong bao

Cong bao duogc xuat ban gdm Cong bao in va Cong bao dién tir. Cong bao in 1a
Cong bao duoc in trén gidy dong thanh cudn; Cong bao dién tir 13 phién ban dién tir
cua Cong bao in dugc dang trén mang tin hoc, c6 co s& dir licu déy du phuc vu viéc
tim kiém, tra ctru toan van vin ban; Cong bao nudc Cong hoa xa hoi chu nghia Viét
Nam ding trén Cong Théng tin dién tir Chinh pht va mang ndi bd ctia Vian phong
Chinh phii; Cong bao cap tinh dang trén Cong/Trang Thong tin dién tir ciia Uy ban
nhan dan cdp tinh va mang ndi bd ctia Van phong Uy ban nhan dan cp tinh.

Phong chit sir dung trén cudn Cong bao theo tiéu chuan Unicode TCVN
6909:2001.
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2. K§ thuat trinh bay cudn Cong bao

a) Cudn Cong bao in ¢ kich thudc 29 cm x 20,5 cm; trudong hop vin ban giri
dang Cong bao c6 kém so d6, ban d6 co kich thudc khong theo chuan chung, co
quan Cong bao diéu chinh kich thudc cudn Cong bao riéng cho phi hop;

b) Trang dau cuén Cong bao in hinh Qubc huy, Qubc hiéu ciua nudc Cong hoa
xa hoi chu nghia Viét Nam; chit CONG BAO:; tén tinh, thanh phé truc thuoc Trung
wong noi xuat ban (d6i véi Cong bao cap tinh); s6 Cong bao; ngdy, thang, nim; muyc
luc cc van ban ding trong s6 Cong bao (Mau 1, 2 cua Phu luc);

¢) Noi dung cudn Cong bao dugc trinh bay mot cot, bao ddm chinh xac ndi dung
ctia van ban chinh. Phan noi nhan, dau, chi ky, do khan trong thé thirc van ban duoc
phép luoc bo; sir dung ¢ chir 13 dén 14, khoang cach gitra cac dong (line spacing)
tir dong don (single) dén 1,5 dong (1.5lines).

Phan dau céc trang ndi dung cudn Cong bao trinh bay theo Mau 3 cta Phu luc.

Bang biéu, cong thirc, so dd, ban d6, mau don duge trinh bay dang kich thudc,
c0 chir, phong chir, hinh vé cua ban chinh;

d) Trang cudi cudn Cong bdo in tén, dia chi, s6 dién thoai, sb fax, dja chi thu
dién tur cia co quan Cong bao, dia chi truy cap Cong bao trén Internet, tén co so in
Cong bao va gia ban cudn Cong bao (Mau 4 cua Phu luc).

Piéu 3. Giri viin ban diing Cong bao

Co quan ban hanh van ban c6 trach nhi¢ém guri ban chinh van ban dang Cong bao
cung ban di¢n tir ¢d ndi dung chinh xac véi ban chinh, tai phé‘m “No1 nhan” cuia van
ban phai co tén “Cong bao”, trang dau cua vin ban ghi 16 “VAN BAN GUT PANG
CONG BAO”.

Ban dién tir theo tiéu chuan Unicode TCVN 6909:2001 trén dinh dang co6 kha
nang chinh stra, bién tap duogc.

Trudng hop Diéu udc qubc té chi ky két bang tiéng nudc ngoai, B6 Ngoai giao
c6 trach nhiém gtri kém ban dién tir - ban Scan tir ban chinh cua Piéu udc qudc té
t61 Van phong Chinh phu.

Diéu 4. Quy trinh, thii tuc xuit ban Cong bao

1. Tiép nhan van ban

Co quan Cong bao co trach nhi€ém nhap Danh muc thong tin, thude tinh van ban
guri dang Cong bao: tén loai, s6, ky hiéu, trich yéu ndi dung vin ban, co quan ban
hanh, ngay ban hanh, ngay nhan van ban; Danh muc thong tin, thudc tinh van ban
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duogc Iuu trong co sé dit liéu Cong bao dién tir va dugce in ra gidy luu theo thang cua
tung nam.

2. Bién tap Cong bao

a) Poc soat, ddi chiéu, can chinh giita ban dién tir voi ban chinh ctia vin ban dé
sap xép bién tap, thiét ké ky thuat tao ban dién tir ctia tirng s6 Cong bao; s6 Cong bao
duoc tinh theo nim; sb trang dugc danh theo ting cudn Cong bao;

b) Van ban dugc dang Cong bao theo thir tu thot gian nhan van ban, van ban dén
truée ding trude; dbi véi van ban quy pham phap luat quy dinh cic bién phap thi
hanh trong tinh trang khan cép, van ban dugc ban hanh dé kip thoi dap tng cc yéu
cau phong, chong thién tai, dich bénh dugc sip xép diang trén sé Cong bao gan nhat
ngay sau khi co quan Cong b4o nhan dugc van ban.

Trong timg cudén Cong bao, vin ban dugc sap xép theo hai phan: phan vin ban
quy pham phép luat va phan van ban khac; trong d6 van ban xép theo tht bac co
quan ban hanh, theo gia tri phap 1y tir cao xudng thap va sd vin ban theo thir tu tang
dan; tén co quan ban hanh cing bac duoc sap xép theo bang chir cai a, b, ¢ hodc chir
s6 tir nho dén 16m;

¢) Cong bao nude Cong hoa xi hoi chu nghia Viét Nam dugc ding trén Cong
Thong tin dién t&r Chinh phu, mang ndi bd ctia Vin phong Chinh phu, Cong bao cip
tinh dugc dang trén Cong/Trang Thong tin dién tir cia Uy ban nhan dan cap tinh,
mang ndi bo cua Van phong Uy ban nhan déan cap tinh dong thoi véi viéc Cong bao
in dugc phat hanh.

Diéu 5. Phéi hop xir 1y viin ban c6 sai s6t trong qua trinh tiép nhén, ding
Cong bao

1. Sai s6t va cach thuce xtr ly

a) Sai sot vé thé thirc, k§ thuat trinh bay, co quan ban hanh vin ban, co quan
Cong bao co6 van ban dinh chinh theo quy dinh cua phap luat hién hanh;

b) Sai s6t vé ndi dung, tham quyén, co quan ban hanh c6 van ban thu hdi, stra
ddi, bd sung, thay thé hodc bai bo theo ding trinh tu ctia phap luat hién hanh.

2. Quy trinh xur Iy van ban c6 sai sot

a) Trong qua trinh tiép nhan, bién tap, néu co quan Cong bao phat hién van ban
c6 sai sot, co quan Cong bao cd vin ban théng bao giri co quan ban hanh biét, xir Iy;
trong thoi han 07 ngay lam viéc, ké tir ngdy phat hanh théng bao, co quan ban hanh
van ban khong c6 van ban tra 161, co quan Cong bao s€ dang van ban do, truong hop
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c6 vin ban dé nghi xir 1y sai sot, thoi han ding Cong bao duoc cin cir vao ngdy co
quan Cong bio nhan van ban dé nghi nay;

b) Néu co quan ban hanh phat hién van ban c6 sai sét, co quan ban hanh ¢ vin
ban dé nghi xur ly gtri co quan Cong béo;

¢) Truong hop co quan ban hanh c¢6 vin ban dinh chinh nhiing sai sot vé thé
thure, k¥ thuat trinh bay, néu van ban c6 sai s6t chua dang Cong bao, co quan Cong
bdo dang dong thoi van ban ¢6 sai sot va van ban dinh chinh, néu van ban c6 sai sot
da dang Cong bao, co quan Cong bao dang van ban dinh chinh vao s6 Cong bao tiép
theo gan nhat;

d) Pi voi nhitng vin ban ¢ sai sét vé ndi dung, tham quyén, co quan Céng bao
tra lai van ban theo d€ nghi cuia co quan ban hanh.

Piéu 6. Quan Iy Cong bao va vin ban ding Cong bio

1. Co quan Cong bao

a) Luu giir 02 cudn/sd Cong bao in da xuat ban, phat hanh va duoc dong quyén
theo tirng nam;

b) Luu gilr van ban dang Cong bao theo ting nam, dam bao khoa hoc, thuan tién
cho viéc tim kiém, doi chi€u. Thoi han Iuu gitr 1a 05 nam,;

¢) Quan 1y co s& dit liéu ban dién tir cia cac sé6 Cong bao da xuat ban va thong
tin, thuQc tinh van ban dang Cong béo theo ti€u chi ngay, thang, nam, tén co quan
ban hanh van ban.

2. Cong bao nude Cong hoa xa hoi chu nghia Viét Nam cap phat mién phi dugc
dat tai Tu sach phap luat cua Uy ban nhan dan xa, phuong, thi tran.

Piéu 7. Trach nhiém ciia cac co' quan

1. Co quan ban hanh van ban

a) Chiu trach nhi¢m vé tinh chinh x4c ctia ban dién tir v6i van ban chinh;

b) Thong bao tén, sb dién thoai, s6 fax, dia chi thu dién tir ctia can bo hodc bo
phan chiu trach nhi€ém guri ban chinh va ban dién tir van ban dang Cong béo téi co
quan Cong bdo.

2. Co quan Cong béo

a) Thong bao sé dién thoai, s6 fax, dia chi thu dién tir ctia bo phan nhan vin ban
dang Cong bao t&i co quan ban hanh van ban;

b) Don ddc, kiém tra vé thu tuc, quy trinh xuit ban Cong bao va viéc quan 1y
khai théc, st dung Cong bao cap phat mién phi tai dia phuong.
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Picu 8. Hiéu lwc thi hanh

1. Thong tu nay co hiéu luc thi hanh ké tir ngdy 15 thang 6 nam 2011.

2. Bii bo Thong tu s6 04/2005/TT-VPCP ngay 21 thang 3 nim 2005 va Thong tu
s6 03/2006/TT-VPCP ngay 17 thang 02 nim 2006 ctia Vin phong Chinh pht huéng
dan thi hanh mot s6 diéu cia Nghi dinh s6 104/2004/ND-CP ngay 23 thang 3 nim
2004 cta Chinh pha vé Cong bao nudc Cong hoa xa hoi chi nghia Viét Nam./.

BQ TRUONG, CHU NHIEM

Nguyén Xuin Phiic
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Phu luc
MAU TRINH BAY CONG BAO
(Kém theo Théng tw s6 03/2011/TT-VPCP ngay 25 thing 4 nam 2011
ciia Bé trieong, Chit nhiém Vian phong Chinh phii quy dinh chi tiét thi hanh
mét so diéu cuia Nghi dinh s6 100/2010/NP-CP ngay 28 thang 9 niam 2010
ciia Chinh phii vé Céng bdo)

Mau 1: Trang dau cuén Cong bao nudc CHXHCN Viét Nam.
Mau 2: Trang dau cudn Cong béo cap tinh.
Mau 3: Phan dau trang ndi dung cudn Cong béo.

Mau 4: Trang cuoi cuon Cong bao.
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MAu 1. Trang dau cudn Cong bao nwéec CHXHCN Viét Nam

! CONG HOA XA HOI CHU NGHIA VIET NAM®
Poc lap - Tw do - Hanh phuc

CONG BAO

Ngay... thang.... nam’...

MUC LUC:

X Trang
PHAN VAN BAN QUY PHAM PHAP LUAT’

CO QUAN BAN HANH VAN BAN®
------------------------ ’ Tén loai, sd, ky hiéu, trich yéu ndi dung van ban'®

PHAN VAN BAN KHAC’
CO QUAN BAN HANH VAN BAN®

9 R ST , LA < 1210
......................... Tén loai, s0, ky hiéu, trich yéu ndi1 dung van ban

Quéc huy: kich thudc 3,5 cm x 3,5 cm; mau myuc do;
? Qudc hidu: mau myc do, dong chit trén trinh bay ¢ chit 14, in hoa, kiéu chir dimg, dam; dong chi
duol trinh bay ¢& chir 14, in thuong, kiéu chit dimg, dam, chir cai dau cta cac cum tir viét hoa;
* Trinh bay c& chit 60, in hoa, kiéu chir dtng, ddm, mau myc do;

*S6 Cong bao: trinh bay ¢& chit 14, in thuong, kiéu chir ding, dam;

> Ngay dang Cong bao: trinh bay ¢ chit 14, in thuong, kiéu chir dimg, dam;

% Trinh bay ¢& chit 26, in hoa, kiéu chit ding, dam, cin giita trang;

" Trinh bay ¢& chit 14, in hoa, kiéu chit ding, ddm, cin giita trang;

¥ Tén co quan ban hanh vin ban: trinh bay ¢& chit 14, in hoa, kiéu chit dimg, khong dam, cin giita trang;

? Ngay thang nim ban hanh: dung chit s, gitta ngay, thang, naim dung dau gach ngang (-), trinh bay
c0 chir 14, in thuong, kiéu chir dtng, khong dam;

' Trinh bay c& chit 14, in thudng, kiéu chir ding, khong dam;

'S4 trang trén Cong bao: trinh bay ¢& chir 14, in thuong, kiéu chit dimg, khong dam.
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MAu 2. Trang dau cuén Cong bao cip tinh

CONG HOA XA HQI CHU NGHIA VIET NAM?®
DPaoc lap - Tw do - Hanh phuc

CONG BAO

Tinh (thanh pho)*... ... ...
S6 ..... i Ngay... thang.... nim°...

MUC LUC

. Trang
PHAN VAN BAN QUY PHAM PHAP LUAT®
CO QUAN BAN HANH VAN BAN’
........................ ' Tén loai, s6, ky hiéu, trich yéu ndi dung vin ban'" e
PHAN VAN BAN KHAC®
CO QUAN BAN HANH VAN BAN’
10 12

------------------------- Tén loai, s0, ky hiéu, trich yéu ndi dung van ban'!

! Quéc huy: kich thudc 3,5 cm x 3,5 cm; mau muc do;

2 Quéc hi€u: mau muc do, dong chir trén trinh bay ¢& chir 14, in hoa, kiéu chir dtng, dam; dong chi
dudi trinh bay c¢& chir 14, in thuong, kiéu chit dtng, dam, chir cai dAu cia cac cum tir viét hoa;

* Trinh bay ¢& chit 60, in hoa, kiéu chir dimg, dam, mau muyc do;

* Tén tinh, thanh phé noi xuét ban: trinh bay c¢& chir 18, in thuong, kiéu chit nghiéng, dam, mau muc den;

S Cong bao: trinh bay c& chit 14, in thuong, kiéu chir ding, dam,;

6 Ngay dang Cong bao: trinh bay c& chir 14, in thuong, kiéu chit ding, dam;

" Trinh bay ¢& chit 26, in hoa, kiéu chit dimg, ddm, cin giita trang;

¥ Trinh bay c& chit 14, in hoa, kiéu chir dtng, dam, can giira trang;

? Tén co quan ban hanh vin ban: trinh bay ¢ chit 14, in hoa, kiéu chit dimg, khong dam, can giira trang;

' Ngay thang nim ban hanh: dung chir s6, giita ngay, thang, nim dung dau gach ngang (-), trinh bay
c0 chit 14, in thuong, kiéu chit dang, khong dam;

"' Trinh bay c¢& chir 14, in thudng, kiéu chir ding, khong dam;

1284 trang trén Cong bao: trinh bay cd chit 14, in thuong, kiéu chir dtng, khong dam.
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MAu 3. Phan diu trang ndi dung cuén Cong bso

Trang 1¢

CONG BAO'Y/S6 ... YNeay ....>

Trang chin

4 CONG BAOY/S6 ... /Noay ...

" Trinh bay ¢ chir 14, in hoa, kiéu chir dimg, khong dam;

> S6 Cong bao: trinh bay c& chit 14, khong dam;

3 Ngay dang Cong béo: trinh bay c& chit 14, khong dam;
Gitra cac muc (1) (2) va (3) c6 dau gach chéo (/). Vi du: CONG BAO/SH 01+02/Ngay 01-01-2011

* 86 trang: trinh bay ¢& chir 14, khong dam.
Tong sb trang cuén Cong bao duoc tinh tir trang dau dén trang cudi cudn Cong bao, sb trang hién thi
tai vi tri cudi dong ddi véi trang 1¢, dau dong ddi v6i trang chin, khong hién thi s6 trang cta trang
dau va trang cudi cudn Cong bao.
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Miu 4. Trang cudi cuéon Cong bao

TEN CO QUAN CONG BAO'
Piachi: .............. 2
bién thoai:.............. 2
FaX:.oooooeeiiiees ;2
E-mail: ................... ;2
Website: ............. 2

A \ e ua .2
In tai: tén co so in Cong bao.

<y A 2
Gié: ..... dong

" Tén co quan Cong bao: trinh bay ¢& chit 14, in hoa, kiéu chit ding, dam.
Cong bao nuwéc Cong hoa xi hoi chi nghia Viét Nam ghi VAN PHONG CHINH PHU; Céng bao
cap tinh ghi VAN PHONG UBND TINH, THANH PHO ..... (tén Van phong UBND tinh, thanh phé
true thudc Trung wong xuét ban Cong béo).

? Trinh bay ¢& chit 14, in thuong, kiéu chir dimg, khong dam.



