VAN PHONG CHIiNH PHU CONG HOA XA HQI CHU NGHIA VIET NAM
— Déc ldp - Tw do - Hanh phic

S6: 03/2011/TT-VPCP Ha Néi, ngay 25 thing 4 ndm 2011

THONG TU
Quy dinh chi tiét thi hanh mét s6 didu cia
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 nam 2008
cia Chinh phu quy dinh chirc ning, nhiém vy, quyén han va co ciu t§ chirc
cua Van phong Chinh phu;

Céan ¢ Nghi dinh s6 100/2010/NP-CP ngay 28 thang 9 nim 2010 cia
Chinh phu vé Cong bao;

~ Van phong Chinh phu quy dinh chi tiét thi hanh mét sb diéu cia Nghi dinh
sO0 100/2010/ND-CP ngay 28 thang 9 ndm 2010 cta Chinh phd vé€ Cong bao
nhu sau:

Piéu 1. Pham vi diéu chinh

Thong tu nay quy dinh chi tiét vé& hinh thirc, k§ thuat trinh bay 4n phim
Céng bao; g, tiép nhan, dang véan ban trén Céng béo; phdi hop xtr 1y van ban
c6 sai st trong qua trinh tiép nhén, ding Cong bdo; quan ly, luu giit Cong béo
va van ban dang Cdng bao.

Piéu 2. Hinh thitc, k§ thuit trinh bay Cong bao
1. Hinh thirc Cong bao

Cong bao dugc xuit ban gom Cong bao in va Cong bao dién tr. Cong béo
in 1a Céng bao dugc in trén gidy dong thanh cudn; Cong bdo di¢n tir 13
phién ban dién tr ciia Cong béo in dugc déng trén mang tin hoc, c6 co s& dir liéu
ddy du phuc vu viéc tim kiém, tra ctru todn vin van ban; Cong bo nudc
Cong hoa xa hdi chi nghia Viét Nam déng trén Cong Théng tin dién tr Chinh phu
va mang ndi b cua Van phong Chinh phu; Cong bao cép tinh ding trén
Cbng/Trang Thong tin dién tir cla Uy ban nhén déan cép tinh va mang ndi bd
ctia Vian phong Uy ban nhan dan cép tinh.

Phong chit sir dung trén cudn Céng bao theo tidu chudn Unicode TCVN
6909:2001.



2. K§ thuat trinh bay cuén Céng bo

a) Cubn Cdng bao in c6 kich thude 29 cm x 20,5 cm; truong hop vén ban
giri diing Céng bao c6 kém so db, ban db c6 kich thugce khong theo chuin chung,
co quan Cong bao diéu chinh kich thuéc cubn Céng bao riéng cho phi hop;

b) Trang d4u cubn Cong bao in hinh Quoc huy, Qudc hiéu ciia nuéc Cong hoa
x4 héi chu nghla V1et Nam; chit CONG BAO tén tinh, thanh phd tryc thuge
Trung wong noi xut ban (d5i véi Cong bao cap tinh); s Cong bao; ngay, thang,
nam; muc luc céc vin ban ding trong s6 Cong bio (Mau 1, 2 ciia Phy luc);

¢) Noi dung cudn Cong bao dugc trinh bay mét cft, bao ddm chinh xic
ndi dung ctia vin ban chinh. Phin noi nhén, dau, chir ky, d6 khén trong thé
thic van ban dugc phép lugce bo; str dyng c& chir 13 dén 14, khoang céch giita
cac dong (line spacing) tir dong don (single) dén 1,5 dong (1.5lines).

Phén diu céc trang ndi dung cudn Cong béo trinh bay theo Miu 3 cua
Phuy lyc.

Bang biéu, c6ng thirc, so db, ban dd, miu don dugc trinh bay dung kich
thudc, ¢ chit, phong chit, hinh vé& cta ban chinh;

d) Trang cudi cubn Cong bao in tén, dija chi, s6 dién thoai, sb fax, dja chi
thu dién tir clia co quan Cdng bdo, dia chi truy cdp Cong bao trén Internet,
tén co s& in Cong bao va gia ban cuon Cong bao (MAu 4 cia Phu lyc).

Piéu 3. Giri vin ban diing Cong bio

Co quan ban hanh vin ban c6 trach nhiém gm ban chinh van ban dang
Cdng béo cung ban dién tir c6 ndi dung chinh xac véi ban chinh, tai phin
“Noi nh4n” cua vin ban phai c6 tén “Cong bao”, trang diu cua vin ban ghi rd
“VAN BAN GUI PANG CONG BAO”.

Ban dién tir theo tiéu chudn Unicode TCVN 6909:2001 trén dinh dang
c6 kha néng chinh stra, bién tap dugc.

Trudng hop Didu wdc quéc té chi ky két bing tiéng nudc ngoai, Bo
Ngoai giao c6 trach nhi¢m giri kém ban dién tir - ban Scan tir ban chinh cta
Piéu udc qudc té téi Van phong Chinh phi.

Didu 4. Quy trinh, thii tuc xudt ban Cong bao

1. Tiép nhén vin ban

Co quan Cong béo c6 trach nhiém nh@p Danh muyc ’thc‘)ng tin, thudc tinh
van ban giri dang Cong béo: tén loai, sd, ky hiéu, trich yéu ndi dung vin ban,
co quan ban hanh, ngdy ban hanh, ngdy nhan van ban; Danh muc thdng tin,

thudc tinh vin ban dugc luu trong co sé dir liéu Cong bao dién tir va duoc in
ra giay luu theo thang cua timg nim.



2. Bién tap Cong bao

7 ,a) Doc sodt, dbi chiéu, can chinh gitra ban dién tir véi ban chinh ctia van ban
dé sdp xép bién tap, thiét ké k¥ thuat tao ban dién tr cua timg s6 Cong bao;
s0 Cong bao dugc tinh theo nam; so trang dugc danh theo tirng cuon Cong bao;

b) Van ban duoc ding Cong béo theo thir tyr thoi gian nhén vén ban, van ban
dén trude ding trudc; dbi véi van ban quy pham phép luat quy dinh céc bién
phap thi hanh trong tinh trang khén cip, vin ban dugc ban hanh de kip thoi dap
ing cac yéu céu phong, chéng thién tai, dich bénh duoc sip xép dang trén s6
Cong béo gin nhit ngay sau khi co quan Céng bao nhan dugc vin ban.

Trong timg cudn Céng béo, vin ban duoc sip xép theo hai 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 phép ly tir cao xudng thap va sb vin ban
theo thir tu ting dan; tén co quan ban hanh cing bac dugc sip xép theo bang
chit cai a, b, ¢ hodc chir sd tir nho dén 16n;

¢) Cong bao nudc Cong hoa xa hdi chi nghia Viét Nam dugc dang trén
Cbng Thong tin dién tr Chinh phi, mang néi bd cia Van phong Chinh phd,
Cong bao cap tinh dugc dang trén Cbng/Trang Thong tin dién tir cia Uy ban
nhén dén c4p tinh, mang ndi bd cta Vin phong Uy ban nhan dan cip tinh dong
thoi vai viéc Cong bdo in dugc phat hanh.

Didu 5. Phéi hop xir Iy viin ban co sai sét trong qua trinh tiép nhén,
diang Cong bao

1. Sai s6t va cach thue xr ly

a) Sai s6t vé thé thirc, ki thuét trinh bay, co quan ban hanh vin ban, co quan
Cong bao c6 van ban dinh chinh theo quy dinh cua phdp luat hién hanh;

b) Sai s6t v& ndi dung, thdm quyén, co quan ban hanh c6 vin ban thu hdi,
stra doi, bo sung, thay thé hodc bdi bé theo diung trinh tu cua phép luét
hién hanh.

2. Quy trinh x1r ly van ban co sai sét

a) Trong qud trinh tiép nhén, bién tip, néu co quan Céng bao phat hién
vin ban c6 sai sot, co quan Cong bdo ¢ vén ban thong bao gui co quan
ban hanh biét, x&r ly; trong thoi han 07 ngay lam viéc, ké tir ngay phat hanh
thong bao, co quan ban hanh van ban khong c6 van ban tra 161, co quan Cong bao
s& dang vin ban d6, truong hop cb vin ban dé nghi xir 1y sai s6t, thoi han
ding Cong bao dugc cén cir vao ngay co quan Cong bao nhan van ban dé
nghi nay;

b) Né:u co quan ban hanh phat hién van ban c6 sai sét, co quan ban hanh c6
van ban dé nghi xur ly giri co quan Cong bao;



¢) Trudng hop co quan ban hanh c6 van ban dinh chinh nhitng sai sét
vé thé thuc, k§ thuat trinh _bay, néu vin ban c6 sai s6t chua ding Cong bao,
co quan Cong bao dang ddng thoi vin ban cb sai s6t va vin ban dinh chinh,
néu vin ban cé sa1 sot da d%’mg Cong bao, co quan Cong bao dang van ban
dinh chinh vao sé Céng bao tiép theo gn nht;

d) Péi véi nhitng vin ban c6 sai sot vé ndi dung, thdm quyén, co quan
Céng bao tra lai vin ban theo d& nghij clia co quan ban hanh.

Pidu 6. Quan ly Cong bdo va vin ban diang Cong bao
1. Co quan Cong bao

~a) Luu giir 02 cubn/sé Cong béo in da xuét ban, phat hanh va dugc dong
quyén theo tirng nim;

b) Luu glu vén ban ding Cong bao theo tirng ndm, dam bao khoa hoc,
thuén tién cho viéc tim kiém, d6i chiéu. Thoi han luu giit 14 05 n3m;

¢) Quan ly co s& dir liéu ban dién tir ciia cac s6 Cong bao d3 xuat ban va
thong tin, thudc tinh van ban didng Cong bao theo ti€u chi ngay, thing, nim,
tén co quan ban hanh van ban.

2. Cong bao nudc Cong hoa xa hdi chi nghia Vigt Nam cip phat r}lién phi
dugc dit tai Ta sach phap luat cia Uy ban nhan dan xa, phudng, thi tran.

Pidu 7. Trach nhiém ciia cic co quan

1. Co quan ban hanh vin ban

a) Chiju trach nhiém vé tinh chinh x4c cia ban dién tir v&i vin ban chinh;

b) Thong bao tén, sé dién thoai, s6 fax, dia chi thu dién tir ciia can bd
hodc b§ phén chiju trach nhi¢m gt ban chinh va ban dién tir vin ban ding
Cong béo tdi co quan Cong béo.

2. Co quan Cong bao

a) Thong bao s6 dién thoai, sb fax, dia chi thu dién tr cia by phan
nhin van ban ding Cong bao tdi co quan ban hanh van ban;

b) Pén dbc, kiém tra vé thit tuc, quy trinh xuat ban Coéng béo va viéc
quan ly khai thac, sir dung Cong bao cap phat mién phi tai dia phuong.

Diéu 8. Hiéu lwc thi hanh
1. Théong tu nay c6 hiéu lyc thi hanh ké tir ngay 15 thang 6 nim 2011.



2. Bii bo Théng tu sé 04/2005/TT-VPCP ngay 21 thang 3 nim 2005 va
Thong tu s6 03/2006/TT-VPCP ngay 17 thang 02 nim 2006 cta Vin phong
Chinh pht huéng dan thi hanh mét s§ didu ctia Nghi dinh s 104/2004/ND-CP
ngdy 23 thang 3 nim 2004 cta Chinh phu v& Cong bao nudc Cong hoa xa hoi
chu nghia Vi€t Nam./.

Noi nhin: BQ TRUONG, CHU NHIEM
- Ban Bi thu Trung vong Dang;

- Thu tudng, cac Pho Thu tudng Chinh phu;

- Céac B9, co quan ngang B9, co quan thude CP;
- VP BCD TW vé phong, chéng tham nhiing;

- HDND, UBND cac tinh, TP truc thuéc TW;

- Vian phong Trung uvong va cac Ban cia Dang;

- Vi&n phong Cht tich nudc; )

- Hoi ddng Dan tdc va cac Uy ban ciia Quoc hdi; T

- Vin phong Quoc hdi; > . )

- Toa 4n nhan dén téi cao; —==INguyen Xuin Phic

- Vién Kiém sat nhan dan ti cao;

- Kiém toan Nha nudr;

- Uy ban Giém sat tai chinh Quéc gia;

- Ngan hang Chinh sach Xi héi;

- Ngan hang Phat trién Viét Nam;

- UBTW Mt trin TS qudc Viét Nam;

- Co quan Trung wong cia cac doan thé;

- VPCP: BTCN, cac PCN, Céng TTDT,
cac Vy, Cuc, don vi truc thude, Coéng bao;

- Luu: VT, HC (5b). nQ 40



‘ Phu luc
Y MAU TRINH BAY CONG BAO
1 thish | FAbng tue $6 03/2011/TT-VPCP ngay 25 thing 4 nam 2011
Ay E@ig, JChi nhiém Vin phong Chinh phi quy dinh chi tiét thi hanh
ﬁej{%‘ % Nghi dinh s6 100/201 0/ND-CP ngay 28 thang 9 ndm 2010
ctia Chinh phii vé Céng bdo)

Mau 1: Trang d4u cudn Céng bao nudc CHXHCN Viét Nam.
Mau 2: Trang d4u cuén Céng bao cip tinh.
Mau 3: Phan d4u trang néi dung cudn Céng bio.

Mau 4: Trang cudi cuon Cong bao.



Mau 1. Trang dau cuén Céng bio nwéec CHXHCN Viét Nam

1 CONG HOA XA HQI CHU NGHIA VIET NAM?
Poc ldp — Tw do — Hanh phic

CONG BAO

W

Ngay... thang.... nim’...

MUC LUC

Trang
PHAN VAN BAN QUY PHAM PHAP LUAT7

CO QUAN BAN HANH VAN BAN®
------------------------ > Tén loai, sb, ky hiéu, trich yéu noi dung van ban'°

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

9 A c A 1 1A ; £ N = ’
......................... Tén loali, s0, ky hiéu, trich yéu ndi dung van ban10

' Quéc huy: kich thuéce 3,5 cm x 3,5 cm; mau myc do;

? Quéc hiéu: mau muc do, dong chit trén trinh bay c¢& chit 14, in hoa, kiéu chir ding, dam; dong chir
dudi trinh bay ¢& chir 14, in thudng, kiéu chit ding, dam, chir cai diu cia cac cum tir viét hoa;

> Trinh bay ¢& chir 60, in hoa, kiéu chir dimg, dam, mau muc do;

* $6 Cong bao: trinh bay c& chir 14, in thudng, kiéu chir ding, dam;

’ Ngay ding Cong bao: trinh bay c¢& chir 14, in thuong, kiéu chir dimg, dam;

¢ Trinh bay c& chir 26, in hoa, kiéu chit ding, ddm, cin giita trang;

’ Trinh bay c& chit 14, in hoa, kiu chir dirng, dam, cin giita trang;

® Tén co quan ban hanh van ban: trinh bay c& chit 14, in hoa, kiéu chit dimg, khong dam, can giita trang;

® Ngay thang nam ban hanh: ding chit sb, giita ngay, thing, nim dung déu gach ngang (-), trinh bay
@ chir 14, in thudng, kiéu chir dtng, khong dam,;

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

"1 g4 trang trén Cong bdo: trinh bay c& chit 14, in thudng, kiéu chir dimg, khong dam.



Miu 2. Trang dau cudn Céng bdo cip tinh

CONG HOA XA HOI CHU NGHIA VIET NAM?
Poc lip — Tw do — Hanh phic

CONG BAO

Tinh (thanh pho)*... .. ...

S ... Ngay... thang.... nim®...

MUC LUC

Trang
PHAN VAN BAN QUY PHAM PHAP LUAT®
CO QUAN BAN HANH VAN BAN’
------------------------ 0 Tén loai, s, ky hiéu, trich yéu ndi dung véan ban'! s 12
PHAN VAN BAN KHAC?
CO QUAN BAN HANH VAN BAN’
10 12

......................... Tén loai, s6, ky hiéu, trich yéu ndi dung van ban"'

' Quéc huy: kich thuéce 3,5 cm x 3,5 cm; mau myc do;

2 Quéc hiéu: mau muc do, dong chir trén trinh bay ¢& chi¥ 14, in hoa, kiéu chir ding, dam; dong chir
dudi trinh bay ¢& chir 14, in thuong, kiéu chir ding, dam, chit cai d4u cta cac cum tir viét hoa;

* Trinh bay ¢& chir 60, in hoa, kiéu chit ding, ddm, mau muc do;

4 Tén tinh, thanh phé noi xuét ban: trinh bay ¢& chif 18, in thuomg, kiéu chir nghiéng, dam, mau muc den;

5 §6 Cong bao: trinh bay ¢ chir 14, in thudmg, kiéu chir ding, dam;

¢ Ngay dang Cong bao: trinh bay ¢ chir 14, in thudng, kiéu chir ding, dam;

7 Trinh bay ¢& chir 26, in hoa, kiéu chir dimg, dam, cin giira trang;

® Trinh bay c& chit 14, in hoa, kiéu chir ding, ddm, can gitra trang;

? Tén co quan ban hanh van ban: trinh bay ¢& chir 14, in hoa, kiéu chit dimg, khong d4m, cin giita trang;

' Ngdy thang ndm ban hanh: dung chir s, giita ngdy, thang, nam dung du gach ngang (-), trinh bay
¢ chit 14, in thuong, kiéu chit ding, khong dém,;

' Trinh bay c& chir 14, in thuong, kiéu chir dimg, khong dam;

12,84 trang trén Cong béo: trinh bay c& chit 14, in thudng, kiéu chir dirng, khong dam.



M3u 3. Phén diu trang ni dung cuén Cong bao

Trang 1é

CONG BAQ'/S6 ..., 2/Ngay ....... 3 4
Trang chin
......... 4 CONG BAO'/S6 ... MNgav ...}

"Trinh bay ¢& chir 14, in hoa, kiéu chir dung, khong dam:;

2 86 Cong bao: trinh bay c& chir 14, khong dam;

* Ngay ding Cong béo: trinh bay c& chir 14, khong dam;
Giira cac muc (1) (2) va (3) ¢6 ddu gach chéo (/). Vi du: CONG BAO/SS 01+02/Ngay 01-01-2011

* 86 trang: trinh bay c¢& chir 14, khong dam.
Téng s6 trang cudn Cong béo dugc tinh tir trang dAu dén trang cudi cudn Cong bao, s6 trang hién thi
tai vi tri cudi dong di véi trang 1¢, ddu dong dbi véi trang chn, khong hién thj s6 trang ctia trang
dAu va trang cudi cudn Cong bao.



M4u 4. Trang cudi cuén Cong bao

TEN CO QUAN CONG BAO'
Piachi: .............. 2
bién thoai:.............. ;2
Fax:.ooooiviiieniennns ;2
E-mail: ....oooveveeeennen ;2
Website: ............. 2

In tai: tén co so in Cong bdo.?

Gia: ..... dong?

' Tén co quan Cdng bao: trinh by c& chir 14, in hoa, kiéu chir dung, ddm.
Cong bao nude Cong hoa xa hoi chi nghia Viét Nam gh1 VAN PHONG CHINH PHU; Céng béo
cap tinh ghi VAN PHONG UBND TiNH, THANH PHO ..... (tén Vin phong UBND tinh, thinh ph
tryc thudce Trung uong xuét ban Cong bao).

2 Trinh bay c& chir 14, in thuong, kiéu chir ding, khong dam.



