MOTSOLUUY ’
veé thé thire van ban do Hi Cuu giao chirc cac cap tinh Bén Tre ban hanh

I. YEU CAU CHUNG:

1. Van ban do Hoi Cyu gido chuc (CGC) cac cép trong tinh Bén Tre (bao
gom Hoi CGC xa, phuong, thi tran, huyén, thanh phé,,chi hoi truc thude) ban
hanh phai dung thé thirc theo quy dinh tai Nghi dinh s6 30/2020/ND-CP ngay
05 thang 3 nam 2020 cua Chinh phu Vé cong tac van thu.

2. Vin ban phai dugc danh mdy trén may vi tinh (khong viét tay).

3. Khd gidy, 1, font chit, danh sd trang: khé gidy A4; trinh bay theo
chiéu doc; font chit Tiéng Viét Times New Roman; 1€ trén 2cm, 1€ dudi 2cm, 1€
trai 3cm, 1€ phai 2cm; s6 trang (461 voi van ban co tur 2 trang tr¢ 1€n) dugc dat o
trén dau va gitra van ban, khong hién thi so trang thir nhat.

inh 1: inh 2: Hinh 3:
Hinh I: Hinh 2: inh 3:
2 14 \ 14
hon kho gidy A4 hon 1€ Céch danh so6 tran
chon kho giay chon I¢ 4ch danh so trang
?
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II. CACH SOAN THAO CAC PHAN TRONG VAN BAN
1. Soan thao tén don vi soan thio, qu,(")c hiéu, tiéu ngik, sd, ky hi¢u vian
ban, dia danh, ngay thang van ban, trich yéu cong van (hinh 4)

HOI CU'U GIAO CHUC (1) CONG HOA XA HOI CHU NGHIA VIET NAM (2)
TINH BEN TRE Doc lap - Tw do - Hanh phiic (3)

S6: (4) /HCGC (5) thang ném 2022 (7)

Viv thé thire vin ban do
H$1 CGC ban hanh (8)

Pia danh (6), ngady

Cac phﬁn trong hinh 4 dugc soan thao nhu sau:

(1) Tén don vi soan thao: chit in hoa, ding, dam, c& chit 12. Phia dudi co
duong ké ngang dai 2/3

Luu y:
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- Theo quy dinh cua Chinh phu: Hoi CGC (tinh; huyén, thanh phé; xd,
phiwong, thi tran) khéng cé don vi chii quan, khong thuoc sw quan ly cua Hoi
cdp trén nén khong phai ghi Hoi CGC cap trén

- Poi véi Chi hoi true thude thi phai ghi thém don vi quan Iy cdp trén cdp
trén: chit in hoa, dung, co chit 12 (hinh 5)

HOI CUU GIAO CHUC CONG HOA XA HOI CHU NGHIA VIET NAM (2)
TINH BEN TRE Poclap - Ty do - Hanh phiic (3)
CHI HQI CUU GIAO CHUC
SO GIAO DUC VA PAO TAO (1)

S6: (4)  /CHCGC (5) Dija danh (6), ngav  thang ndam 2022 (7)
Viv thé thitc vin ban do
Ho1 CGC ban hanh (8)

(2) qubc hiéu: chit in hoa, ding, dam, c& chir 12.

(3) ti€u ngtr: chir in thuong, dirng, dam, c& chit 13. Phia dudi c6 duong ké
ngang dai hét ti€u ngir. Ti€u nglt dugc canh gitra quoc hicu.

(4) S6: chir in thudng, dtng, c& chit 13; bang sd A Rép.

Bit dau danh s tir 01 (tr ngay 01 thang 01 nam duong lich) cho dén hét
ngay 31 thang 12 va quay tr¢ lai s6 01 6 dau ndm sau. Néu so tir 1 dén 9 thi co
s0 0 ¢ phia truoc.

(5) ky hiéu vin ban: chit in hoa, dung, c¢& chir 13. S6 va ky hiéu vin ban
dugc canh gitra tén don vi soan thio.

- Bdi v6i Cong van: khong ¢6 ky hiéu, vi du: 01/HCGC

- DBbi véi cac loai van ban khac: (bdo cdo) vi du 02/BC-HCGC; (ké
hoach) 03/KH-HCGC;

(6) dia danh: chit in thuong, nghiéng, c& chir 13

(7) ngay thang van ban: chir in thuong, nghiéng, c¢& chir 13. Pbi v6i ngay
tir 1 dén 9 c6 sb 0 phia trudc; d6i véi thang 1 va 2 ¢6 sb 0 phia trude.

Dia danh va ngay thang dugc canh gitra ti€u ngir.
(8) Trich yéu cong van: chir in thudng, dimg, c& chir 12; duoc canh giita
s0 va ky hi¢u van ban

2. Soan thdo tén va trich yéu van ban (trir cong van): hinh 6

BAO CAO (9)
Tong két hoat dong nam 2022 (10)

Cac phﬁn trong hinh 6 dugc soan thao nhu sau:
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(9) Tén van ban: Chit in hoa, ding, ddm, c& chit 14. Canh giira trang giay.

(10) trich yéu vin ban: Chit in thudng, dimg, ddm, ¢& chit 14. Canh giita
trang giay.

Phia dudi trich yéu c¢6 duong ké ngang dai 2/3, canh gira trich yéu.
3. Soan thao ngi dung van ban
a) D6i v6i vin ban c6 chia phan, chia muc: (hinh 7)

) Phan I (11)
TONG KET HOAT PONG NAM 2022 (12)

I. VE TO CHUC CUA HOI (13)

1. Vé hi vién (14)

a) Tong s6 hoi vién: ... Trong d6: (15)

- Hoi vién 6 chire: (16)

- Hoi vién ca nhan:

b) S6 hoi vién méi két nap trong nam: ... Trong do:

- H6i vién t6 chirc:

+ Cap tinh:

+ Cap huyén, thanh phé

+ Cap x4, phuong, thi tran

- Hoi vién c4 nhan: |

2. Nhirng ngwéi lam viéc chuyén trach tai Hoi:

Trong d6: S6 bién ché dwgc co quan c6 thim quyén giao (néu co):
II. KET QUA HOAT PONG

1. Két qua nhirng hoat dong ciia Hoi:

2. Viéc thwe hién nhiém vu dwgc co quan cé6 thAm quyén giao
a)

b)

(11) Phan: chir in thudng, dam, ¢& chit 14, canh giita trang. Tiép theo
phan 1a thu ty s6 La Ma, in dam.

(12) Tiéu dé phan: chit in hoa, dam, c& chit 14, canh giita trang

(13) S6 thir ty muc, tiéu dé muc: chit in thuong, dam, c& chit 14

(15), (16): ndi dung vin ban chir in thudng, ding, ¢& chir 14, canh déu 2
bén.

Khi xudng dong chit dau dong i vao chi 1 cdp 1a 1,27cm. Cach dong
don. Cach doan (paragraph) trén 6pt, dudi 6pt (hinh 8)
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Luu y: Cach bé cuc ndi dung vin ban nhuw sau:
I. MOT LA MA. SAUMOT LA MA LA DAU CHAM .
1. S6 mét nhé. Sau mot nhé 1a diu chim .
a) Chir a nho. Sau a nho 1a diu dong ngoic don.
- Gach d4u dong
+ Dau cong
i

b) D6i v4i van ban khong c6 chia phan, chia muc: néu trong vin ban ¢
ligt ké cac myc nhu 1, 2... dung chit in thuong, ding, c& chit 14.

Luu y: Cach bé cuc ndi dung vin ban khong chia phan, muc
1. S6 mot nho. Sau mdt nho 14 ddu cham .
a) Chir a nho. Sau a nho 1a diu dong ngodc don.
- Gach dau dong
+ D4u cong
4

4. Soan thao noi nhin, quyén han, cach thirc ky (hinh 9)




Noi nhin: (17) TM. BAN THUONG VU (20)
- Héi CGC VN: (18) CHU TICH (21)
- UBND tinh; )

- Céc thanh vién BCH:

- Hoi CGC cac huyén, thanh phé:; Chi héi
tre thude;

- Lwu: VT. (19)

Ho Va Tén (22)

(17) Chit “No1 nhan”: chit in thuong, nghiéng, ddm, c& chir 12, canh trai
van ban. Sau chir “Noi1 nhan” 1a dau hai cham :

(18) Cac noi nhan: chit in thuong, dung, ¢c& chir 11, canh trai vdn ban.
Trudc moi noi nhan la dau gach dau dong -.

Sau mdi noi nhan 1a dau chim phay ;
Luu y: d6i véi Cong vin noi nhdn dau tién phdi ghi la “Nhu trén;”
, (19) Két thiic noi nhan 1a chit “Luu”, sau do la déq hai chim: sau d6 viét
tat noi luu van ban ( vi dy van thu VT), két thic 1a dau cham .
(20) Quyeén han theo quy dinh, Hoi CGC lam viéc theo ché do tap thé nén
phai ghi 1a TM. BAN THUONG VU hodc TM. BAN CHAP HANH: chit in hoa,
dirng, dam, c& chir 14,

(21) Chirc danh: chir in hoa, dimg, dam, c& chir 14. Canh giira quyén han
(d6 1a CHU TICH hoac PHO CHU TICH/ CHI HOI TRUONG...).

(22) Ho va tén nguoi ky: chit in thuong, diing, dam, c& chir 14. Canh gifra
chtrc danh

5. Soan thio Kinh giri (trong Cong van, T¢ trinh)

Truwong hop chi giri dén 01 noi Trwong hgp gii tir 02 noi tré 1én
Kinh gui: Ho1 Cuu gido chire tinh Kinh gur:
- H61 Cuu gido chuec tinh;
- Uy ban nhan dan huyén;
- Phong No6i vy huyén.
Chit in thuong, diing, cd chir 14. Chit in thuong, dirng c& chir 14.

Sau chir “Kinh giri” 1a du hai chdm : | Sau chit “Kinh giri” 1a dau hai chdm :
Mdi noi giri 1a 1 dong, trudc 1a dau
gach dau dong, sau la dau cham phay ;

Keét thiic no1 gtri cuoi 1a dau cham .




6. Soan thao Quyét dinh

- Cdc cdn cit ciia Quyét dinh: chit in thuwong, nghiéng, c& chiv 14.
- Két thiic mdi can cr 1a ddu cham phay ;

- Két thuc cin cir 1a ddu cham .

- Tén “Diéu 1.”, “Pieu 2.” in thuong, diing, dam, cd chir 14. Sau Diéu 1
hoac Piéu 2 la dau cham .

- Noi dung cac Piéu: in thuong, ding, ¢ chir 14.
(xem vi du hinh 10)

HOQI CUU GIAQ CHUC CONG HOA XA HOI CHUNGHIA VIET NAM
TINH BEN TRE Dic lip - T do - Hanh phic
Sé: 25/QD-HCGC Bén Tre, ngéy 28 thang 3 ndm 2022
QUYET PINH

Vé viéc cing b cing khai quyét toin ngin sich nim 2020
ctia Héi Cuu gido chire tinh Bén Tre

BAN THUONG VU HOI CUU GIAO CHUC TINH BEN TRE

Cédn cir Nghi dinh qé 163/2016/ND-CP ngdy 21 thiang 12 nam 2016 ciia
Chinh phu quy dinh chi tiét thi hdnh mdt 36 diéu cia Ludi Nedn sdch nha meoc;

Céin cif Théng tir 56 61/2017/TT-BTC ngdy 15 thdng 6 ndm 2017 ciia B
Tai chinh hedng dan thiec hién cong khai ngdn sach doi voi dom vi die todn ngdn
sdch, cdc t6 chire droc ngdn sach nha mrdc ho tro;

Theo dé nghi cita Ba phu trach Ké todan Hoi Ciru gido chire tinh.

QUYET DINH:
Diéu 1. Cong bd cong khai sb lidu quyét toin ngin sach nim 2020 cia
Héi Cyu gido chive tinh (theo cac bigu dinh kém).
Ditu 2. Quyét dinh niy cd hitu hwc ké tir ngay ki.
Diéu 3.Thwémg trre vin phong Hai Cyu gido chite tinh thre hidn Quyét

dinh nay./.
Not nhin: TM. BAN THUGNG VU
- 85 Tai chinh; CHU TICH

- UV BCH, Ban Kiam tm Hai CGC tinh;
- Cae Chihei rre thmoe;
- Luu: VT,

Pham Nghi Tién



