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LILAMA 18.1

S6:44/QP-LLM18.1 Tp. HS Chi Minh, ngay 15 théng 12 nim 2015

QUYLET PINH
Vé viée ban hanh hanh Quy dinh cach trinh bay va soan thao van ban
Cong ty co phan Lilama 18.1

GIAM POC CONG TY CO PHAN LILAMA 18.1

- Cdn cit Nghi dinh 56 110/2004/NP-CP, ngay 08 thang 04 ndm 2004 cua Chz.'nh phut vé
cong tdac Vin thuy,

- Cdn cit Nghi dinh s6 09/2010/NP-CP, ngay 08 thang 02 néim 2010 cia Chinh phii sira
dsi, bé sung Nehi dinh s6 110/2004/NDP-CP, ngay 08 thang 04 ndm 2004 cua Chinh
phit vé c¢éng tde Viin thie;

- Cdn cit Quy ché céng tde hanh chinh quan tri Céng ty Cé phén Lilama 18.1, ban hanh
theo Quyét dinh s6.../0D-LLMI8.1, ngay 05 thdng 12 ndm 2015 ciia Gidm déc Cong
yy

- Can cit to trinh s6: 01/TTr-TCHC-LLMI8.1 ngay 10 thang 12 nim 2015.

QUYLT PINH
Pidu 1: Ban hanh kém theo Quyét dinh nay “Quy dinh céch trinh bay va soan thdo van ban
ctia Cong ty ¢b phdn Lilama 18.17.
Diéu 2: Quy dinh ¢6 higu lyc tir ngay ky ban hanh.
Piéu 3: Giam ddc, thi trudng cdc Phong, Ban chirc ning va don vi truc thude Cong ty ch

phdn Lilama 18.1 c6 trach nhiém thi hanh quyét dinh nay.

Noi nhén:

- Nhue diéu 3 (dé thi hanh);

- Céng ty ¢é phdn Lilama 18(dé bdo cdo);
- HDQT (dé bdo cdo);

- Luu VT

GIAM POC
HO VAN TOAN
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QUY PINH CACH TRINH BAY VA SOAN THAO VAN BAN,
HUONG DAN AP DUNG CAC BIEUMAU
CUA CONG TY CO PHAN LILAMA 18.1
(Ban hanh theo quyét dinh s6:44 /QD-LLM18.1, ngay 15 thang 12 ndm 2015
ctia Gidm dbe Cong ty)

, ‘ _ PHANI ] ]
CACH TRINH BAY VA SOAN THAO VAN BAN

Can ctt Nghi dinh s6 110/2004/ND-CP, ngay 08 thang 04 nim 2004 cia Chinh
phtt v& cong tic Viin thu

Can ot Nghi dinh s8 09/2010/ND-CP, ngdy 08 théng 02 n#m 2010 cia Chinh pht
stra di, bd sung Nghi dinh s§ 110/2004/ND-CP, ngay 08 thing 04 ndm 2004 cia
Chinh pht vé& cong tac Van thu;

Can ofr Quy ché cong téc hanh chinh quan trj Cong ty C6 phin Lilama 18.1, ban
hanh theo Quyét dinh sb .../QD-LLMI8.1, ngay 05 thang 12 ndm 2015 ctia Giam
dbe Cong ty.

Nay ban hanh Quy dinh viéc 4p dyng céc biéu miu, céch trinh bay va soan théo
vin ban trong cbng tic Vin thu cua Cong ty, nhu sau:

Chwong I: NHUNG QUY PINH CHUNG

Pidu 1. Pham vi va déi tugng ap dung

Quy dinh nay hudéng dén viée 4p dung céc bidu mAu, thé thire va k§ thuat trinh bay
céc vén ban, duogc ap dung d6i v6i cdc phong, ban chite ning va don vi trye thudc
Cong ty.

Pidu 2. Thé thire viin ban

Thé thirc van ban 1 tap hop céc thanh phin cdu thanh vin ban, bao gbm nhiing
thanh phén chung 4p dung déi véi céc loai viin ban va céc thanh phén bd sung trong
nhfing trudng hop cy thé ciia Cong ty.

Pidu 3. K§ thuat trinh bay viin ban

Cach trinh bay cac biéu miu,van ban trong quy dinh nay gdm: khd gidy, kidu

trinh bay, dinh & trang vin ban, vi tri trinh bay cdc thanh phan thé thirc, phéng chiy
(font), ¢&¥ chit (size), kidu chit (model) va cac chi tiét khac dwgc ap dung dbi véi vin
ban soan thao trén may vi tinh va in ra giy.
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Diéu 4. Phéng chiv
Phéng chit str dung 1a phéng tiéng Viét Times New Roman ctia by ma ky tu
Unicode theo tiéu chudn Viét Nam TCVN 6909-2001.

Didu 5. Kho gidy, kifu trinh bay, dinh 18 trang viin ban va vij tri trinh bay

1. Khd gidy:

- Loai vén ban hanh chinh: Khd A4 (210 mm x 297 mm)

- Loal vin ban giéy gidi thidu, bién nhén, tam Gng, phiéu xin xe ...: Khd A5

(148 mm x 210 mm)

2. Kidu trinh bay:

- Loai viin ban hanh chinh dugc trinh bay theo chiéu dai khé giéy A4 (Portrait),

- Loai vin ban bang, biéu c6 thé trinh bay theo chidu rong ctia trang gidy
(Landscape).

3. Dinh 18 vin ban (451 v6i khd A4):

- Lé trén: Cach mép trén tir 10 - 25 mm;

- L& dudi: cach mép dudi tir 20 — 25 mm;

- L& trai: Cdch mép trai tir 30 — 35 mm;

- L& phai: Cach mép phai tir 15 — 20 mm.

4, Vi tri trinh bay céc thanh phén thé thire viin ban trén gidy khd A4 dugc trinh
bay theo so dé bd tri (Phu lyc 1T kém theo). Vi tri trinh bay cdc thanh phén thé thikc
biéu miu trén gidy khd A5 dugce trinh bay theo so dd bé tri (Phu Inc V kém theo).

Chwong I: THE THUC VA CACH TRINH BAY VAN BAN

Pidu 6. Ap dung Qudc higu va Logo

1. Thé thirc 4p dung

a- Cong ty 4p dung qudc hiéu trong cac vin ban giao dich déi ngoai dbi véi
c4c dom vi, tb chirc ngoai néi bd Cong ty va Téng Cong ty Lép may Viét Nam. Qubc
hidu trén vin ban gdm 02 dong chit: CONG HOA XA HOI CHU NGHIA VIET
NAM va Doc 14p — Ty do - Hanh phiic;

Ngoai ra ¢6 t8n tb chirc ban hanh vin ban, gdm:

- Tén cia té chirc chi quan cdp trén: TONG CONG TY LAP MAY VIET

NAM

- Tén cia t& chirc chi quan truc tiép: CONG TY CO PHAN LILAMA 18.

- Tén ctia td chirc ban hanh vin bin: CONG TY CO PHAN LILAMA 18.1

b- St dung Logo trong cac vin ban huu hanh ndi b Coéng ty va cic don vi
thudc Cong ty ¢b phéan Lilama 18

~ Logo nhdn hi¢u Cong ty

V/ bz

<
LILAMA 18.1

- Tén thirong hiéu, dia chi tru sé va cdc théng tin giao dijch cia Cong ty (Cén cir
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Gidy chirng nhan ding ky doanh nghiép céng ty cb phin do Phong ding ky kinh
doanh — S& K& hoach va Pau tu Tp. Hd Chi Minh cp dang ky 1dn déu ngay 04 thang
09 nam 2015):

CONG TY CO PHAN LILAMA 18.1
© LILAMA i8.1JSC i
OFFICE ; 9* floor Empire Tower, 26 - 2§ HAM NGHI Str, — BEN NGHE Ward - Dist. | - HCM City

Tel : 84-8-62843555 - Fax : 84-8-62843777
E-mail: info@lifemal8-}.com.vn. - Website: www.litamal$-1.com.vn

2. K¥ thuét trinh bay

a. Trudng hop vin ban st dyng Quéc hiéu

Qudc hidu duge trinh bay tai 8 s6 1, chiém % trang gidy theo chidu ngang, phia
trén, bén phai.

Dong thit 1: CONG HOA XA HOI CHU NGHIA VIET NAM duge trinh
bay chit in hoa, kidu ding, ddm, ¢& 13 hoiic 14

Dong thtt 2: Poe 1ap — Tw do — Hanh phiic duge trinh bay chit in thudng, kiéu
dtmg, dam, c& 13 hofic 14 duge dit canh gitta dudi dong 1; Chit céi ddu cum tir viét
hoa; gifta cum tir ¢6 gach ndi, cach chit; dudi dong 2 ¢6 ké ngang, nét lidn, d6 dai
bang dong ch, cu thé:

CONG HOA XA HQI CHU NGHIA VIET NAM
Ddc 1dp — Tw do — Hanh phic

Tén td chitc ban hanh vin ban trinh bay tai 6 sd 2, chiém % trang gidy theo
chidu ngang, phia trén, bén tréi;

Tén co quan cip trén va co quan chii quan trinh bay bing chit in hoa, cling c&
chit Quéc hiéu, kidu chit dung:

Tén co quan ban hanh vin ban trinh bay béng chi¥ in hoa, cling c& chit Quéc
hiéu, kidu chit dimng, dam; phia duéi cé dudng ngang, nét lidn co do dai bang 1/3
ho#ic 1/2 d6 dai dong chit, cu thé:

TONG CONG TY LAP MAY VIET NAM CONG HOA XA HQI CHU NGHIA VIET NAM
CONG TY CO PHAN LILAMA 18 Pe 1ap — T do — Hanh phiic
CONG TY CO PHAN LILAMA 18.1

b. Trudng hop vin ban st dung Logo: Nam trong khu vue 6 s6 1 va 2

Tén thwong higu Céng ty duge trinh bay tai & gifta, ty 18 chiém 3/5 trang gidy
theo chidu ngang; :

Logo thuong hiéu Cong ty dwoc trinh bay tai 6 bén tri, ty 16 chiém 1/5 trang
gidy theo chidu ngang, cu thé:

CONG TY CO PHAN LILAMA 18.1
LILAMA 18.1 JSC

OFFICE : 9" floor Empire Tower, 26 - 28 HAM NGHI Str. — BEN NGHE Ward — Dist. 1 — HCM City

Tel : 84-8-62843555 - Fax : 84-8-62843777
LILAMA 18.1 E-mail: info@lilama18-F.com.vn. - Website: www.lilamal8-1.conLve
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Lwu ¥: M6t s6 trudng hop sir dung Logo khong dat chudn trong vin bén, cu

- Logo thirong hiéu hep chiéu ngang,

CONG TY CO PHAN LILAMA 18.1
LILAMA 18.1 JSC

OFFICE : 9% floor Empire Tower, 26 - 28 HAM NGHI Str. ~ BEN NGHE Ward —Dist. 1 - HCM City

Tel : 84-8-62843555 - Fax 1 84-8-62843777
E-mail: info/@lilamal8-1.com.vn. - Website: www.lilamal8-1.com.vn

LILAMA 18.1

- Logo thwong hiéu réng chiéu ngang.
CONG TY CO PHAN LILAMA 18.1
LILAMA 18.1 JSC
OFFICE : 9" floor Empire Fower, 26 - 28 HAM NGHI Str. - BEN NGHE Ward — Dist. 1~ HCM City

Tel : 84-8-62843555 - Fax : 84-8-62843777
E-mail: infornlilamal8-1.com.va. - Website: www lilamal8-1.com.va

LiLAMA 18.1

- Pung chudn:

CONG TY CO PHAN LILAMA 18.1
LILAMA i8.1 JSC

N X[ Tel : 84-8-62843555 - Fax : §4-8-62843777
LILAMA 418.1 E-mail: inforlilama 8- 1.com.vn. - Website; www.lilamal8-1.com.vn

OFFICE : 9 floor Empire Tower, 26 - 28 HAM NGHI Str. ~ BEN NGHE Ward — Dist. 1 ~HCM City

Pidu 7: $6, k¥ ma higu vin ban
1. Thé thiic
a. S ctia vin ban: 14 sb thir ty ding ky vin ban tai Véan thu Cong ty. Sé duge
ghi bing chit s6 A-rdp, bit diu bing sé 01 vao ngay dau nim va két thic vao ngdy
31 thang 12. Sau s n#m vin ban 1a déu (/) ¢6 thé ghi nim ban hanh dé d& kiém soat.
b. Ky m# hiéu van ban: bao 2Om chit viét tit tén loai vin ban va chit vidt tit
cia Cong ty, vi du:
Quyét dinh: S6: .../OP-LLMI8.1
Théng béo: So: .../TB-LLMI8.1
T trinh: §6: .../TTr-LLMI8.1
2. K¥ thuat trinh bay
Sé, ky ma hidu cta vin ban duge trinh bay tai 6 s6 3 (bén trai)
T “S8” duge trinh bay bing chit in thuong, ki ma hiéu bing chit in hoa, ¢&
chit 13, kidu dting, sau chit sé cé déu hai chdm (:), v6i chi s6 < 10 phai thém s6 0
ding trude; gitta s va ky hidu co ddu gach chéo (/); gitta cac nhom chit céi viét it
c6 dAu néi (). Sau s6 viin ban va ddu (/) c6 thé ghi nam ban hanh d& d& kiém soat; vi
du:
Quyét dinh: S6: 01/2015/0P-LLMI18.1
Théng béo: S6: 05/2015/TB-LLMI8.1
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Diéu 8: Dia danh, ngay, thang, nim ban hanh vin ban

1. Thé thire

a. Dia danh ghi trén van ban: 13 noi Cong ty va don vi tryc thudc dong tru s&
hodc vin phong giao dich; vi dy: Thanh phé H Chi Minh; Thanh phé Viing Tau;
Huyén Kién Lirong, Huyén Bén Cdt; Viing Ang...

b. Ngay, thang, ndm cia vin ban la ngdy, thang, ndm véin ban dugce ban hanh;

Ngay, thang, nam cia vin ban phai duoc viét ddy du, cc chi sé dung chit s6 A-
rap; nhitng chi s < 10 phai thém s6 0 ding truéc; vi du: Thanh phé Hé Chi Minh,
ngay 05 thang 01 ndm 20135.

Didu 9: Tén loai va trich yéu ndi dung ciia vin ban

1. Thé thic

Tén loai vén ban la tén cua ting loai vén ban do Cong ty ban hanh. Khi ban
hanh vin ban déu phai ghi tén loai, trir cong van.

N6i dung trich yéu clia vin ban phai ngén gon 13 mét cAu hodic mét cum tlr
phan 4nh khai quéat ndi dung chi yéu ctia vin ban.

2. K§ thuét trinh bay

Tén loai va trich yéu ndi dung cla céc loai vin ban c6 ghi tén loai tai 6 sb 5a;
tén loai vdn ban (quyét dinh, nghj quyét, bdo cdo...va céc loai vin ban khac) duogc
dat canh giita chit in hoa, c& chif 14, kiéu chit ding, dam; trich yéu ndi dung cta vin
ban duoc dit canh gitta, ngay dudi tén loai vin ban, béng chit in thudng, cd chit 14,
kidu dung, dam; bén dudi trich yu cé dudng ké ngang, nét lién, chidu dai bing 1/3
dén ¥ d6 dai cia dong chit trich yéu; vi du:

QUYET PINH
V¢é viée diu dong CBCNV

Trich yéu ndi dung céng viin dugc trinh bay tai & 5b, sau chit “V/v” bing
chit in thudng, ¢& chit 12 dén 13, kiéu chir dtmg, dit canh gitta dudi sb va ky hiéu
vin ban; vi du:

$6: 125/CV-LLM18.1 |
(V/v: Phiic dép Cong van sb:.../..., ngdy...thang...nim...cla...)
Didu 10: N9i dung viin bén

1. Thé thirc

a. Noi dung vén ban Ia thanh phan chii yéu ctia viin ban, phai ddm bao
nhiing yéu cu saw:

- Phu hgp v6i hinh thic van ban dugce st dung;

- Phit hop véi quy dinh ctia phap luét,

- Duge trinh bay ngén gon, rd rang, chinh xac;

- Str dung ngén ngir viét, c4ch dién dat don gian, d& hiéu;

- Dimg tir ngft tiéng Viét phd thong, DSi voi thudt nglt chuyén mén cln xéc
dinh 16 ndi dung thi phai dugc giai thich 1§ trong vin ban;

- Chi duge viét tat nhiing tir, cym tir théng dung. béi véi nhitng tr, cum tir st
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dung nhidu 14n trong van ban thi ¢6 thé viét tit., nhung cac chit vidt tit 1dn déu cia
tir, cum tir phai dit trong dau ngoZc don ngay sau tir, cum tir d6; vi du: Can bd cong
nhin vién (CBCNV); Céng ty C6 phén Lilama 18,1 (Lilama 18.1);

- Khi vién dén viin ban c6 lién quan, phai ghi dy di tén loai, s6, k¥ mi hidu
van ban, ngéy, thang, ndm vin ban dugc ban hanh; vi du: Cén ¢ Nghi dinh 36
110/2004/ND-CP, ngay 08 théng 4 nim 2004 ctia Chinh phi v& cong tic Vin thur.
Trong céc 14n vién dan tiép theo chi cin ghi tén va loai s8, k¥ ma hiéu vin ban (Nghi
dinh 110/2004/ND-CP).

b. B cuc vin ban

Tuy thé loai v ndi dung viin ban ¢ thé ghi phén cin i phép Iy cling nhu
b6 cuc phu hop.

2. K¥ thuit trinh bay

Ni dung vin ban dugc trinh bay tai 6 s6 6.

Phan ndi dung (ban vin) duge trinh bay bing chit in thudng va duge dan déu ca
hai 1& (justify), kiéu chit dimg, c& chit 13 dén 14 (cha y: phén 101 trong mdt vin ban
chi dung mdt ¢& chit, phong chit). Khi xubng dong, chit ddu dong phai I vao tu
lem dén 1,27 cm (01 default tab); khoadng céch gitta cic doan vin (paragraph) dit 181
thidu 13 6pt; khoang cach giita cic dong hay cach dong (line spacing) chon tdi thidu
tir cach dong don (single line spacing), hodc tir 15pt (exctly line spacing) tr& 1€n;
khoang cach t6i da gitta céc dong 1a 1,5 dong (1,5 line).

Nhiing vin ban c¢6 cin cit phap Iy dé ban hanh thi sau mdi cin ¢t phai
xubng dong, cudi dong c¢6 déu (;), cin cir cudi cung két thac bing ddu ()
Pitu 11: Quyén han, chitc vy, ho tén va chir ky cita ngudi c6 thim quyén
1. Thé thirc
a. Viée ghi quyén han ctia ngudi ky duge thyce hién nhu sau:
- Truding hop ky thay tap thé thi phai ghi chit “TM” (thay miit) vao truée tén
tap thé 1anh dao hoac tb chirc; vi du:
TM. HOI PONG QUAN TRI
CHU TICH
- Trudng hop ky thay ngudi dimg déu td chire thi phai ghi chit “KT” (ky
thay) vao trude chirc vu ngudi diang dau 5 chire; vi du:
KT. GIAM POC
PHO GIAM DOC
- Trudmg hop ky thira 1énh thi phai ghi chit “TL” (thira 1énh) vao truée chirc
vu ngudi dimg dau t6 chire; vi du:
TL. GIAM BOC
TRUONG PHONG TO CHU'C HANH CHINH
- Trudng hop ky thira UY QUYEN thi phai ghi chit “tug” (thira Gy quyén)
vao trrde chire vu ngudi dong ddu t6 chic; vi du:
TUQ. GIAM POC
PHO GIAM POC
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b. Chirc vu cia ngudi ky

Chirc vu ghi trén vin ban [A chitc vu ldnh dao chinh thire cia ngudi ky vén
ban cha td chie.

Chire vu (Chire danh) ctia ngudi ¢6 quyén ky cdc van ban cia Cong ty o
phin Lilama 18.1 duge quy dinh tai Pidu 1 Céng ty,

c. Ho tén bao gdm: ho, tén dém v tén cia ngudi ky viin ban.

Khoéng ghi hoc ham, hoc vi (néu ¢o) trude ho, tén ngudi ky, trir cac vin ban
giao dich, van ban cia t4 chirc hanh chinh sy nghiép.

2. Ky thuét trinh bay

Quyén han, chirc vu cia ngudi ky vin ban duge trinh bay tai 6 s6 7a; chirc
vu khac cta ngudi ky duge trinh bay tai & 7b; céc chit in hoa viét tit nhu “TM”,
“KT”, “TL”..., c& chit tir 13 dén 14, kiéu chit ding, dam.

Ho, tén ngudi ky vin ban duge trinh bay tai 6 s6 7b, bang chit in thudng, c&
chit 13 dén 14, kiéu chit dirng, dém, dugc dat canh gifta so voi quyén han, chirc vu
cla nguoi ky;

Céng ty Lilama 18.1 ding ddu khic ho, tén, quyén han, chic vu ctia ngudi
ky dé déng vao van ban;

Chir ky cta ngudi cé thdm quyén duge trinh bay tai 6 s 7c.

Pidu 12: Diu cia don vi, tb chitc

1. Viéc dong ddu trén vin ban dugc thyc hién theo quy dinh tai Khoan 2 va
Khoan 3 Didu 26 cua Nghi dinh sé: 110/2004/ND-CP, ngay 08 thang 4 nim 2004
ctia Chinh pht vé& cdng téc Van thu va quy dinh cla phap luat c6 lién quan; Viée
dong diu giap lai déi voi viin ban, tai lidu va phuy luc duge quy dinh tai Khoan 4 bidu
26 cuia Nghi dinh 110/2004/ND-CP.

2. Déu ctia tb chirc dugc trinh bay tai 6 s6 8; ddu gidp lai dwgc dong diu
vao khoang gitta mép phéi cia vén ban hodc phy lyc vén ban, trom 1én mot phé‘in cac
td gify;

3. DAu cua Cong ty cb phén Lilama 18.1 duge st dung dya trén co s&
“Gidy ching nhén dang ky mu ddu” do Phong canh sat quan Iy hanh chinh v& trét ty
x& hoi, Cong an Thanh phé Ho6 Chi Minh cép; Viée quan 1y va st dung con diu coa
Cong ty duge quy dinh rd tai Khoan 4 Pidu 26 ctia Nghi dinh 110/2004/ND-CP.

Pidu 13: Noi nhin

1. Thé thirc

Noi nhén xé4c dinh nhitng t§ chire, don vi va cic nhén nhén vin bin ¢6 trach
nhiém: xem xét, giai quyét; dé thi hanh; dé kiém tra, gidm sét; dé bao céo; dé phéi
hop thuc hién; dé biét va luu.

Noi nhén phai duge x4c dinh cu thé trong vin ban,

2. K¥ thuét trinh bay

Noi nhén duge trinh bay tai 6 s& 9a va 9b;
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Tai 6 9a duge trinh bay: TU “Kinh gii” va tén td chirc, don vi cdc nhan
dugc trinh bay chit in thudng, ¢& chit 13 dén 14, kiéu chit ding, dam,; vi du:

Kinh giti: Thi trwéng ciac phong, ban va don vi trye thugc Cong ty

Tai 6 9b dugc trinh bay: Tir “Noi nhén” duge trinh bay dong riéng (ngang
hang v6i dong chit quyén han, chirc vu ngudi ky van ban va st 18 tréi)

Phén 1iét ké cac td chire, don vi, c4 nhin dugc trinh bay chir in thuong, c&
chit 11, kiéu chix dimg; mdi td chirc, dcm vi, ¢4 nhén...dugc trinh bay mﬁt dong
riéng, ¢o gach dau dong va sat 18 trai, cudi dong ¢ diu () riéng dong cudi cling cé
diu () tiép theo 1a chit viét tit “VT” (Vin thu), don vi soan thao va s6 hrong luu vin

ban; vi du:
Noi nhén: GIAM POC
-Céc don vi (hoic Nhur trén): D& thi hanh
-HDPQT: Pé bdo cho

-CP: Dé biét (hosic D& phbi hop thyc hién)

......

: .-L‘u’u: Vj.“, don vi soan thao, s& lugng huu (khi viin ban
cén thict phai ghi).
Picu 14: Cdc thanh phan khac

1. Thé thic
Bao gbm
a. D4u chi murc do mat;
b. DAu chi mirc do khén;
c. Vian ban c6 pham vi, dbi tugng duge phé bién han ché (Khi xem xong

phai trd lai);

d. Van ban c6 thé duge bd sung cdc thanh phén: dién thoai, fax, e-mail,
website...;

e. Trudng hop vin ban cin duge quan Iy chat chd thi phai dénh s luong
ban phat hanh, k¥ hiu ngudi danh may;

f. Vin ban c6 phy luc thi phai c¢6 chi dn vé phu lue; phy Iyc vin ban phai
cé tiéu dé; Néu c6 02 phu luc trér 18n phai danh & thir ty phy luc bing chit s6 La M3;

g. Vin ban ¢6 02 trang tr& 18n phai danh s trang,

Diéu 15: Tha tye trinh ky vin ban

1. Hb so, vin ban, tai liéu cia Cong ty truge khi trinh 1anh dao ky duyét
phai duoc thi trudng céc phong, ban, don vi kiém tra k§ va k¥ xéc nhén (ky nhéy)
vao bén phai dong chitc danh, chitc vu ctia ngudi ky hd so, van ban, tai lidu.

2. Hd so, vin ban, tai lidu. ..ky duyét duge tap trung tai Vin thu. Nhan vién
Vin thu s& truc tiép trinh lanh dao Céng ty ky duyét.

3, Trudng hop khén, thi thi trudng céc phong, ban, don vi trye tiép dé nghi
Lanh dao ky duyét ngay.

0¥




Chuong IIT: TO CHU'C THU'C HIEN

Ditu 16: Piéu khoan thi hanh

1. Quy dinh nay c6 hiéu lyc tir ngdy k¢ quyét dinh ban hanh,

2. Kém theo quy dinh ndy co:

- Phu luc huéng din céch trinh bay, soan thao vin bén;

- Phu luc céac vin ban;

- Phu lyc cdc mAu biéu coa Cc“)ng ty.

3. Tr ong thori gian thuc hién néu ¢ ndi dung ndo chua phu hop, dé nghi cac
don vi d& xuét v kién v6i Phong T chirc — Hanh chinh trinh Gidm dbc xem xét

diéu chinh.
GIAM POC

L
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PHAN II
HUGONG DAN AP DUNG CAC BIEU MAU

PHU LUC I
BANG VIET TAT TEN LOAI VAN BAN
(Theo théng tu s6 01/2011/TT-BNV, ngay 19 thang 01 nam 2011 cd Bo Noi vu)

Céng ty chi Iya chon nhitng viin ban phi hop dé ép dung;

STT Tén loai vin ban Chit viét tét
1 Nghj quyét NQ
2 Quyét dinh QP
3 Chi thi CT
4 Quy ché QC
5 Quy dinh Qyb
6 Thong bao TB
7 Huéng dan HD
8 Chuong trinh CTr
9 K& hoach KH
10 Phuong an PA
11 |Péan DA

12 Du 4n DA
13 Béo cdo BC
14 Bién ban BB
15 T& trinh TTr
16 Hop dong HD
17 Codng vin CV
18 Ban ghi nh¢ GN
19 Ban cam két CK
20 Ban thoa thuin TTh
21 | Gidy chiing nhan CN
22 Gidy giao nhiém vu GNV
23 Gidy Gy quyén UQ
24 | Gidy moi GM
25 | Gidy gi6i thidu GGT
26 | Gidy nghi phép GNP
27 | Gidy bién nhén BN
28 Giy béo goi GB
29 | Phiéu gui PG
30 | Phiéu chuyén PC

AD



PHU LUC 2

SO PO BO TR CAC THANH PHAN THE THU'C VAN BAN
(trén kho gidy Ad: 210 mm x 297 mm)

30-35mm

11: DAu thu hdi & chi dAn pham vi
20-25mm - hru hanh

2: Tén 6 chive ban hanh viin bin

3: 86, ky ma hiéu ciia viin ban

1: Quéc hidu (hojic Logo ctia td chire)

4: Dja danh, ngay, thing, nim ban hinh VB

5b: Trich yéu ndi dung vin ban

5a: Tén loai v trich yéu ndi dung viin ban

10a: Déu mic 46 mét

9a: Noinhin vin bin

10b: DAu mite dj khin

12: Chi ddn v dir thio VB

N

N

6: NOI DUNG VAN BAN

15mm-
20mm
o

9h: Noi nhn

13: K3 higu ngudi
ddnh miy & SL
phét hanh (khing
bit bufc)

7a: Quydn han, chive vy nguwdi

: 7¢: Chir k¥
Diu ) € Ly

7b: Hg, tén nguti ky

14: Pia chi cita td chive, Pién thoai, Fax, E-mail, Website... (iKhéng biit budc ghi)




PHU LUC 3
MAU VAN BAN HANH CHINH

1. MAu vin ban thye hién theo Théng tw s6 01/2011/tt-bnv, ngy 19 thang 01
nim 2011 ciia B§ N§i vy

2. Cac miu nay di duge Cong ty C5 phin Lilama 18.1 thyc hién, bac gdm:
- MAu 1: Nghi quyét (c4 biét)

- MAu 2: Nghi quyét Hji ddng quan trj

- MAu 3: Quyét dinh (quy dinh tric tiép)

- MAu 4: Quyét dinh (quy dinh gidn tiép)

- MAu 5: MAu viin ban (ban hanh kém theo quyét dinh)

- MAu 6: MAu vin ban c6 tén loai khac

- MAiu 7: MAu c¢éng vin

- MAu 8: miu gidy moi

- MAu 9: miu gidy gidi thiéu

- M&u 10: miu gidy bio

- MAu 11: MAu bién ban

- MAu 12: MAu Gidy nghi phép

A2



MAu 1 : Nghi quyét (c4 biét)
TEN CO QUAN, TO CHUC CHU QUAN (1)  CONG HOA XA HOI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUC (2) Pje lap - Ty do — Hanh phitc
86:..../NQ-......(3) ...(4)...,ngay ... théng .... nam 20...
NGHI QUYET
......... (5)eereennns
THAM QUYEN BAN HANH
L0 1 7§ PR
L0 1 101 | U
QUYET NGHI:
Pieu Li. .. (B) i
DU 22 e
DU 3L et
Noi nhén: QUYEN HAN, CHUC VU NGUOI KY
~-Nhu Diéu...; (Chit ky, dau)
-Luu VT, ...(8) Axx(9) Ho va tén
Ghi chna;

(1) Tén co quan chi quan tryc tiép.

(2) Tén co quan, td chirc ban hanh Nghj quyét.

(3) Chir viét tit co quan, t& chirc ban hanh Nghi quyét.

(4)Pia danh.

(5) Trich yéu ndi dung Nghi quyét.

(6)N6i dung Nghi quyét .

(7)Chit viét t&t don vi soan thao vin ban va sb luong ban luu (néu cin thi ghi,
khéng bit budc).

(8)Ky hiéu ngudi danh mdy, sb phat hanh (ndu cin thi ghi, khong bét budc).
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MAu 2 : Nghj quyét Hoi ddng quan trj
TEN CO QUAN, TO CHUC CHU QUAN (1)  CONG HOA XA HQI CHU NGHIA VIET NAM

TEN CG QUAN, TO CHUC (2) Pic lap — T do ~ Hanh phie
S6:..../NQ-......0(3) ...{4)..., ngdy ... thang .... nim 20...
NGHI QUYET
......... ) NPT

...................................................................................................
...................................................................................................

...................................................................................................

Noi nhén: T/M BHOI PONG QUAN TRI
-Nh bidu.. .; CHU TICH (7)
(Chit ky, déu)
-Lun VT, ...(8) A.xx(9)
Ho va tén

Ghi chi:
(1) Tén co quan chu quan truc tiep (Vidy: cia Lilama 18.1 14 : HOI PONG

THANH VIEN CONG TY CO PHAN LILAMA 18).

(2) Tén co quan, 6 chirc ban hanh nghi quyét (Lilama 18.1: HOI PONG QUAN
TRI CONG TY cO PHAN LILAMA 18.1).

(3) Chir viét tt co quan, tb chtre ban hanh Nghi quyét (.../NQ-IDQT-LLM18.1).
(4) bia danh (Thanh phé H3 Chi Minh,...)

(5) Trich yéu nodi dung Nghi quyét.

(6) Néi dung Nghi quyét .

(7) Chtrc vu ngudi k¥ nghj quyét , truomg hop Phé Cha tich giao ky thay thi ghi
chit (KT) vao trude chirc vu phé Chu tich.

(8) Chir viét tat don vi soan thao viin ban va s6 lugng ban luu (néu cin thi ghi,

khéng bt bude).
(9) Ky hiéu ngudi danh mdy, sb ban phat hanh (neu cAn thi ghi, khong bét budc).



Mau 3 : Quyét dinh( quy dinh trye tiép)

TEN CO QUAN, TO CHUC CHU QUAN (1) CONG HOA XA HOI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC (2) Péc 1ap — Tw do — Hanh phnic
S6: 3YNQ-.......(4) ...(5)..., ngdy ... thang .... nim 20...
QUYET PINH
V& vidcue(6)erennen
THAM QUYEN BAN HANH...(7)...

CaANCl:. o ) I PP P
CHN Gl e (D)
QUYET PINH
Dieu Lo (L0) i

DBU 20uu ittt
DU B2 e e
Noi nhin: QUYEN HAN, CHUC VU NGUOI KY (11)
~Nhur Didu...; (Chir ky, dau)
-Lwu VT, ...(12) Axx(13) Ho va tén
Ghi ch: ) ) . X

(1) Tén co quan chti quén tryc tiép (Vi dy: cia Lilama 18.1 1a CONG TY CO PHAN

LILAMA 18).

(2) Tén co quan, td chirc ban hanh Quyét dinh (CONG TY CO PHAN LILAMA 18.1);
C6 thé thay bang Logo nhu Muc b Khoéan 2 Piéu 6 cha Quy dinh nay.

(3) S6 quyet dinh dugc tnoh luc tai sb hru van thu,

(4) Chir viét tit co quan, td chirc ban hanh Quyét dinh (.../QD-LLM18.1).

(5) Dia danh (Thanh phé Hb Chi Minh,...)
(6) Trich yéu ndi dung Quyét dinh (Vi du: V& vidc bd nhiém, khen thudng, ky ludt, trg

¢ép...)

(7) Tham quyen ban hanh ra quyet dinh, néu la nguoi dimg dau thi ghi chire vy ngudi
dimg dau (Vidu GIAM DOC) néu 12 tap thé thi ghi t6 chire tap thé (Vi du: HOI
PONG QUAN TRI ..., BAN CHAP HANH CONG POAN...)

(8) Néu cén ctr truc tlep de ban hanh ra quyét dmh (vin ban thanh 18p,quy dinh chirc

* niing, nhiém vy, quyén han...ca co quan, tb chiic)

(9) Céc vén ban phép Iy lién quan trye tiép dén van d& giai quyét ndi dung QD

(10) Noi dung quyét dinh.

(11) Nhu quy dinh tai (7), treong hop ky thay thi ghi KT trude chirc danh

(12) Chit viét tét don vi soan thao vin ban va sb lugng ban hru (néu céin thi ghi, khong

bét budc).
(13) Ky hiéu ngudi danh may, sb phat hanh (néu cén thi ghi, khéng bét bude).



MAu 4 : Quyét dinh( quy dinh gin tiép) (%)

TEN CO QUAN, TO CHUC CHU QUAN (1) CONG HOA XA HOI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC (2) Pic lap — Tw do — Hanh phic
86: ... /QD-....... (3) (4)...., ngdy ... thang... ndm 20...
QUYRT PINH
Ban hanh (Phé duygt)...... 6) TSI
THAM QUYEN BAN HANH ... (6)...
Cincllo.ooiiiiiiic e ) T P
Cén c{r ................................. ;
KELAE NN CTAL. ..ttt e e
QUYET PINH:
Bié:‘:u 1: Ban hanh (Phé duyét) kém theo Quyét dinh nay...(5)
£ 5 ) 101 ) B/ T PT
Noi nhén: QUYEN HAN, CHUC VU NGUOIKY (8)
Nhu didu...; (Chit ky, dau)
Luu VT, ...(12) Axx(13) Hpo va tén

Ghi chii;
(*) MAu ndy 4p dung dbi véi cac quyét dinh (c4 biét) ban hanh hay phé duyét mot vén ban khéc
nhu: Quy ché, quy dinh, chirong trinh, k& hoach , dé 4n , phuong én...

(1) Tén co quan chi quan trye tidp (Vi du: cita Lilama 18.1 13 : HOI DONG THANH VIEN
CONG TY CO PHAN LILAMA 18).

(2) Tén co quan, t chirc ban hanh Quyét dinh (CONG TY CO PHAN LILAMA 18.1).C6 thé
thay bing Logo nhu muc b Khoan 2 Didu 6 ciia Quy dinh nay.

(3)86 quyét dinh duoc ghi tai s6 huu vin thu.

(4)Pia danh (Thanh phd 116 Chi Minh,...)

(5)Trich yéu ndi dung Quyét dinh (Vi du: V& viée ban hanh Quy ché, V& viéc phé duyét ké
hoach 1§ chirc Pai hdi; cong tic thanh tra, kiém tra...).

(6) Thim quy&n ban hanh ra quyét dinh, néu 13 ngudi dimg d4u thi ghi chite vu ngudi ding
dAu(Vi du: GIAM DOC), ndu 12 tap thé thi ghi t6 chirc tap thé (Vi dy: HOI DPONG QUAN
TRI...) :

(7) Néu cin it truc tiép dé ban hanh ra quyét dinh (vin ban thach 1ap,quy dinh chic néng,
nhiém vuy,...)

(8)Quyén han chirc vu cia ngudi ky 12 ngudi dimg dau td chitc (Gidm dbe...), trudmg hop thay
mit tap thé lanh dao thi thém “TM”, néu 1a cip phé dugc giao ky thay thi thém “KT” trute
chirc vu ngudi dimg diu, |

(9) Chit viét tét don vi soan thao viin ban va s& Iuong ban luu (ndu cin thi ghi, khéng bét
budc).

(10) K hiéu ngudi dénh mdy, sb phat hanh (néu cin thi ghi, khéng bit bugc).

AC



MAu 5: MAu viin ban (ban hanh kém theo quyét dinh)(*)
TEN CO QUAN, TO CHUC CHU QUAN (1) CONG HOA XA HQI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUC (2) Poc lap — Tw do — Hanh phiic
TEN LOAI VAN BAN
LE N .0(1) CCCCCCC
(Ban hanh kém theo quyét dinh b 1 .../QD-.../ngdy...thang...ndm...cla...)
Chwong I
QUY DINH CHUNG
DHBU L.t
) 111 I S TP PERPUPPPS PRSP
Chuong ...
8 D 11 g P PR S
5 ) 2 | R SO TP PP PRTTRU P
) Chwong...
PIEU KHOAN THI HANH
DU tou ettt et
5112 T SUTUUTU RO OO PO PPP PRI
QUYEN HAN, CHUC VU NGUOIKY
(Chir ky, dong dau)
Ho va tén
Ghi chu:

(*) MAu nay 4p dung dbi v6i céc vin ban duge ban hanh kém theo quyét dinh (gidn tiép-Mau 4).

(1) Tén v trich yéu ndi dung vén ban (vi du: QUY CHE QUAN LY THIET B] THI
CONG CUA..)

AT



MAiu 6: MAu vin ban c6 tén loai khéc (¥)
TEN CO QUAN, TO CHUC CHU QUAN (1) CONG HOA XA HQI CHU NGHIA VIET NAM

TREN CO QUAN, TO CHUC (2) Dic lap — Tw do — Hanh phic
S6: ...l (3)-.(4) | ...(5)...., ngay .... théng.... ndm 20...
TEN LOAI VAN BAN(6)
......... ) T
................................................... ()it
Noi nhén: QUYEN HAN, CHUC VU NGUOI KY €))
s} (Chu ky,déng déu)
-Luu VT, ...(10) Axx(11) Ho va tén
Ghi cha:

(*) MAu ndy 4p dung ddi v6i cac vin ban hanh chinh ¢6 ghi t€n loai cy thé: Chi thi;
To trinh; Thong bao; Bao cao; Chuong trinh; K& hoach ; P& 4n .

Riéng t& trinh ¢6 thém thanh phan “Kinh gti” tai 8 9a trong so do thanh phén vin
ban.
(1) Tén co quan chu quan truc tiép (Vi du: cua Lilama 18.1 1a : HOI PONG THANH
VIEN CONG TY CO PHAN LILAMA 18).
(2) Tén co quan, td chirc ban hanh viin ban (Lilama 18.1: HOI PONG QUAN TRI
CONG TY CO PHAN LILAMA 18.1).C6 thé thay bing logo nhu muc b Khoédn 2
didu 6 cta Quy dinh nay
(3) Tén Vzet tat loai vén ban (trong phu luc 1).
(4) Chit viét tét co quan td chirc.
(5) Pia danh (thanh phé Hb Chi Minh,...)
(6) Tén loai van ban
(7) Trich yéu ndi dung vin ban
(8) Noi dung vén ban
(9) Ghi quyen han chirc vy ctia ngudi ky vin ban, néu 13 ngudi ding dau thi ghi chire
vu ngudi dimg ddu (Vi du: GIAM POC), néu tap thé thi ghi t6 chirc tap thé (Vi du:
HOI BONG QUAN TRI...), trudng hop thay mit tap thé [inh dao thi thém “TM”,
néu 13 cép pho duge giao ky thay thi thém “KT” trude chirc vu ngudi ding dau.
(10) Chtr viét tit don vi soan thao vin ban va sé luong ban luvu (néu cén thi ghi, khong

bét budc).
(11) Ky hidu ngudi dénh méy, sé phat hanh (néu cin thi ghi, khong bét budc).



Miu 7: MAu cong viin
TEN CO QUAN, TO CHUC CHU QUAN (1) CONG HOA XA HQI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUC (2) Poc lip — T do — Hanh phiic
S6: ..ot (3)- (D) ...(5)....,ngay .... thang.... nam 20...
(VN oo (6).ccnnn.... )
Kinh giri:
............................................. ()
Noi nhén: QUYEN HAN, CHUC VU NGUOIKY (8)
e (Chit ky, dong dau)
-Lwu VT, ...(9) Axx(10) Ho vi tén
Ghi chu:

(1) Tén co quan chi quan tryc tiép (Vidu: cta Lilama 18.1 la: HOI PONG
THANH VIEN CONG TY CO PHAN LILAMA 18).

(2) Tén co quan, t& chire ban hanh vin ban (CONG TY CO PHAN LILAMA 18.1);
C6 thé thay bing logo nhu muc b Khoan 2 Pidu 6 ciia Quy dinh nay

(3) Chit viét tit tén co quan, t6 chirc ban hanh céng van.

(4) Chir viét tét don vi soan théo cdng vin.

(5) Pia danh (Thanh phd Hd Chi Minh,...)

(6) Trich y&u ndi dung cong vin.

(7) N6i dung vin ban.

(8) Ghi quyén han chirc vu ctia ngudi ky vin ban, néu 13 ngudi ding déu thi ghi
chite vu ngudi ding ddu (Vi du: GIAM DOC), néu tap thé thi ghi td chuc tap thé (Vi
du: HOI DC)NG QUAN TRI...), trudng hop thay mit tap thé lanh dao thi thém
“TM”, néu 13 cép phoé dugc giao ky thay thi thém “KT” trude chire vu ngudi dimg
dau.

(9) Chit viét tit don vi soan thio vin ban va s§ hrgng ban luu (néu cén thi ghi, khong

bit bugc).
(10) Ky hiéu ngudi danh méy, sb ban phat hanh (néu cdn thi ghi , khéng bét budc).
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MAiu 8 : Gidy moi
TEN CO QUAN, TO CHUC CHU QUAN (1)  CONG HOA XA HQI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUC (2) * Dje 1ip — Ty do - Hanh phiic
S&: .. JGM-.....(3) ...(4)....,ngay .... thang.... nam 20...
GIAY MOIT
....... (C)
()i trin trong kinh mdi
Ong (Ba).. oo () PP P
oL AU o e (7)o
Thof gan. ...ooovvvviiiii
DA GBI oot
Noi nhén: QUYEN HAN, CHUC VU NGUO1 KY (8)
e (Chit ky, dong déu)
~Luu VT, ...(9) Axx(10) Ho va tén
Ghi chi:

(1) Tén co quan chi quan truc tiép (Vidy: cua Lilama 18.1 14 : HOI PONG
THANH VIEN CONG TY CO PHAN LILAMA 18).

(2) Tén co quan, td chitc ban hanh gidy moi (CONG TY CO PHAN LILAMA
18.1).C6 the thay bang logo nhu muc b Khodn 2 Piéu 6 ctia Quy dinh nay

(3) Chir viét tit tén co quan t chire.

(4) Dia danh (thanh phd H6 Chi Minh,...)

(5) Trich yéu ndi dung vén ban.

(6) Tén co quan, t& chic, ho, tén, chirc vu ctia ca nhan va don vi cong tac duge moi.
(7) Tén ndi dung li€n quan dén gidy moi.

(8) Ghi quyén han chirc vu ctia ngudi ky vén ban, néu 13 ngudi dimg dau thi ghi
chirc vu ngudi ding du (Vi du: GIAM BOC), néu tap thé thi ghi t& chirc tap thé (Vi
du: HOI1 DONG QUAN TRI...), trudng hop thay mit tip thé 13nh dao thi thém
“IM”, néu 13 chp pho duge giao ky thay thi thém “KT” trwde chire vu nguoi dimg
dau.

(9) Chir viét tht don vi soan thao vin ban va s6 lugng ban luu (néu cin thi ghi,
khéng bt budc).

(10) Ky hiéu ngudi danh may, sé phat hanh (ndu can thi ghi, khong bét budce).



Mau 9 : Gidy gi6i thidu (¥)
TEN CO QUAN, TO CHUC CHU QUAN(I)  CONG HOA XA HOI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUC (2) Déc Iip — Tw do — Hanh phiic
86: ..../GGT-.......(3) ...(4)....,ngay .... thang.... ndm 20...
GIAY GIOI THIEU
() e tran trong gidi thiéu

Ong (Ba).....ooiiiiiiciia (5]
0311 (o1 | L O P P
bugc cir QeI e, () et
Vé AT eSO U PR PPPPPIPI
D& nghi QU O qUAN......eeoeeiiieiiiiiiiiine tao didu kién dé Ong (B2) c6 tén

& trén hoadn thanh nhiém vy.
Gidy nay c6 gia tri dén hét ngdy...thang...nim...

Noi nhén: QUYEN HAN, CHUC VU NGUOT KY (7)
-Nhu diéu...; (Chu’ ky, déng diu)

~Luan VT, ...(12) Axx(13) Hg va tén

Ghi chi:

(*) Gidy gi6i thiéu co thé sir dung mau in sén
(1) Tén co quan chi quan tryc tiép (Vidy: cua Lilama 18.1 la: HOI BPONG
THANH VIEN CONG TY CO PHAN LILAMA 18).
(2) Tén co quan, t8 chitc ban hanh Gidy gidi thigu.
(3) Chir viét tit co quan td chic.
(4) Dia danh (thanh phd H Chi Minh,...)
(5) Tén co quan, to chirc, ho, tén, chirc vy, cia c¢d nhén va don vi dugc gidi thi€u

(6)T€n co quan, td chire duge gidi thiéu 61 lam vige
(7) Ghi quyén han, chtrc vu ngudi ky gidy.
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MaAu 10 : Gidy bao (¥)
TEN CO QUAN, TO CHUC CHU QUAN (1)  CONG HOA XA HOI CHU NGHTA VIET NAM

TEN CO QUAN, TO CHUC (2) Déc 14p — Tw do — Hanh phic
Sb: ... JGB-....... 3) ...(4)....,ngay .... thdng.... ndm 20...
GIAY BAO
Lan bao........(5)
(D) bao goi

ONZ (BA).ovvveeee el (6) e
Dang cong tac tai don vit.......ocooeen, (D)
VR 8Lt (8) ittt
Thaoi glan ........................................ (D)
Dé giai quyet 1 (- P Y

...................................................................................................

Yéu cau Ong (B2) ¢6 tén chip hanh nghiém thoi gian ¢ mit duge quy dinh trén.

Noi nhin: QUYEN HAN, CHUC VU NGUOI KY (10)
-Nhur trén; (Chit ky, déng dau)
-Luw: VT

Ho va tén

Ghi cha:
(*) Gidy bso goi dung thdng bao cho CBCNV vé& don vi, 18 chirc giai quyét cong viéc.
(1) Tén co quan chi quan truc tiép.
(2) Tén co quan, b chitc ban hanh Gidy goi.
(4) Dia danh (Thanh pho Hb Chi Minh,...).
(5) $& 14n phat hanh Gidy bso so v&i 1in bao goi trude.
(6) Ho, tén (c6 thé thém cac thong tin lién quan: nghé, bac...) clia ngudi dugce béo
goi.
(7) Noi ngudi dwge bao goi dang cong tac.
(8) Noi gép ngudi duoc bao goi dé giéi quyét cong vi€e lién quan.
(9) Thoi gian hen ngudi dwoce bao goi dé giai quyét cong viéc.
(10) Ghi quyén han, chirc vy ngudi ky gidy.



M3u 11 : Bién ban
TEN CO QUAN, TO CHUC CHU QUAN (1)  CONG HOA XA HQI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHU'C (2) Pée lap — Tw do — Hanh phiic
S6: ..../BB-.......(3) X
BIEN BAN
o G B
Thoti gianbat dau.........oooici.
Diadiém: ..o
Thanh phan tham du:................
Chil tr (Gl t0a) . ..t e e
Thu ky (Ngudi ghi BB oo e e

...................................................................................................

Cude hop/ hdi nghi/hdi thao. . két thiic vao gid..., ngdy...thang...ndm.../.

THU KY CHU TQA
(Chit ky) (Chit ky, dau (néu co))
()
Hg va tén Ho va tén

Noi nhin:
e ;

Luw: VT, hd so.

Ghi chi:
(1) Tén co quan chl quan truc tiép.
(2) Tén co quan, t6 chiic ban hanh BB.
(3) Chit viét tit tén co quan tb chirc.
(4) Tén cude hop, hoi nghi, hdi thao. ..
(5) Ghi quyén han, chiic vu (néu cén),
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M@u 12 : Gidy nghi phép
TEN CO QUAN, TO CHUC CHU QUAN (1)  CONG HOA XA HOI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUC (2) Poc ¥p — Tw do — Hanh phiic
../GNP....(3) ...(4)....,ngdy .... thing.... nam 20...
GIAY NGHi PHEP

Xét don xin nghi phép ngay......... [EPTTToT ciaOng (Ba)....ooveevviiiiiinnen.
............................................. (2)eir e

Ong (Ba)i.o.oviiveeieiiiiaeniininnenen (5)....
0101 {o U O PP NN
Nghi phép ndm:. ...trong thdi gian:.. ké tir ngdy...... dén hétngay ......
Tal oo () e

Noi nhin: QUYEN HAN, CHUC VU NGUOI KY
- (D (Chit ky, dong déu)

-Luu: VT,...(8)... Hog va tén

Xac nhan clia co quan (tb chirc)
Hodc chinh quyén dia phuong
Noi nghi phép
(Chit ky, déng dau)

Hpo va tén

Ghi chi:
(1) Tén co quan cht quan trye txep
(2) Tén co quan, t6 chiic b thim quyen cép Gidy phép.
(3) Chir viét tit co quan td chirc cap GP.
(4) bia danh.
(5) Ho, tén, chic vy, va don vi cong tac ctia ngudi dugc cip GP.
(6) Noi nghi phep.
(7) Ngudi duge cap GP.
(8) Chir viét tit cia don vi soan thao GP, s6 lwgng ban luu (néu can).
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PHULUCIV
MAU VAN BAN KHAC

1. MAu viin ban thye hién theo Théng tuw s 01/2011/TT-BNV, ngay 19
thang 01 nim 2011 cia B N§i vu.

2. Céc miu ndy da dwge Cong ty C5 phin Lilama 18.1 thye hign, bao gdm:

- MAu 13: Gidy iy quyén

- MAu 14:Gify giao nhidm vu -

- MAu 15: Pon xin nghi vige

- MAu 16: Pon xin nghi phép

- MAu 17: Bin ty kiém diém c4 nhin
- MAu 18: MAu bién bin hop k¥ luét



MAu 12 : Gidy iy quyén

CONG TY CO PHAN LILAMA 18 CONG HOA XA HQI CHU NGHIA VIET NAM
CONG TY CO PHAN LILAMA 18.1 Poc Hip — Ty do — Hanh phic
GIAY UY QUYEN

V/v iy quyén ...(1)...

-Cénctr...(2)...
-Céncet...(3)... .
Nay (4) ban hanh Giay Gy quyén vdi ndi dung sau:

LNGUOI UY QUYEN: @)

=D G o e
- Théng tin khac (Dién thoai, fax, email...)

1L NGUOI DPUQC UY QUYEN: (5)

5 T o1 | O OO
- Thong tin khac (Dién thoai, fax, email...)

IIL. NQI DUNG UY QUYEN:
1. Nguoi duge uy quyen (5) ¢6 trach nhig¢m thay mét (néu Chire danh, chiic vu

ciangudi tai (4) xur Iy giai quyét ,...(ghi tai (1)), gdm:

D)
2. Ngudi dugce ty quyén (5) phai thuc hién cac nhiém vu duge Gy quyén va chju
trach nhi¢ém trude (4) cling nhu trude phap luat Nha nude.
3. Thoi gian hidu lye: Tir ngdy By quyén nay duge ky két dén khi oy quyén méi
(néu c6) duge gia han.
...(6), ngay ... thang... ndm
NGUOIPUQC UY QUYEN NGUOI UY QUYEN
(Ky tén) (K¥ tén va dong diu)

Ghi chu:
(1) Tén ndi dung ty quyén;
(2) Nhitng vén ban phap ly (Luét, Nghi dinh,Théng fur, Didu 1, Quy ché, Quy
dinh...);
(3) Nhitng yéu cau phai xtr Iy;
(4) La ngudi dai dién phdp ludt c6 thdm quyén(Giam dbc, cha tich HDQT);
- (5) La cdp dudi thude quyén;
(6) Pia danh not phat hanh GUQ.



M4iu 14 ; Gidy giao nhidm vy

qONG TY CO PHAN LILAMA 18 CONG HOA XA HOI CHU NGHIA VIET NAM
CONG TY CO PHAN LILAMA 18.1 Djc 1ap — Tw do — Hanh phiic
86: ..../GNV-LLM18.1 o (9)....,ngdy ... thdng.... nim 20...
GIAY GIAO NHIEM vy
Vive...(1)...
GIAM BOC CONG TY €O PHAN LILAMA 18.1
- Cénctr... (2)...
- Canct... (3)...
- Cénci.. (4)...
QUYET PINH

Pitu 1: Giao nhiém vu cho
- Tép thé don vi (c4 nhan) ... (5)...
- Thyc hién nhiém vu ...(1)...
- Moi chi tiét kém theo (néu c6)
Didu 2;
- Tap thé don vi (c4 nhan) chiu trach nhiém vé ...(1)...
- Moi chi tiét ché tai kém theo (néu c6)
- Thoi gian thi hanh: tir ngay ky ban hanh.
Didu 3: ,
-Tép thé phong, ban chiic nang lién quan va don vi (c4 nhan) chiéu quyét
dinh thi hanh gidy giao nhiém vu nay.

Noi nhén | GIAM POC
-Nhu Pidu 1; (Chit ky, dAu)
- (6)... .

~Luu: VT, ...(7), Axx(8) Hg va tén
Ghi chii:

(D Giéy giao nhiém vu dé thue hién mét du 4n, hang muc, mét cong viée,
mdt thiét b thi cong, mot phuong tién. ..

(2) Cén ¢ vén ban ludt.

(3) Cén ctt nhiém vu cu thé

(4) Cién ¢t kha néing cda tip thé, cé nhan nhiém vy duoc giao

(5) Néu tap thé ghi thém chitc danh ngudi ding dau; Néu c4 nhan ghi nghé
nghiép, bac thg...

(6) Cac don vi, ca nhén lién quan.

(7) S6 ban luu.

(8) Ghi tén ngudi soan thao (néu cin).

(9) Dja danh ban hanh gidy GNV.



Mau 15 : Pon xin nghi viéc

CONG HOA XA HOI CHU NGHTA VIET NAM
Pic lip — Ty do — Hanh phiic

PON XIN NGHI VIEC
Kinh gui:

rerens 1)...

meens 2)..
Ho va tén (ngudi lam don):.........ocooioiniinininnn, Mi s6 CBCNV:.............
Nghe nghigp:.. oo Bac i
PON Vi CONE LG ottt e e
Thoi gian vao 1am vide tai COng ty: ..o

Thai gian hgp dong khong xé4c dinh thoi han (hodic ¢6 xc dinh thoi han) hién tai:
...ndm....thang.
Ly do mudn cham dit hgp dong lao ddng trude thot han:

....................................................................................................

Nguwdi lam don Tha truwéng don vi Phong t& chite lao ddng  Giam dée

4 - (3) (2) (M
Ky ghi 16 ho, tén Ky ghi 16 ho, tén Ky ghi r& ha, tén Ky tén & déng déu
Ghi chi:

(1) Ngudi sir dung lao ddng

(2) Ngudi phu trach quan ly lao ding

(3) Ngudri phy trach don vi san xuét, quan Iy LD truc tiép
(4) Nguoi lao dong
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MAu 16 : Pon xin nghi phép

CONG HOA XA HOY CHUNGHIA VIET NAM
Poc lip — Ty do — Hanh phiic

4)..., ngdy... thing... nim...

DPON XIN NGHI PHEP
Kinh gii:
—veene ) T
raree 2)..een. )
Ho va tén (nguoi lam dONY i, M3 s6 CBCNV:......
Ngh€ nghiCp:. ..o BAC i,
DOn Vi CONE tAC ... vttt e
Nghi phép hang nam(ghi nghi phép chandm):...........ooviviiin,
T(f)ng s0 ngay phép chuanghi:........... ngay;
S0 ngdy xin nghi phép dot nay:.......... ngay;
S6 ngayphép conlai: ... ngay;
Téi lam don nay xin nghi phép tir ngay:........... denngaAY:....ooie
N T Dt e e e
Nhén vién ddm duong cong viéc cha toi khi t61 nghi phép (méucd):...............
Nguwdi lam don Thi trweéng don vi
4) 3)
Ky ght 6 ho tén Ky ghi rd ho tén

Ghi chi:
(1) Ngudi quan ly lao dong cua Cong ty
(2) Ngudi phu trach don vi san xudt, quan 1y truc tiép
(3) Nguoi lao dong.
(4) Dia danh, ngdy, thang, nim lam don.



Mau 17 : Ban ty kiém diém c4 nhén

CONG HOA XA HOI CHU NGHIA VIET NAM
Déc 1dp — Tw do — Hanh phiie

BAN TU KIEM PIEM CA NHAN

Ho va tén (ngudi [am kiém Ai8m) e Mi s CBCNV:...........
Nghé nghxep ....................................................... Bac v
DO V] Mg tAC . o e e it e
Nay tdi tu kiém diém ban than v&i nhitng sy viée xdy ra nhu sau:

(Trinh bay toan b s VIEC XAY FA)....ovveiiiii i

-----------------------------------------------------------------------------------------------------

.....................................................................................................

.....................................................................................................

.....................................................................................................
.....................................................................................................

.....................................................................................................

.................................................................................................

................................................................................................
................................................................................................

................................................................................................

(**)..., ngdy... thang ... nam..,
Ngwm VIet kiém diém
Ky va ghi 18 ho, tén

Ghi chu;

(*) C6 hinh thire ky Tudt:

1. Khién trach bing vin ban

2. Chuyén lam cong téc khac c6 mirc lwong thp hon, thoi gian khéng qué 6 thang.
3. Sa thai.

(**) Dia diém viét kiém diém.

S0



MAu 18 : Bién ban hop xem xét ky ludt

CONG HOA XA HOQI CHU NGHIA VIET NAM
Pic 14p — Tw do — Hanh phic

BIEN BAN HQP
XEM XET XU LY KY LUAT

..................................................................................................

Noi dung cude hop bao gdm:

1. Chu tri cude hop doc bién ban sy viéc va tom t4t ndi dung sy viéc x4y ra.
2. Nguoi sai pham ty doc ban kiém diém.

3. Y kién déng gop cia céc thanh vién trong cudc hop.

------------------------------------------------------------------------------------------------

.

Chd tri cudc hop tom tt ¥ kién phat bidu cua céc thanh vién va két luan sy vigc;
Biéu quyét hinh thire ky luat dbi v&i ngudi sai pham.

-----------------------------------------

Thoi gian két thie cude hop e ... gid...,ngdy...thing.. . ndm....
...... ,ngay ... thang...ndm...

Chai tri (chii toa) Thuw ky

Id



PHU LYC V
CAC MAU BIEU

Miu s6 19: Gidy béo gis

Mau s6 20:Mfu bién bén xdc nhin hu héng & siva chita

MAu sb 21: Gidy d& nghij tam ttng

MAu s6 22: Gidy diéu djng phwong tién di lai (diéu xe)

MAu 6 23: Phifu yéu cAu mua dung cu, thiét bj vin phong va vin phong phim
MAu s6 24: Nhit trinh theo déi hoat ddng ciia xe

MAu 56 25: Gidy dé nghi thanh todn

s h r R IR Y -~ r )( L] kd ol
Ngoai ra con cdc mau biéu kém theo thudec cac Quy ché, Quy dinh cia cong ty

khong trinh bay & diy.
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MAu 19 : MAu gidy bso gia

S ) CONG HOA XA HQI CHU NGHIA VIET NAM

Dic 14p — T do — Hanh phiic

HERRN

GIAY BAO GIA
Kinh gti: ...(2)......
Diachir....cooiiiiiiii
Dl FAX
MS T
Xin bdo gia téi Quy khach hang nhitng hang muyc................oooei,
£72) OO , bao gbm
STT Hang muc Quy cich bV tinh SL Dongid | Thanh tién
1
2
3
Téng 56
VAT 10%
CONG :
BANG CRE 1o e e
Raét hin hanh dugce phuc vu Quy khach.
...... (3), ngay...,thang...ndm...
Thi truwéng don vi Nguwdi (hofic don vi) bdo gia
(Duyét) :
Ghi chu:
(1) Bon vi bao giad

(2) Bon vi duge bao gia
(3) Dia diém lam bao gia
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MAu 20 : Mau bién bén xac nhin hw héng stra chita

LILAMA 8.1

CONG TY CO PHAN LILAMA 18.1

LILAMA 18,1 JSC

OFFICE : 9" floor Empire Tower, 26 - 28 HAM NGHI Str, —~ BEN NGHE Ward — Dist, | - HCM City

Tel : 84-8-62843555 - Fax : 84-8-62843777
E-mail: infof@lilamalg- L.com.vn. - Website: wwaw.lifamal8-1.com.vn

BIEN BAN

XAC NHAN HU HONG VA NGHIEM THU
TRUGC VA SAU KHI SUA CHUA THAY THE

Tén may, thiét bi:

S6 méy:

S6 hrong:

Nudce ché tao:

PHAN 1: HU HONG

Tinh trang:
Nguyén nhén:
Bién phap:
) ) Ngay...thang. .. ndm20...
GIAM POC PHONG TC-HC | DPONVIQUANLY! NGUOISUDUNG
Ky va ghi 18 ho, tén
PHAN 2: NGHIEM THU
Noi dung khiic phuc:

Tinh trang sau khi khic phyc:

GIAM DOC

PHONG TC-HC

DON VI QUAN LY

Ngay.. thang...ndm 20...

NGUOISU DUNG
Ky va ghird ho, tén

........................
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MAu 21 : MAu tam ting

CONG TY CO PHAN LILAMA 18.1

GIAY PE NGHI TAM UNG
N 100 L or ittt e e e e
BO Phan cOng tAC: ..o i e e e e
D& nghi tam Wng: ...ooevvvvveri e ddng (BAng chif): ...vvvviereeerrineeeeen
Ly o tam Ung: ..ottt
Thot han thanh tOAN: ... s e
Duy€t tam Gng....oooviii i ddng

Ngay......thang .....ndm 20.....

NGUOI XIN TAMUNG ~ PHU TRACH BO PHAN TP TAICHINHKETOAN  GIAM POC



MAu 22 : Gidy didu ddng phwong tién di lai
CONG TY CO PHAN LILAMA. 18.1

GIAY PIEU XE

(Yéu cau L4i xe va Don vi gin xe thuc hién ding thoi gian va dia diém dd dé€ nghi)

PON VI XIN XE NGUOI DIEU XE TRUONG PHONG TC-HC
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Miu 25

CONG TY CO PHAN LILAMA 18.1 CONG HOA XA HOI CHU NGHIA VIET NAM
Phong Tai chinh - K& todn Déc 1ap _ Tirdo _ Hanh phic
FEx ===gllpg===

Ip HCM, Ngépe... thing ... ndm 201 ..
S6t.iiiviiniennes
NO i
GIAY PE NGHI THANH TOAN s
Kinh givi; Ong Gim Dbe Churrrrnrarrarerenesimrnenins
Ong Truéng phong Thaichinh - Kétodn L
Tén t6i fa:
B9 phén cong tac:
Ly do dé nghj thanh todn:
Céng lénh v cde gify 1o lién quan:
PP P PP TRTRr
U PP PP TET PP G
3.S8tndaimg ... Adng SEPC. i Ngay ...oove. thang ........ nam 201...
4. Tong hgp s6 tién thanh todn:
Chiirng tir Gia tri chiirng Trong d6
TT} $é héa \ , N§i dung chirng tir tr xin thanh Gid chua Thu¢ GTGT
don |8 thing todn thué T.sudt Sé titn
Cong - - -
5 - S8 tién tam (mg con it ooovvvrviii e ddng.
6 -S4 tien tam (g thira phai nOp i QUY: oo ddng, ‘
NGUOI XIN THANH TOAN PHY TRACH BQ PHAN TRUONG P. TC-KT GIAM DOC
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