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S6: 03/2021/QP-LLM18.1

QUYET PINH

Tp. H6 Chi Minh, ngay 08 théng 03 ném 2021

A L) by . 4 Y h Y by b d ~ 2
Ve viée ban hanh Quy dinh cich trinh bay va soan thdo viin bén,
hwéng din ap dung cic bicu miu ciia Cong ty

GIAM POC CONG TY CO PHAN LILAMA 18.1

Can cnr:

- Nghi dinh s&: 30/2020/ND-CP, ngay 05 thang 3 nim 2020 ctia Chinh phi vé& céng

tac Van thu;

- Diéu [¢ hoat dong Cong ty cd ph?m Lilama 18.1;
- Tinh hinh hoat déng va san xuat kinh doanh ctia Cong ty.

Piéu 1:

QUYET PINH

Ban hanh kém theo quyét dinh ndy “Quy dinh céch trinh bay va soan thao van

béan, huéng dan 4p dung cac biéu mau ciia Cong ty CO phén Lilama 18.1”

Piéu 2:

Quy dinh ndy c6 hiéu luc tir ngdy ky quyét dinh ban hanh va ¢ gia trj thay thé

quyét dinh s6 14/2020/QD-LLM18.1 ky ngay 05 thang 10 nam 2020.

Diéu 3:
quyét dinh thi hanh.

Noi nhiin:
- Niurdiéu 3 (dé thi hanh);
- HDPQT (d bdo cdo);
- CP Cong ty (dé r5);
- Lwu: VT Cong ty.

Thu trudng cac Phong, Ban chirc ndng va cac don vi truc thudc Cong ty chlu

cO PHAN

ALILAMAT
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QUY PINH CACH TRINH BAY VA SOAN THAO VAN BAN,
HUONG DAN AP DUNG CAC BIEU MAU
CUA CONG TY CO PHAN LILAMA 18.1
(Ban hanh theo quyét dinh s6: 03/2021/QD-LLM18.1 ngay 08 thang 03 nam 2021 cua
Giam déc Cong ty)

' ‘ PHAN I
CACH TRINH BAY VA SOAN THAO VAN BAN

Ciin cu:

- Nghi dinh sb: 30/2020/ND-CP , ngay 05 thang 3 ndm 2020 cua Chinh phu vé cong
tac Vin thu;

- Piéu 1& hoat dong Cong ty cd phan Lilama 18.1;

- Tinh hinh hoat déng va san xudt kinh doanh ctia Céong ty.

Nay ban hanh Quy dinh viéc ap dyng céc biéu mau, cach trinh bay va soan thao vin ban

trong cong tdc Hanh chinh va Vin thu cia Cong ty, nhu sau:
Chuong I: NHUNG QUY PINH CHUNG

oA Ty F
Diéu 1. Pham vi va doi twong ap dung
Quy dinh nay huéng dan viéc ap dung céc bicu mau, thé thirc va k§ thudt trinh bay céc
vin ban; dugce ap dung doi véi cac phong, ban chirc nang va don vi trye thuge Cong ty.
“A A - o o
Dieu 2. Thé thire vin bin

Thé thére van ban 14 tdp hop cdc thanh phan cau thanh van ban, bao gdom nhiing thanh
phan chung ap dung doéi véi cac loai vian ban va cac thanh phin bd sung trong nhitng truong
hop cu thé cua Cong ty.

Diéu 3. K§ thuit trinh bay viin bian
Céch trinh bay céc biéu mau, viin ban trong quy dinh ndy gom: kho gidy, ki€u trinh bay,
dinh 1€ trang vin ban, vi tri trinh bay cac thanh phan thé thirc, phong chit (font), c& chir (size),
v A ~ N g ok ; I A L v 2 » A ’ =
kiéu chit (model) va cac chi tiét khac duge dp dyng doi véi van ban soan thdo trén may vi tinh
va in ra giay.
oA A ~
Diéu 4. Phong chiv

Phong chir st dung 1a phdng tiéng Viét cua bd ma ky ty Unicode theo ti€u chuan Viét

Nam TCVN 6909-2001.



Diéu 5. Kho gidy, kiéu trinh bay, dinh 1& trang viin bdn va vi tri trinh bay
[. Kho gidy:

- Loai van ban hanh chinh: Khé A4 (210 mm x 297 mm)
- Loai vén ban gidy gidi thi¢u, bién nhén, tam Gng, phiéu xin xe,...: Kho A5 (148 mm x 210

mm)
2. Kiéu trinh bay:

- Loai vain ban hanh chinh dugc trinh bay theo chiéu dai khd gidy A4 (Portrait);
- Loai vin ban bang, bidu ¢ thé trinh bay theo chiéu rong cua trang gidy (Landscape).

3. Pinh & viin ban (déi véi khd A4):

- L& trén: Cach mép trén tir 10 — 25 mm;
-Lé dugi:  Céch meép dudi tor 20 — 25 mm;
- L& trai: Cach mép tréi tir 30 — 35 mnn;

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

4. Vi tri trinh bay cac thanh phén thé thirc vin ban trén gidy khd A4 duge trinh bay theo so
d6 b6 tri (Phuy luc IT kém theo). Vi tr trinh bay céc thanh phdn thé thirc bidu miu trén gidy khd
AS dugc trinh bay theo so dd bd tri (Phu luc V kém theo).

Chwong II: THE THUC VA CACH TRINH BAY VAN BAN
Diéu 6. Ap dung Quéc hiéu va Logo
I. Thé thirc 4p dung

a- Cong ty 4p dung qudc hidu trong céc vin ban giao dich déi ngoai ddi véi cac don vi, td
chirc ngoai ndi bd Cong ty. Qubc higu trén vin ban gdbm 02 dong chi: CONG HOA XA HOI
CHU NGHIA VIET NAM va DPjc lip — Tu do — Hanh phiic;

Ngoai ra c6 tén tb chiic ban hanh vin ban, gdm: |
- Tén ctia to chirc ban hanh vin ban: CONG TY CO PHAN LILAMA 18.1

b- Str dung Logo trong cdc van ban luu hanh ndi b Cong ty va cac don vi thudc Cong ty
c¢d phin Lilama 18.1
- Logo nhén hiéu Cong ty (kich thude: 2.17 x 2.69cm)

N

LILAMA 18.1




- Logo hé thong quan Iy chat hrong va an toan sire khoe nghé nghiép ciia Céng ty (kich thudée:

217 x4.81cm)
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- Tén thiong hiéu, dja chi try so va cdc thong tin giao dich ciia Céng ty (Can clr Giéy chirng
nhin dang ky doanh nghiép cong ty ¢6 phin do Phong ding ky kinh doanh — S¢ Ké hoach va
Pau tur Tp. Hd Chi Minh cip ding ky va thay d6i 1an 5 ngay 01 théng 02 nam 2021): :
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2. K§ thuit trinh bay
a. Truong hop vin ban str dung Québc hiéu

Qudc hiéu duge trinh bay tai 6 s 1, chiém ¥ trang gidy theo chiéu ngang, phia trén, bén phai.

Dong thir 1: CONG HOA XA HQI CHU NGHIA VIET NAM dugec trinh bay chit in
hoa, kiéu ding, ddm, ¢& 13 hogic 14.

Dong thir 2: Pje ldp — Ty do — Hanh phiie dugce trinh bay chit in thuong, kiéu ding,
dam, ¢ 13 hoiic 14 duge dit canh gitta dudi dong 1; Chit cai ddu cum tir viét hoa; gitta cym tir
¢6 gach ndi, cach chit; dudi dong 2 ¢6 ké ngang, nét lién, do dai bing dong chit, cy thé:

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc 1ip — Ty do — Hanh phie

Tén t6 chirc ban hanh van ban trinh bay tai 6 so0 2, chiém %2 trang giay theo chiéu ngang,

phia trén, bén trai.
Tén co quan cap trén va co quan chu quan trinh bay bang chir in hoa, cing c& chir Qudc

hiéu, kiéu chir dirng;
A o 5 \ \ M ~b \ ~ ~ A ‘A . A
Tén co quan ban hanh vin ban trinh bay bang chit in hoa, ciing ¢& chit Quoc higu, kicu
chit dirng, ddm; phia dudi c6 dudong ngang, nét lién cé dd dai bang 1/3 hodc 1/2 d dai dong

chit, cu the:



CONG HOA XA HOI CHU NGHIA VIET NAM

CONG TY CO PHAN LILAMA 18.1
Poc ldp — Tu do — Hanh phie

b. Trudng hop vin ban st dung Logo: Nim trong khu vire 8 s6 1 va 2

Tén thuong hiéu Cong ty duoc trinh bay tai 6 giita, ty 18 chiém 3/6 trang gidy theo chiéu
ngang;
Logo thuong hiéu Cong ty duge trinh by tai 6 bén trai, ty 1& chiém 1/6 trang gidy theo
chidu ngang; Logo hé théng quéan 1y ctia Cong ty chiém ty 1& 2/6 trang gidy theo chiéu ngang ,

cu thé:
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Luwu y: Mot s6 truong hop st dung Logo khdng dat chuan trong vén ban, cy the:
- Logo thirong hiéu hep chiéu ngang.
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Diéu 7: So, ky mé hiéu vin ban

I. Thé thirc
a. SO ctia van ban: 14 s§ thir ty dang ky van ban tai Vin thu Cong ty. S6 duoce ghi bing
chir s6 A—ri\p, bit diu bﬁng s6 01 vao ngay ddu nim va két thac vao ngay 31 thang 12. Sau sb
ndm vin ban 1a ddu (/) ¢6 thé ghi ndm ban hanh dé d& kiém soat.
b. Ky mi higu vin ban: bao gom chit viét tit tén loai viin ban va chit viét tit ctia Cong ty,
vi du:
Quyét dinh: S6: .../20.../0D-LLM18.1
Théng béo: S6: .../20.../TB-LLMI8.1
To tinh: S6: .../20.../TTr-LLMI8.1

2. K§ thuat trinh bay.

S8, ky ma hiéu cua vin ban duoe trinh bay tai 6 s6 3 (bén trai)

Tir “S6” duge trinh bay bing chit in thudng, ky mé hi¢u bing chit in hoa, ¢& chir 12, kiéu
dimg, sau chit s6 ¢6 ddu hai chim (), véi chi s& < 10 phai thém sb 0 ding trudc; gitra sb va ky
hiéu ¢6 ddu gach chéo (/); gitra cac nhom chit cai viét tit co ddu ndi (-). Sau s6 van ban va déu
(/) ghi nam ban hanh dé d& kiém so4t; vi du:

Quyét dinh: S6: 01/2021/0P-LLMI18.1

Théng béo: Sé: 05/2021/TB-LLMI8.1

Piéu 8: Dia danh, ngay, thang, nim ban hanh vin ban

I. Thé thic
a. Dia danh ghi trén vin ban: 1a noi Cong ty va don vi truc thudc dong try s¢ hodic vin
phong giao dich; vi du: Thanh phé H6 Chi Minh; Thanh phé Viing Tau, Huyén Kién Luwong,
Huyén Bén Cadt; Viing Ang...
b. Ngdy, thang, ndm cua vin ban la ngay, thang, nam véan ban dugc ban hanh;
¢. Ngdy, thang, nim cua vin ban phai duge viét day du, cac chi s6 dung chir s6 A-rap;
nhitng chi s6 < 10 phai thém s 0 ding trude; vi du: Thanh phd HS Chi Minh, ngay 05 thang
02 ndm 2021. '
Diéu 9: Tén logi va trich yéu ndi dung cita viin béin
1. Thé thirc
Tén loai viin ban 1a tén cha ting loai vin ban do Coéng ty ban hanh. Khi ban hanh van ban
déu phai ghi tén loai, trir cng vin.
Nbi dung trich yéu ctia vin ban phai ngén gon 1a mdt ciu hodic mot cum tir phan énh khai quat
ndi dung chu yéu ctia van ban,
2. Ky thudt trinh bay
Tén loai va trich yéu ndi dung cua cac loai vin ban cé ghi tén loai tai 6 sb 5a; tén loai vin
ban (quyét dinh, nghi quyét, bdo c4o...va cic loai viin ban khic) dugce dit canh gifta chit in



hoa, c& chit 14, kiéu chit dimg, ddm; trich yéu ndi dung cua vin ban duge dit canh giiia, ngay

dudi tén loai vin ban, bang chi in thuong, ¢ chir 14, kiéu ding, ddm; bén dudi trich yéu co
3 2 reo 1A A R e 3 A 1A N > 3 ~ ’ A .

duong keé ngang, nét lién, chic¢u dai bang 1/3 dén % do dai ctia dong chit trich yéu; vi du:

QUYLET DINH
Vé viée dicu dong CBCNV

Trich yéu ndi dung cong vin dugc trinh bay tai 6 5b, sau chir “V/v” bing chit in thudng, c&
chit 12 dén 13, kiéu chit ding, dit canh gitta dudi s& va ky hiéu vin ban; vi du:

S6: 125/CV-LLMI18.1
V/v phiic déap Cong vin sé: .../..., ngay...thang...ndm...cua...

Diéu 10: Noi dung viin ban

I

Thé thic
A - 3 B \ A > A ’ s p 20 49 ] ~ A A
a. Noi dung vin ban la thanh phan chu yéu ctia vin ban, phai dam bao nhiing yéu cau sau:

Phtt hgp vai hinh thire van ban dugce st dung;

Phu hop véi quy dinh cta phap ludt;

Dugec trinh bay ngén gon, 5 rang, chinh x4c;

Str dung ngdn ngtr viét, cach dién dat don gian, dé hiéu;

Duing tir ngft tiéng Viét phd thong. Dbi véi thuat ngit chuyén mon can xac dinh & noi
dung thi phai dugc giai thich r6 trong van ban,

Chi duge viét tit nhiing tir, cum tir théng dung. Di véi nhitng tir, cum tir str dung nhidu
1an trong vin ban thi c6 thé viét tit., nhung cac chir viét tit lan diu cta tir, cum tir phai
dit trong ddu ngodic don ngay sau tir, cum tor do; vi du: Cén bd cong nhan vién
(CBCNV); Cong ty C6 phén Lilama 18.1 (Lilama 18.1);

Khi vién dan viin ban c6 lién quan, phai ghi day du tén loai, sd, ky ma hi¢u véan ban,
ngdy, thadng, nim vin ban duge ban hanh; vi dy: Cin ctr Nghi dinh sé 30/2020/ND-CP,
ngay 05 thang 3 nam 2020 cua Chinh pht vé cong tdc Van thu.

Trong céc lan vién din tiép theo chi can ghi tén va loai sb, ky ma hiéu vin ban (Nghj
dinh 30/2020/ND-CP).

b. Bo cuc vin ban:
Tly the loai va ndi dung vin ban co6 the ghi phan cén ctr phap ly cling nhu bo cuc phtt hop.
Ky thudt trinh bay

N&i dung van ban dugc trinh bay tai 6 so 6.

Phan ndi dung (ban viin) duoge trinh bay bing chit in thuong va duge dan déu ca hai 18
. o . A ~ - ~ A A ror A e A - o 2
(justify), kicu chir ding, c& chir 13 dén 14 (chua y: phan 11 trong mot vin ban chi dung



mot ¢& chit, phong chir). Khi xudng dong, chit diu dong phai 10 vao tir lem dén
1,27cm (01 default tab); khoang cach gitta cac doan vin (paragraph) dit t6i thiéu 1a 6pt;
khodng cdch giita cdc dong hay cach dong (line spacing) chon t5i thiéu tir cach dong
don (single line spacing), hodic tir 15pt (exactly line spacing) tr&r 1én; khoang cach tdi da
gitra cac dong 1a 1,5 dong (1,5 line).

- Nhiing vin ban cé cén ¢t phép ly dé ban hanh thi sau mdi cin ctr phai xudng dong, cudi
dong c6 déu (), cin et cudi cting két thic bing déu ().

s A A r N - po ;y o e A A
Diéu 11: Quyén han, chive vy, ho tén va chir ky ciia nguoi ¢6 tham quyén
1. The thirc
a. Viéc ghi quyén han cia ngudi ky duge thyc hién nhu sau:

- Truong hgp ky thay tap thé thi phai ghi chit “TM” (thay mét) vao trudce tén tép thé lanh dao
hodc td chire; vi du:
TM. HOI PONG QUAN TRI
CHU TICH

- Trudng hop ky thay ngudi dimg dau o chire thi phai ghi chir “KT” (ky thay) vao trude chirc
vu ngudi dimg dau 6 chae; vi du:

KT. GIAM bOC

PHO GIAM POC
- Truong hop ky thira 1€nh thi phai ghi chit “TL” (thira I€nh) vao truGe chire vy nguai dimg
dau t6 chire; vi dy:

TL. GIAM POC

TRUOGNG PHONG TO CHU'C HANH CHINH

- Trudng hop ky thira UY QUYEN thi phai ghi chit “tuq” (thira tiy quyén) vao trude chire vy
ngudi dimg dau td chire; vi du:
TUQ. GIAM DOC
PHO GIAM POC
b. Chtrc vu ctia ngudi ky
Chire vu ghi trén van ban la chire vy lanh dao chinh thirc ctia nguoi ky vén ban cua t6 chire.
Chtre vy (Chire danh) ctia ngudi ¢6 quyén ky céac vin ban ctia Cong ty Co6 phan Lilama
18.1 dugc quy dinh tai Diéu 1€ Cong ty.
¢. Ho tén bao gém: ho, tén dém va tén cua ngudi ky vin ban.
Khéong ghi hoc ham, hoc vi (néu ¢o) trude ho, tén ngudi ky, trlr cac vin ban giao dich,
viin ban ctia t chire hanh chinh sy nghiép.
2.  K¥ thudt trinh bay



Quyén han, chire vu ctia ngudi ky vin ban duge trinh bay tai 6 sb 7a; chire vu khac cua
ngudi ky duge trinh bay tai & 7b; céc chit in hoa viét tit nhu “TM?, “KT”, “TL”..., ¢& chit tr
13 dén 14, kiéu chit dimg, dam.

Ho, t&n ngudi ky vin ban duge trinh bay tai 6 s 7b, bing chif in thudng, ¢ chir 13 dén
14, kiéu chit ding, dam, dugce dit canh gitra so vai quyén han, chirc vu cta ngudi ky;

. Cong ty Lilama 18.1 ding déu khéc ho, tén, quyén han, chirc vu ctia ngudi ky dé déng
vao vin ban;

Chit ky ctia ngudi ¢é thim quyén duoc trinh bay tai 6 s 7c.

A A > y s R -
Diéu 12: Dau ctia don vi, to chire

1. Viée dong dau trén vin ban duge thue hién theo quy dinh tai Khoan 2 va Khoan 3 Piéu 26
ctia Nghj dinh s: 30/2020/ND-CP, ngdy 05 thang 3 nam 2020 ctia Chinh pht v& cong tac Vin thu
va quy dinh ctia phép ludt c6 lién quan; Viéc dong dau gidp lai dbi voi viin ban, tai liéu va phy luc
duge quy dinh tai Khoan 1 Diéu 33 ctia Nghij dinh 30/2020/ND-CP.

2. DAu cua té chirc duge trinh bay tai 6 sé 8; ddu giap lai dugc dong déu vao khoang gitia
mép phai ctia viin ban hodc phu luc vin ban, tram 1én mét phin cac to gidy;

3. Déu cta Cong ty cd phin Lilama 18.1 duoc str dung duya trén co s& “Gidly chimg nhan
diang ky mau ddu” do Phong canh sat quan ly hanh chinh vé& trat ty xi hoi, Cong an Thanh phd
16 Chi Minh cdp; Vide quan ly va sir dung con déu ctia Cong ty duge quy dinh rd tai Khoan 1
Diéu 33 cia Nghi dinh 30/2020/ND-CP.

Diéu 13: Noi nhén

[. Thé thic

Noi nhan xac dinh nhiing t6 chie, don vi va cic nhan nhdn vin ban ¢6 trach nhidém: xem
xét, giai quyét; dé thi hanh; dé kiém tra, giam sat; dé bao cao; dé phdi hop thue hién; dé biét va
luu.

Noi nhan phai duge x4c dinh cu thé trong vin ban.

2. Ky thudt trinh bay

Noi nhan dugc trinh bay tai 6 s& 9a va 9b;

Tai 6 9a dugc trinh bay: Tu “Kinh gi” va tén td chire, don vi cdc nhan duge trinh bay chir
in thuong, cd chir 13 dén 14, kiéu chir ding, dam; vi du:

“Kinh giri: Thi trwdéng ciac phong, ban va don vi tryc thuge Cong ty”

Tai 6 9b dugc trinh bay: Tur “Noi nhan” dugce trinh bay dong riéng (ngang hang véi dong
chit quyén han, chirc vu ngudi ky vin ban va sat 18 trai)

Phan liét ké cac 6 chire, don vi, ¢4 nhan duge trinh bay chit in thudng, ¢& chii 11, kiéu chi
ding; mdi td chure, don vi, ¢a nhan...duge trinh bay mdt dong riéng, co gach dau dong va sat
1& trai, cudi dong c6 diu (;) riéng dong cudi ciing ¢6 diu (:) tiép theo 1a chir viét tht “VT” (Vin
thu), don vi soan thao va s lugng luu vin ban; vi dy:



GIAM DOC
Noi nhiin:

- Céc don vi (hodic Nhu trén): Dé thi hanh
~HDPQT: Pé bio cho

- CB: Dé biét (hodic D& phdi hop thue hién)

- Laru: V'I:, don 'vi soan thdo, sd luong luu (khi
viin ban cén thiét phai ghi). N

Pidu 14: Céc thanh phan khac

1. Thé thue
Bao gém:
a. Déu chi mirc d6 mat;
b. DAu chi mirc d6 khén;
c. Viin ban c6 pham vi, dbi tugng duge phd bién han ché (Khi xem xong phai tra lai);
d. Van ban ¢6 thé duge bd sung cic thanh ph?m: dién thoai, fax, e-mail, website...;
e. Trudng hop vin ban can duoc quén ly chit ché thi phai danh sé luong béan phéat hanh,
ky hiéu ngudi danh may; '
f. Vin ban c6 phu luc thi phai c6 chi din vé phu luc; phu Iye vin ban phai ¢é tidu dé; Néu
c6 02 phu luc tré 18n phai danh sb thir tu phu luc bfmg chit s6 La M&;
g. Vin ban c6 02 trang trd 1én phai danh sb trang.
Pidu 15: Thii tuc trinh ky vin bin
1. H) so, van ban, tai liéu cua Cong ty trudc khi trinh ldnh dao ky duyét phai duge thu
trudng céc phong, ban, don vi kiém tra k§ va ky xdc nhan (ky nhéy) vio bén phii dong chiic

danh, chirc vu ctia nguoi ky ho so, van ban, tai ligu.
2. Hb so, vin ban, tai li¢u...ky duyét duge tap trung tai Vén thu. Nhan vién Vin thu s€ tryc

tiép trinh lanh dao Cong ty ky duyét.
3. Trudmg hop khén, thi thu trudang céc phong, ban, don vi truc tiép dé nghi Lanh dao ky

duyét ngay.



Chwong III: TO CHUC THU'C HIEN
Pidu 16: Pidu khoan thi hanh

1. Quy dinh ndy co hiéu lyc tir ngay ky quyét dinh ban hanh.
2. Kém theo quy dinh nay cé:
- Phu luc hudng dan cach trinh bay, soan thao vin ban;
- Phu lye ¢éac vin ban;
- Phu lyc cdc miu bidu ctia Cong ty.
3. Trong thoi gian thuc hign néu cé ndi dung nao chua phii hop, d& nghi cac don vi dé xuét
¥ kién véi Phong T8 chirc — Hanh chinh trinh Giam déc xem xét didu chinh.

GIAM POC
TRAN MANH HUNG



PHAN II

HUONG DAN AP DUNG CAC BIEU MAU

PHU LUC I
BANG VIET TAT TEN LOAI VAN BAN
Céng ty chi lua chon nhitng vin ban phu hop dé ap dung:

Chiv viét tit

STT Tén loai viin bin
1 Nghi quyét NQ
2 Quyét dinh Qb
3 Chi thi CT
4 Quy ché QC
5 Quy dinh Qb
9 Thong bao B
7 Hudng dn HD

-8 Chuong trinh Clr
9 K& hoach KH
10 Phuong an PA
11 D¢ 4n DA
12 Du 4n DA
13 Béo céo BC
14 Bién ban BB
15 To trinh TTr

16 Hop ddng HD
17 Cong van CvV
18 Ban ghi nhé GN
19 Bén cam két CK
20 Bén thoa thuén TTh
21 Gidly chimg nhén CN
22 Gidly giao nhiém vu GNV
23 Gidly ty quyén uQ
24 Gidy moi GM
25 Gidy gi6i thiéu GGT
26 Gidy nghi phép GNP
27 Gidly bién nhén BN
28 Gidy bdo goi GB
29 Phiéu guri PG
30 Phiéu chuyén PC




PHU LUC 2
SO DO BO TRi CAC THANH PHAN THE THUC VAN BAN
(trén kho gidy Ad: 210 mm x 297 mm)

A : i
) 11: DAw the bél & el difn pham vi '
2 mm - luw bk |
| { . ) : — — ;
2: Tén thehite ban kihnh van bin 1: Qude hign (hoje Logo ciu th chire) |
| : %
E X 86, Ky i hife cia van bin 4: Dja danh, ngay, thing, nfim ban hink VB I
| |
| |
Sh: Trith yEu npi dung van bis Su: Tén bogi v (rich y éu ndl dung van bin !
|
i
10a: Die s 48 wit Y2 Noi nhin viio ban :
— i
10b; Ddu e & kble 12: Chiddn v dy thio VI i 5
i
|
H
|
i
|
¥ : _ o |
] 6: NOIDUNG VAN BAN -
|
I
i
1
7at Quydn hyn, <hire vy ngudd
9b: Nefnbin Ter Chir k¥
130 K Mda agutd }
dinh may & 5l |
phit khah (kblag
e by Th: He, tén nguwisi ky
:
i
14 Djachiciia th ehire, Difn thogi, Fax, F-mail, Wehsite,.. (Khdug bat bufe ghi f




PHU LUC 3
MAU VAN BAN HANH CHINH

Céc mau nay dd duoc Cong ty C5 phan Lilama 18.1 thyuc hién, bao gdm:

- Mau |
- MAu 2
- Mau 3
- Mau 4
-Mau §
- Mau 6
- Mau 7
- Mau 8
-Mau 9
- Mau 10
- Mau 11

: Nghi quyét Hoi dong quan trj

: Quyét dinh (quy dinh tryc tiép)

: Quyét dinh (quy dinh gian tiép)

: MAu vin ban (ban hanh kém theo quyét dinh)
: Mau van ban ¢é tén loai khéac

: MAu cong vin

: Mau gidy moi

: Mau gidy gi6i thidu

: Mau gidy bao

: Mau bién ban

: Mau gidy nghi phép



MAu 1: Nghi quyét Hji ddng quan tri

TEN CO QUAN, TO CHUC CHU QUAN (1) CONG HOA XA HOI CHU NGHIA VIET NAM

’ TEN CO QUAN, TO CHUC (2) Doc lap — Tw do — Hanh phuc
807550200 N3 wis 00 3) (4)...., ngay ... thang... ndm 20...
NGHI QUYET
......... ) (P
HOI DONG QUAN TRI (2)
KT BT s 5 b st e Mo i B 0O o B PO Wt et PN s eebass Bl e s
(011 I ¢ L SO
QUYET NGHI
Dieu ]l oo () I PP
DIBU 2 ettt ettt
DU B ettt et
Noi nhjn: T/M HQI PONG QUAN TRI
-Nhu dicu...; CHU TICH (7)
el (Chir ky, dau)
-Luu VT, ...(8) A.xx(9) Ho va tén

Ghi chu:

(1) Tén co quan chu quan tryc tiép: (CONG TY CO PHAN LILAMA 18. l)

(2) Tén co quan, tb chirc ban hanh nghi quy(,l (HOI DONG QUAN TR[ CONG TY CO PHAN
LILAMA 18.1).

(3) Chit viét tit co quan, td chic ban hanh Nghi quyét (.../20.../NQ-HDQT).

(4) Dia danh (Thanh phd H6 Chi Minh ...).

(5) Trich yéu noi dung Nghij quyét.

(6) Noi dung Nghi quyét.

(7) Chtrc vy ngudi ky nghi quyét, truong hgp Phd Chu tich giao ky thay thi ghi chit (KT) vao
trude chire vu Chu tich.

(8) Chir viét tit don vi soan thao van ban va sb lugng ban luu (néu can thi ghi, khong bét budc)
(9) Ky hiéu ngudi danh may, sd phat hanh (néu cén thi ghi, khong bét budc).



Miu 2: 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) Déc lip — Ty do — Hanh phiic
Sé: (3)..../20.../Qb-........ 4) (5)...., ngay ... thang... nim 20...
QUYET DINH
Ve viée... . 4} P
THAM QUYEN BAN HANH ... (7)

AN O o vovasnin v i o G as BORTRR SIS SM6E S0NG L ———
L T R Y, oo s i e e 0 o W B R SR e
QUYET PINH
DICu T oo LI Y. crcsen sinsemen s simssssrmmns oo oo s men e wostss varsst e
DU 2 ettt
DBl 3 ettt et e e e e e
Noi nhin: QUYEN HAN, CHU'C VU NGUOI KY (11)
-Nhu diéu...; (Chtr ky, dau)
“Lue ¥, ..(12) Axx(13) Ho va tén

Ghi chu:

(1) Tén co quan chi quén true tiép: (CONG TY CO PHAN LILAMA 18.1).

(2) Tén co quan, t6 chire ban hanh nghi quyét: (HOT PONG QUAN TRI CONG TY CO PHAN
LILAMA 18.1).C6 thé thay béng logo nhu muc b Khoan 2 diéu 6 cua Quy dinh nay.

(3) Sb quyet dinh dugc trich lyc tai s0 luu vén thu.

(4) Chir viét tit co quan, td chirc ban hanh Nghi quyét (.../20.../NQ-HDQT).

(5) Dia danh (Thanh phé H Chi Minh...).

(6) Trich yéu ndi dung Quyét dinh. (Vi du: V& viéc bd nhiém, khen thuang, ky luét...).

(7) ThAdm quyén ban hanh ra quyét dinh, néu 1 ngudi ding déu thi ghi chirc vu ngudi dimg dau
(Vi du: GIAM DPOC), néu 1a tap thé thi ghi td chirc tap thé (Vi du: HQI PONG QUAN TRI...).
(8) Néu ciin cir tryc tiép dé ban hanh ra quyét dinh (vin ban thanh lap, quy dinh chirc ning,
nhiém vu ...)

(9) Céc viin ban phap ly lién quan truc tiép dén van dé giai quyét ndi dung QD.

(10) Noi dung quyét dinh,

(11) Nhu quy dinh tai (7), trudng hop ky thay thi ghi KT trude chire danh.

(12) Chit viét tit don vi soan thao vén ban va sb lchmg ban luu (khong bit budc ghi).

(13) Ky hiéu ngudi danh may, s6 phat hanh (khong bét bude ghi).



MAu 3: Quyét dinh (quy dinh gian tiép)

TEN CO QUAN, TO CHUC CHU QUAN (1)  CONG HOA XA HQI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUC (2) Dic lip — Tw do — Hanh phiic
: ...../20.../QD-....... 3) (4)...., ngdy ... thang... nim 20...
QUYLT DINH
Ban hanh (Phé (luyet) ...... (5)eiininnn
THAM QUYEN BAN HANH ... (6)...
(82111 v | S (7) e
Cancl.eoviiiiii e w5 Y SRR K RS U
DG (e =4 1 o1
QUYLT PINH:

Diéu 1: Ban hanh (Phé duy@t) kém theo Quyét dinh nay... (5)
Diéu 2:

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

Noi nhin: QUYLEN HAN, CHUC VU NGUOI KY(11)
“Nhu diéu...; (Chir ky, déu)

e Ho va tén

-Luu VT, ...(12) Axx(13)

Ghi chi: (*) Miu nay 4p dung ddi vai cac quyét dinh (c4 biét) ban hanh hay phé duyét mot
vin ban khac nhu: Quy ché, quy dinh, chuong trinh, ké hoach, d& an, phuong an...
(1) Tén co quan chi quan tryc tiép (CONG TY CO PHAN LILAMA 18.1).
(2) Tén co quan, t chirc ban hanh nghj quyét (Lilama 18.1: HOI DONG QUAN TRI CONG TY
CO PHAN LILAMA 18.1). C6 thé thay bing logo nhu mue b Khoan 2 didu 6 cta Quy dinh nay.
(3) SH quyét dinh dugc trich lyc tai sd luu vin thu.

(4) Dia danh (Thanh phé Hd Chi Minh...)

(5) Trich yéu noi dung Quyét dinh. (Vi du: V& viéc bd nhiém, khen thudng, ky ludt...)

(6) Tham quyén ban hanh ra quyét dinh, néu 14 ngudi dimg dau thi ghi chirc vu ngudi dimg dau
(Vi du: GIAM BOC) néu la tap thé thi ghi td chic tap thé (Vi du: HOI PONG QUAN TRI...)
(7) Néu cin cir truc tiép dé ban hanh ra quyét dinh (vin ban thanh lap, quy dinh chirc nédng,
nhi¢m vu...).

(8) Quyén han chire vy ctia ngudi ky 1 ngudi dimg diu 8 chire (Giam dée...), truding hop thay
mat tép thé 1anh dao thi thém “TM”, néu la cflp ph6 dugc giao ky thay thi thém “KT” trude
chirc vy nguoi dimg dau,

(9) Chir viét tit don vi soan thao van ban va sb lwgng ban luu (khong bt bude ghi).

(10) Ky hiéu ngudi danh mdy, sd phat hanh (khéng bét bude ghi).



w - 3 3 A, g
Miu 4: MAu viin bin (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) Doc 1dp — Ty do — Hanh phiic

TEN LOAI VAN BAN

(Ban hanh kém theo quyét dinh sé : .../QD-.../ngdy...thang...nam...cta...)

Chwong I
QUY DINH CHUNG
DEBU L2t
DU 2 e e e
Chwong
L e e e B e S e e S R
BIUGME: oy b icscsessso oo o e o 0 5 T S M 5450 UMM 5 S TGS 85 SRR 0 3 A 5
Chuong
PILU KHOAN THI HANH
31Tl I ST
BMCN vt joamaone 1865 35 SVEREURIRS oG WRHEIE A D FERRTRAEIE 5 B G SN ER SRS SRR PR AR o R
QUYEN HAN, CHUC VU NGUOI KY
(Chir ky, déng dau)
Ho va tén
Ghi chi:

(*) Mau nay ap dung dbi v6i cac van ban duge ban hanh kém theo quyet dinh (gian tiép - Mau 4).
(1) Tén va trich yéu ndi dung van ban (vi du: QUY CHE QUAN LY THIET BI THI CONG

CUA...).



Maiu 5: Mau vin béan ¢é tén loai khac(¥)

TEN CO QUAN, TO CHUC CHU QUAN (1)  CONG HOA XA HOI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUC (2) Pic 1ap — Ty do — Hanh phic
So:..../20..../... 3)-....... 4 (5)...., ngay ... thang... nam 20...
TEN LOAI VAN BAN (6)

......... (7 Vo v v
................................................ € TR
Noi nhén: QUYEN HAN, CHUC VU NGUOI KY(11)
-Nhu diéu...; (Chir ky, dau)
~Luu VT, ...(12) A.xx(13) Ho va tén

Ghi cha: (*) Mau nay ap dung déi véi cac vin ban hanh chinh cé ghi tén cu thé nhu: Chi thi;
T& trinh Chuong trinh; Ké hoach ; D¢ an, Phuong an...

Riéng to trinh ¢6 thém thanh phan “Kinh giri” tai 6 9a trong so dd thanh phén vin ban.

(1) Tén co quan chii quan CONG TY CO PHAN LILAMA 18.1).

(2) Tén co quan, té chirc ban hanh vin ban ( HOI PONG QUAN TRI CONG TY CO PHAN
LILAMA 18.1).C6 thé thay béng logo nhu muyc b Khoan 2 diéu 6 ciia Quy dinh nay.

(3) Tén viét tit loai vin ban (trong phu luc 1).

(4) Chit viét tit co quan td chuc.

(5) Dia danh (thanh phd H6 Chi Minh...).

(6) Tén loai vin ban.

(7) Trich yéu noi dung vin ban.

(8) Noi dung vian ban.

(9) Quyén han chirc vy ctia ngudi ky 1 ngudi dang diu t§ chire (Giam dbc...), trudng hop thay
mit tap thé lanh dao thi thém “TM”, néu 1a cép phd duge giao ky thay thi thém “KT” trude
chire vu nguoi ding déu,

(10) Chir viét tit don vi soan thao van ban va sb lugng ban luu (khong bét bude ghi).

(11) Ky hiéu ngudi danh mdy, s phat hanh (khéng bit bude ghi).



s = ~ -
Miu 6: Mau cong vin

TEN CO QUAN, TO CHUC CHU QUAN (1)  CONG HOA XA HQI CHU NGHTA VIET NAM

TEN CO QUAN, TO CHUC (2) Pic lip — Ty do — Hanh phiic
802 . 20t o LB v “) (5)....,ngay ... thang... nam 20...
(VY. ...ociinesnne (O )

Kinh givi:

.................................................... ) U
Noi nhén: QUYEN HAN, CHUC VU NGUOI KY(8)
-Nhu dicu...; (Chit ky, dau)

-Luu VT, ...(9) Axx(10) Ho va tén

Ghi chu

(1) Tén co quan chit quan (CONG TY CO PHAN LILAMA 18.1).

(2) Tén co quan, td chirc ban hanh céng vin (HQI PONG QUAN TR] CONG TY CO PHAN
LILAMA 18.1).C6 thé thay bing logo nhu myc b Khoan 2 didu 6 ctia Quy dinh nay.

(3) Tén viét tit loai viin ban (trong phu luc 1).

(4) Chiy viét tit co quan 6 chire,

(5) Pia danh (thanh phd Hb Chi Minh...)

(6) Trich yéu ndi dung vin ban.

(7) Noi dung vén ban.

(8) Quyén han chiic vy ctia ngudi ky 1a ngudi dimg déu td chire (Giam ddc...), trudong hop thay
mit tap thé 1anh dao thi thém “TM?, néu 1a cdp pho duge giao ky thay thi thém “KT” trudce
chire vy ngudi ding dau,

(9) Chir viét tit don vi soan thao viin ban va sé lugng ban luu (khong bt bude ghi).

(10) Ky hiéu ngudi danh may, s6 phat hanh (khong bét bude ghi).



X oA AL
Mau 7: Giay moi

TEN CO QUAN, TO CHUC CHU QUAN (1)  CONG HOA XA HQI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUC (2) Pjc lip — Tw do — Hanh phiic
S6: ...../20.../GM-....... (3) ' (4)....,ngay ... thang... nim 20...
GIAY MOI
....... 6
0 B e R e e tran trong kinh moi:
ONg (BA)....coiveeiiiieeeee e (6) ettt
(1211 | — R T S O RN
Thot glan:.......o.oii
DT 111 O UUUPROR

QUYEN HAN, CHUC VU NGUOI KY(8)
Noi nhén: (Chir ky, dau)
- Nhu diéu...;

-Luu VT, ...(9) A.xx(10) Ho va tén

Ghi chna

(1) Tén co quan cht quan trye tiép (CONG TY CO PHAN LILAMA 18.1).

(2) Tén co quan, t chirc ban hanh gidy moi (HOI BPONG QUAN TRI CONG TY CO PHAN
LILAMA 18.1).C6 thé thay bing logo nhu muc b Khoan 2 diéu 6 ciia Quy dinh nay

(3) Chir viét tit co quan t6 chirc.

(4) Dia danh (thanh phd Hd Chi Minh...).

(5) Trich yéu noi dung vin ban.

(6) Tén co quan, té chire, ho, tén, chirc vu ca nhéan va don vi cong tac duge moi.

(7) Tén néi dung lién quan dén glay moi.

(8) Quyén han chite vu ctia ngudi ky 1a ngudi ding dau td chire (Giam déc...), trudng hop thay
mit tap thé lanh dao thi thém “TM”, néu la cip phé duge giao ky thay thi thém “KT” trude
chirc vu nguoi dimg dau.

(9) Chit viét tit don vi soan thao vin ban va s6 lugng ban luu (khong bét bude ghi).

(10) Ky hidu ngudi danh méy, sé phat hanh (khéng bét buge ghi).



MAu 8: Gidly gi¢i thi¢u (¥)

TEN CO QUAN, TO CHUC CHU QUAN (1)  CONG HOA XA HOI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUC (2) Poc 1ap — Ty do — Hanh phiie
S0: ....20.../GGT-....... (3) (4)....,ngay ... thang... nam 20...
GIAY GIOI THIEU
E s vamone svomsd b hasmis ik Lo N SR tran trong gidi thi¢u

CRIE B v s o i i i e D 55 o e B A e B8 bt s B T S i i
CRE W soriimannin i iRkt dns i skad snsin i iai L i 0 i i R ki PR B B A s, B A
Puge et déni....ooviiiiiiieiiiiea, ()
N VI 0. 1ttt ettt ettt et e e e e
Dé nghi Quy co quan............cooovveiiiiiinnn, tao didu kién dé Ong (Ba) c¢o6 tén & trén hoan

thanh nhiém vu.
‘A \ Pt v g A A \ r w
Giay nay c6 gia tri dén hét ngay...thang...ndm...

Noi nhan: QUYEN HAN, CHUC VU NGUOI KY(7)
-Nhu diéu...; (Chir ky, dau)
-Luu VT, ...(12) A.xx(13) Ho va tén

Ghi chu

(1) Tén co quan chu quan tryc tiép (LON(J TY CO PHAN LILAMA 18.1).

(2) Tén co quan, t6 chirc ban hanh (nay gi¢i thiéu (HOI DONG QUAN TRI CONG TY CO
PHAN LILAMA 18.1).C6 thé thay bing logo nhu muc b Khoan 2 diéu 6 ctia Quy dinh nay.

(3) Chir viét tit co quan 16 chire.

(4) Dia danh (thanh pho H6 Chi Minh...).

(5) Tén co quan, to chirc, ho, tén, chirc vy, ctia ca nhan va don vi duge gidi thiu.

(6) Tén co quan, td chire dugc gidi thidu téi lam viée,
(7) Ghi quyén han, chitc vu ngudi ky gidy.



X A P
Miu 9: Gidy bao

TEN CO QUAN, TO CHUC CHU QUAN (1) CONG HOA XA HQI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC (2) Doe ldp — Ty do — Hanh phie
W A20.../GB-. . 3) 4)...., ngay ... thang... nam 20...

GIAY BAO
Lan béo.....(5)

(2) e bdo goi
Ong (Ba)...oovviiiiiiiiiiiiciieenn (0) e
Dang cong tac tai don vire.ooovvviiiiiiinnnnne. () T
VL TR (€ T PP
Thoi gilan:.....ccoovviiiiiviiiiinininn D) v vums e vs sonoios wmmms v s oxwamm simmie wa o s wr s sm ws g wmRT 0 vl e e S

Dé gldl quyct TEIREE v smasuniein 1k oo T RO KA TR . B SR M R Y W3 SRR LR
Yéu ciu Ong (Ba) cé tén chip hanh nghiém thoi gian ¢6 miit duge quy dinh trén.

Noi nhén: QUYEN HAN, CHUC VU NGUOI KY(10)
-Nhu diéu...; (Chit ky, dau)
-Luu VT, Ho va tén

Ghi chu

(*) Giéy bdo goi dung thong bdo cho CBCNV v& don vi, t& chic giai quyét cong viée.
(1) Tén co quan chi quan (CONG TY CO PHAN LILAMA 18.1).

(2) Tén co quan, td chirc ban hanh Gidy béo Lilama 18.1: (Phong ban, don vi...).Cé thé thay
bing logo nhu muc b Khoan 2 diéu 6 cua Quy dinh nay.

(3) Chit viét tit co quan td chirc.

(4) Dia danh (thanh phé Hb Chi Minh...).

(5) S 1an phat hanh gidy bao so vai 1in bao goi trudc.

(6) Ho, tén (c6 thé thém céc thong tin lién quan: nghé, bic...) ctia ngudi duge bao goi.

(7) Noi nguoi duge bao goi dang cong tac.

(8) Noi giip ngudi duge bao goi dé giai quyét cdng vige lién quan.

(9) Thoi glan hen nguoi duge béo goi dé g1a1 quyet cong vigc.

(10) Ghi quyén han, chtc vu nguoi ky gidy.



MAu 10: MAu bién ban

TEN CO QUAN, TO CHUC CHU QUAN (1)  CONG HOA XA HOI CHU NGHIA VIET NAM

I[:N CO QUAN, TO CHUC (2) Doe 1ap — Ty do — Hanh phice
5 ../20... /BB-....... 3)
BIEN BAN

o e d......
Thoi gianbat dau............ooooiiiin,
Dia diém: ...oevviiieii e
ThAnh PhAN ThAM QUL .o ee et e e et et e e e e et e e e
L 11§ I (O 11 0T )

Nbi dung (theo dién bién cude hop/ hoi nghi/ hoi thao...)

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

Cude hop/ hdi nghi/hdi thao...két thic vao gio..., ngay...thang...nim.../.

THU KY QUYEN HAN, CHUC VU NGUOI KY
(Chit ky) (Chit ky, déu) (5)
Ho va tén Ho va tén

Noi nhin:

-Luu: VT hd so.

Ghi chi
(1) Tén co quan chu quan tryuc tiep (CONG TY CO PHAN LILAMA 18. 1)

(2) Tén co quan, t chirc ban hanh Bién ban (HOI DONG QUAN TR] CONG TY CO PHAN
LILAMA 18 1) C6 thé tlny bing logo nhu myc b Khoan 2 diéu 6 ctia Quy dinh nay

(3) Chir viét tit co quan td chire.

(4) Tén cudc hop, hdi nghi, hoi thao...

(5) Ghi quyén han, chirc vu ngudi ky gidy.



Miu 11 : Gidy nghi phép

TEN CO QUAN, TO CHUC CHU QUAN (1)~ CONG HOA XA HQI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUTC (2) Doc ldp — Tw do — Hanh phie
S0 .../NP-(3) (4)....,ngay ... thang... nam 20...

GIAY NGHI PHEP NAM

Cép cho Ong (Ba) T sresesersmsrssa s M CBCNV oo,
Don vi cOng tac/ NOT di 1 ooveeiiieece e e e
PUaTeig it RETGRUIAL1 G (1110 (R ————————————
Tong sb ngay nghi phep ....... ngay

Trong do gdm .
K& tir ngay R AT S SRR SRR Dén hét {14 § g RN ——
Mt luong T — d

Nghi tai T (O s semsrmmvnin vorar A RS

GIAM POC

Noi nhan:

s v (P 53
-Luu: VT, ...(8).

Ghi chn

(1) Tén co quan cht quan (CONG TY CO PHAN LILAMA 18. 1y

(2) Tén co quan, td chirc cap gifiy Nghi phép (Phong Té chitc — Hanh Chinh). C6 thé thay bing
logo nhu myc b Khoan 2 diéu 6 ctia Quy dinh nay.

(3) Chir viét tit co quan t6 chire.

(4) Dia danh (thanh phd 16 Chi Minh...).

(5) Ho, tén, chirc vy, va don vi cong tac cia ngudi duge cép GP.

(6) Noi nghi phép.

(7) Ngudi dugce cip GP.

(8) Chit viét tét ctia don vi soan thao GP, sb luong ban luu (néu cin).



PHU LUC IV
MAU VAN BAN KHAC

Céc méu nay di duge Cong ty C6 phan Lilama 18.1 thye hién, bao gdm:
- MAu 12: Gidy ty quyén

- MAu 13: Gidy giao nhiém vy

- Mau 14: Pon xin chim dat hgp ddng lao dong

- Méu 15: Don xin nghi phép

- Méu 16: Ban ty kiém diém c4 nhén

- Mau 17: MAu bién ban hop ky lut



MAu 12 : Gidy ty quyén

CONG TY CO PHAN LILAMA 18.1 CONG HOA XA HQI CHU NGHIA VIET NAM
Doe lip — Tw do — Hanh phuc

GIAY UY QUYEN
V/v iy quyén ... (1)...

-Can.etr ..(2)..
<Cén el ...(3).+
LNGUO1 UY QUYLEN: (4)

REICTRE s memson enimmisiores s b6 S5m0 S 6 e 9 K R s Tt B A v i S
EIRRICITE i wemmnmansvons enasomin 5o A e B S R U e e A R Y U S
-Thong tin khac (Dién thoai, fax, email...)

IL. NGUOI PUQC UY QUYLN: (5)

= OB (BE s w3 ivsne e i saavsiars i s 55 S¥6T8T8E 5 63580 5 83 5568 6545 5545 £8 8518 300 58 2 rte o penes

- Thong tin khac (Dién thoai, fax, email...)

I11. NOI DUNG UY QUYEN:

1. Ngudi duge ty quyén (5) ¢6 trach nhiém thay mét (néu Chirc danh, chirc vu cta ngui tai (4)
xtr ly giai quyét ,...(ghi tai (1)), gdbm:

2. Ngudi duge Gy quyén (5) phai thyc hién cdc nhiém vu duogc ty quyén va chiu trach nhiém
trudc (4) cling nhu trude phap ludt Nha nude.
3. Thoi gian hi¢u lue: T ngay ty quyén nay duge ky két dén khi Gy quyén méi (néu c6) dugce
gia han.

...(6), ngay ... thang... nam...

NGUOIDPUQC UY QUYEN NGUOI UY QUYEN
(Ky tén) (ky tén va dong dau)

Ghi cha

(1) Tén noi dung ty quyén.

(2) Nhitng vin ban phap ly (ludt, nghi dinh, thong tu, didu 18, quy ché, quy dinh...).
(3) Nhitng yéu cau phai xtr ly.

(4) La ngudi dai dién phép luat c¢o thim quyén (Giam dbe, cha tich HDQT);

(5) La cép dudi thude quyén.

(6) Bia danh noi phat hanh GUQ.



A . o 4
MAu 13 : Gidy giao nhi¢m vy

CONG TY CO PHAN LILAMA 18.1 CONG HOA XA HQI CHU NGHIA VIET NAM
y Doc lip — Ty do — Hanh phie
So: ...../20.../GNV-LLM18.1 ‘ 4)...., ngay ... lh'mg niam 20..

GIAY GIAO NHIEM VU
ViIV: sio (D)sis
GIAM POC CONG TY CO PHAN LILAMA 18.1
Ciner... (2,
Cinel... (3)...
Cén cu... (4)...

QUYET PINH

Pidu 1: Giao nhiém vy cho

- Tap thé don vi (¢4 nhan) ... (5)...

- Thue hién nhié¢m vy ... (1)...

- Moi chi tiét kém theo (néu co).

Piéu 2:

- Tap thé don vi (c4 nhan) chju trach nhi¢m vé ... (1)...
- Moi chi tiét ché tai kém theo (néu co).

- Thoi gian thi hanh: tir ngay ky ban hanh.

Diéu 3:

-Tép thé phong, ban chirc niing lién quan va don vi (¢4 nhin) chiéu quyét dinh thi hanh gidy
giao nhiém vu nay.

Noi nhin GIAM Dép
-Nhu Diéu 1; (Chtt ky, dau)
%o A e

-Luu: VT, ...(7), A.xx(8)
Ho va tén
Ghi chn
(1) Giéy giao nhiém vy dé thue hién mot dy 4n, hang muc, mot cong viée, mot thiét bi thi
cong...
(2) Cén ctr vin ban luét.
(3) Ciin ¢t nhiém vy cu thé,
(4) Céan ctr kha néng cua tap thé, & nhan nhiém vy dugc giao.
(5) Néu tap thé ghi thém chire danh ngudi ding dau; Néu cé nhan ghi nghé nghiép, bac tho. .
(6) Céc don vi, ca nhéan lién quan.
(7) S6 ban luu.
(8) Ghi tén ngudi soan thao (néu can).



Miu 14 : Pon xin cham dirt llq;p déng lao djng

CONG HOA XA HOI CHU NGHIA VIET NAM
Pgc 1dp — Tu do — Hanh phic

(5)..., ngay... thang... nam...

PON XIN CHAM DUT HQP PONG LAO DONG
Kinh gri:

Mesvmes (1)..

r— (2)...

N 3).. ’
TOI BN 147 smisasmsvisnsmnmss s st st saisa Mt s6 CBUNY L. s
Dia ehl T8N 1865 sunsusmmsmvmsesnmmvnvasssommssssinssssmi fsissis dsse s e isasi R asivsi vy sessauins
L 108 | R m—————
NEhE NZHIEP: .ovevvivevrireerereesieersse s BOphA }  wimmvmsonvesiatsmsisietommse

Nay t6i lam don nay, kinh xin Ban giam doc cho t6i duge cham dat hop dong lao dong

B T NI i oA A S N B U S T s A8
Ly do xin cham duat hgp dong lao dong:

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

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

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

Toi cam doan da ban giao céng viée lai cho bd phan ¢ lién quan trude khi chdm dit hgp dong
lao dong.

RAt mong Ban Gidm ddc xem xét va chdp thuan cho 16i duge phép chim dit hop ddng lao dong.
T6i xin chan thanh cam on!

...... (5)........,ngay .... thang ..... ndm 20....
Nguwdi lam don Thi truwdng don vi Phong TC-HC
(4) 3 (2)
Ky ghi rd ho tén . Ky ghi 16 ho tén Ky ghi 16 ho tén

Ghi chi:

(1) Ngudi str dung lao dong.

(2) Nguaoi phu trach quan ly lao dong.

(3) Ngudi phu trach don vi san xudt, quan Iy LD tryc tiép.
(4) Ngudi lao dong,.

(5) Dia danh.



Miu 15 : Pon xin nghi phép

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lip — Tw do — Hanh phic
(4)..., ngay... thang... nam...

PON XIN NGHI PHEP
Kinh givi:

=ierai (1)..:
~ieibis {2): ’
Ho va tén (nguoi lam don):......... ) Mid s6 CBCNV:.........
NEHE NEIIEP ettt 2 241
TIRRA] CORBE IR, acocomnones cxmarnennscsrn s sou oo s s i 8 e RS S 50 52
MNahil phép hing nam(ghi Aghi PHEP OB AR v vewuswr v vi vsvves srvsan v svvs bevpers sy o
Téng 56 ngady phép chua nghi:........... ngay;
S& ngay xin nghi phép dot nay:.......... ngay;
S6 ngay nghi phép con lai:................ ngay;
Nay t6i 1am don xin nghi phép nay d&:........oovvvviiiiiiiiiir i
Thot gian t DEAY: ceamssinusmvemsivars s SO S s s e
TUOT DNZON . 5 v i 0 8 e i o L0k A 0 o 1 5 B S A B 0
Nhén vién dam dwong cong viée cua toi khi toi nghi phép (néu cd)ivvvvvnivivvivinenninnn,
Negwoi lam don : Thi truéng don vi
3) ()
Ky ghi rd ho tén Ky ghird ho tén

Ghi chu:

(1) Nguoi quan ly lao ddng ciia Cong ty.

(2) Nguoi phy trach don vi san xudt, quan 1y tryce tiép.
(3) Nguoi lao dong.

(4) Dia danh.



x - : R o R r
Mau 16 : Ban ty kiém diém ci nhin

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1dp — Ty do — Hanh phuac

BAN TU KIEM PIEM CA NHAN

Ho va tén (nguoi 1am kiém diém): ............................................. M3 s6 CBCNV:......
NERE NEIIEP:. ...ttt Baoisamev messreness
DONw] COBR T, o on sowomams sien s o5 55 55 S 0w o KIS S TR a0 A P e S e £ e TRl s
Nay 6 tu kiém diém ban than vdi nhiing sy viée xay ra nhu sau:

(Trinh bay toan bd su viéc xay ra)................. R b

(Xac dinh sy vige trén ban than ¢d 161 hay khong?)
Nguyén nhén sai pham (hodc ly do tai sao khong c6 101)

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

Ban thian By el binhahive 7 ) . v cvsaeomsnmnmin s s seemmsamvane s R
Ban thin hira khbng d6 Wl phami. o overie e povssesis i evismessss v swpssms e i ses e s i o

il P ngz‘ty.k. thz'lxng ... DAM...
Ngudi viet kiem diem
Ky va ghi 16 ho, tén

Ghi chu:

(*) Co6 hinh thuc ky luét:

1. Khién trach bang vin ban.

2. Chuyén lam cong tac khac ¢ muc luong thap hon, thoi gian khéng qua 6 thang.
3. Sa thai.

(**) Pia diém viét kiém diém.



Miu 17 : Bién bin hop xem xét ky lujt

CONG HOA XA HOI CHU NGHIA VIET NAM
Dgc 1dp — Ty do — Hanh phie

BIEN BAN HOQP
XEM XET XU LY Y LUAT

BO phn (ROBC dOmn Vi) oottt it e e e e
Tién hanh hop kiém diém va dé xuat hinh thirc ky luat Ong (Ba): ...ooovvviiiiiiiiniiiiii,

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

Thoi gian hop: ...gio..., ngay...thdng...ndm...

Chil tef CUOChOD: .vrvenvsvsvin i mnusons Bvssesss o

Iy Ky ue0 DOPE socvmasi v ssmsvairaemsisivem

Thanh phén tham dyr

Ndi dung cude hop bao gom:

1. Chu tri cude hop doc bién ban sy viée va tom tit ndi dung sy viée xay ra.
2. Nguoi sai pham ty doc ban kiém diém.

3. Y kién déng g6p cuia cac thanh vién trong cude hop.

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

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

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

Chu tri cude hop tom tit y klen phét biéu ctia cac thanh vién va két ludn sy viée;
Biéu quyét hinh thirc ky luat déi véi ngudi sai pham.,

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

Thoi gian két thic cude hop lic ...gid..., ngdy...thang...nim....

...... , ngay....thang......

Chii tri (chii tga) Thuw ky

niam



PHY LYC V
CAC MAU BIEU

- MAu 18: Gidy bao gia

- Mau 19: Méu bién ban xé4c nhan hu hong & stra chira

- MAu 20: Giéy dé nghij tam (mg

- Mau 21: Glay didu dong phuong tién di lai

- MAu 22: Phiéu yéu cau mua dung cy, thiét bi viin phong va vin phong phdm

- MAu 23: Gidy dé nghi thanh toan

Ngoai ra con céc mau bidu kém theo thude cac Quy ché, Quy dinh ctia cong ty khong trinh bay
o day.



MAu 18 : Miu gidy bdo gif

a (1)izas CONG HOA XA HOI CHU NGHIA VIET NAM
“Doe 1ip — Ty do — Hanh phic
GIAY BAO GIA
Kinh givi: ... (2)......
FME CHILT oo mmomtihod st bt dibila s
52 6 P FAX: ovinee
BT Lnsoeshon ensmmemn wicommiasmistrsssalias s ion
Xin bao gia tdi Quy khach hang nhimg hang muc.....................
18 T T PTTTTIN , bao gdm:
STT Hang muc Quy DV tinh Sb Don gia Thanh tién
cach ~ Lugng ) -
]
2
3
Téng 50
VAT 10%
CONG :
BANE CRlTL o1 vv ettt e st ettt

Rt han hanh duogc phue vu Quy khach.
...... (3), ngay..., thang ...ndm ...
Thi trwéng don vi Nguwoi (hoiic don vi) bio gia
(Duyét)

Ghi chn:
(1) Bon vi bao gia.
(2) Bon vi duge bao gia.
(3) Dia diém lam bao gid




Mau 19 : Mau bién bin xdc nhiin huw hong siva chiia

CONG TY CO PHAN LILAMA 18.1 o, o Ny,
TRy
l 777 LILAMA 18.1 JSC E@. A \,.,E:l
/ OFFICE : 204-206 VU TONG PHAN Str. — AN PHU Ward - Thu Due City - HCM City 4-351" RWAL 2
) Tel : 84-28-62843555 - Fax : 84-28-62843777 ¥inacontiol ¢t* g/ | Vinaco o
LILAMA (8.1 E-mail: info@lilamal 8-1.com.vn. - Website: www.lilamal 8-1.com.vn PHAE AT i et

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

Tén may, thict bi:
SO may:

S6 luong:

Nudc ché tao:

PHAN 1: HU HONG

Tinh trang:

Nguyén nhén:

Bién phap:

GIAM bOC PHONG TC-HC | PON VI QUAN | Ngay...thang... nam...
LY NGUOI SU DUNG
Ky va ghi rd ho tén

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

.........

PHAN 2: NGHIEM THU

Noi dung khic phyc:

Tinh trang sau khi khédc phuc:

GIAM POC PHONG TC-HC | PON VI QUAN LY | Ngay...
NGUOI SU DUNG
Ky va ghi 10 ho tén

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




Miu 20 : Miu tam ting

CONG TY CO PHAN LILAMA 18.1

GIAY PE NGHI TAM UNG

Ngay...... thang.....ndm20.....

NGUOI XIN PHU TRACH PT.KE TOAN THU TRUONG
TAM UNG BO PHAN DON VI



Miu 21 : Gidy diéu ddng phwong tién di lai

CONG TY CO PHAN LILAMA 18.1
' GIAY DIEU XE

BB BB v mmmescms e oo i s ol 6 5 00 G RS B i S A B 6 04 AT S
B IGONE THEL. womre s o0 v srsimmisorsins worsonm misn s sonspomes oo s it St 4 S50 o5 005 510400 94 W0 S PR BRI 8 Vilmilyoiewiao s sy
W& ARG o nmoms o s s st s i b 0 i 5 AR 5 MRS
Dia didm (NOT AN CONE LAC) . .. v eiir ettt et et e e e st e s e e s e e e s e e e a e e e bt e s e enaerans
ThOt gilan tlr: oo e REC TS, et 0 00 e 6 8

(Yéu cau lai xe va don vi xin xe thuc hién ding thoi gian va dia diém dé de nghi )

PON VI XIN XE TRUONG PHONG TC-HC
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Mau 23: Gidy dé nghj thanh toén

CONG TY CO PHAN LILAMA 18.1 CONG HOA XA HQI CHU NGHIA VIET NAM
Phong Tai chinh - Ké toan DPac lap Ty do _ Hanh phic
s AR ‘ ===qfp===
Tp HCM, Ngay ... thdng ... nam 202...

Sl

INE s svnsemsiiviin isveemi
GIAY PE NGHI THANH TOAN e

Kinh givi: Ong Giam Dée Cong ty Vi SHE s
f)ng RKétodntiing = 0 anemssasietiis

Tén toi la:

B& phéin cbng tic:

Ly do d& nghj thanh todn:

Cdng 1énh va cdc gifly to lién quan:,

OO S 2ot T e S oo e e TP
s s v m v i R o A R A LB R A g a8 S PR ST R S S PN :
3. Sé tién da tmg: S8 PC:....NEAY .covvenne thang ........ nim 202...
4. Téng hop s6 tién thanh todn:
Chirng tir GiA trj ching Trong do6
TT| 86 héa Ngay Noi dung chirng tir tir xin thanh Gid clura Thué GTGT
don thing todn thué % S6 tién
Cong - - -
3 - 86 tién tam (mg con thidu: ddng./
6. - Sé tién tam Gmg thira phai ndp lai qu: dong./

NGUOI XIN THANH TOAN  PHU TRACH BQ PHAN KE TOAN TRUONG GIAM POC -









