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Vé viéc 1am thé, quén Iy va sir dung thé doi véi
can bd, cong chire, vién chire

Can cir Quyét dinh s6 06/2008/QD-BNV ngay 22 thang 12 nim 2008 cua Bd
Noi vy vé quy dinh mau thé va viéc quan ly, st dung thé d6i véi can bd, cdng chire,
vién chic;

Thyc hién Quyét dinh s6 1536/QD-UBND ngay 10 thang 9 nim 2014 cta Uy
ban nhan dan tinh Bic Kan v& viéc ban hanh Quy ché vian héa cong s& tai cac co
quan hanh chinh nha nuéc, don vi sy nghiép céng lap trén dia ban tinh Bic Kan, S&
Noi vu huéng dan cée S§, ban, nganh; Uy ban nhan dén céc huyén, thi x; Uy ban
nhén dén cac x4, phuong, thi trdn lam thé, deo thé va quan ly, sir dung thé cén bg,
cong chirc, vién chirc trén dia ban tinh Bic Kan nhu sau:

1. Quy dinh chung vé thé

a) Thé can b, cbng chirc, vién chic 1a cong cu dé nhan biét va xac dinh vi tri,
chirc danh ctia timg cén bg, cong chire, vién chire trong co quan, td chirc, don vi.

b) Thé can bg, cong chirc, vién chic phai cé tén co quarl, té chirc, don vi
quan ly va sir dung cén b, cong chirc, vién chirc; 4nh, ho va tén, chirc vy hoic chirc
danh cong viéc ctia can bd, cdng chire, vién chirc; ma sb thé.

¢) Thé can b, cong chifc, vién chire duge 1am bang chét lidu gidy hodc plastic.

2. Poi twong sit dung thé

a) Can bg, céng chirc dang lam viéc trong cac co quan hanh chinh nha nuéc
(cAp tinh, cdp huyén, cip xd).

b) Vién chirc dang lam viée trong céc don vi sy nghiép céng lap.

3. Miu thé

Mau thé (c6 miu thé kém theo) duoc quy dinh cu thé nhur sau: Thé hinh chir

nhét, réng 50mm; dai 90mm, trén hai mit thé duogc in giéng nhau va phai ¢6 du cac
tiéu chi thong tin sau day:

a) Tén don vi chu quan hodc co quan cap trén cia co quan, t6 chuce, don vi
trirc tieép sir dung cén b, cong chire, vién chirc (ghi & hang tht nhét): chit in hoa




o

kiéu Times New Roman, size 14 (theo bd mai tiéu chuin tiéng Viét TCVN-
6909/2001), chit ddm, mau chir vang nhat dugc in trén nén mau xanh da trdi.

b) Tén co quan, t6 chirc, don vi truc tiép sir dung cén bd, cong chirc, vién
chirc (ghi & hang thir hai): chit in hoa kiéu Times New Roman, size 14 (theo by ma
tidu chuén tiéng Viét TCVN-6909/2001), chit d4m, mau chit vang nhat duoc in trén
nén mau xanh da tréi.

¢) Ho va tén clia cén bd, cdng chire, vién chic (ghi ¢ hang thir ba): chir in hoa
kiéu Times New Roman, size 16 (theo bd mi tiéu chudn tiéng Viét TCVN-
6909/2001), chit ddm, mau den dugc in trén nén mau tring.

d) Chirc vu, chitc danh cua cén b, cong chire, vién chirc (ghi & hang thu tu):
chit in hoa kiéu Times New Roman, size 12 (theo bd mai tiéu chuén tiéng Viét
TCVN-6909/2001), ddm, mau den dugc in trén nén mau tring. Pbi véi nhimg
ngudi khong gitt chic vu 1anh dao thi ghi chire danh (Nhén vién, can su, chuyén
vién, chuyén vién chinh, chuyén vién cao cip va cac chiic danh tuong duong) cong
viéc hién tai cta can bd, cong chirc, vién chire do.

e) Mi s thé can bo, cong chirc, vién chic (ghi & hang tha nam) chir in hoa
kiéu Times New Roman, size 14 (theo bd mai tiéu chuin tiéng Viét TCVN-
6909/2001), dam, mau dé duoc in trén nén mau trrfmg. M3 sb thé can bd, cong chire,
vién chirc theo m3 sd tinh trong danh muc kém theo Quyét dinh s6 93/2005/QD-
BNV ngay 30/8/2005 ctua B truéng B6 Noi vu vé& ban hanh danh muc mi s cac co
quan nha nudc (Cach ghi: Ma s6 tinh (T60), tiép theo la sb thir tu cla cén b, cong
chiic, vién chirc theo s6 thir tur trong co quan, don vi).

g) Anh mau c& 3 x 4cm ciia ngudi dugc cép thé & vi tri phia duéi bén tréi thé.

h) Hinh Quéc huy in mau theo quy dinh & vi tri phia trén bén tréi thé.

4. Vi tri deo thé

a) Thé can bd, coéng chirc, vién chirc duge deo & vi tri trude nguc bang cach
st dung ddy deo hodc ghim cai.

b) Khoang cach tir cim dén mat cit ngang & mép trén cia thé can bg, cong
chuc, vién chuc la 200 - 300mm.

5. Ché d9 deo thé

a) C4n b, cdng churc, vién chure phai deo thé khi thue hién nhiém vu.




b) Déi véi nhiing nganh ¢6 quy dinh vé thé, phu hiéu riéng thi can b, cong
chire, vién chie thuc hién theo quy dinh cua nganh.

6. Trach nhiém cia ngwoi dirng dau co quan quan ly can b, cdng chire,
vién chiic trong viéc quan ly thé

a) T chirc 1am thé va quan ly thé cia cén b, cdng chire, vién chic theo thaAm
quyén phédn cap quén ly clia co quan, don vi minh.

b) Thdm tra, lam tha tuc cap, d6i thé cho can bd, cdng chirc, vién chirc dé st
dung trong viéc thuc hién nhiém vu.

¢) Thu hdi thé cia can bd, cdng chirc, vién chic trong cac truong hop sau day:
- Cho muon thé, thé dugc cip khéng dung quy dinh cia phap luit;
- Théi viéc hodc vi pham ky luét bang hinh thirc budc théi viéc;

- Thay ddi co quan, td chuc, don vi cdng tac, vi tri chirc danh cong viéc hoiic
chtrc vu cong tac.

d) Co quan, don vi cip thé c6 trach nhiém thu hdi the, cit géc hodc dot 16 trén
thé dé khong dua thé vao sir dung.

e) Pbi voi can bd, cdng chire, vién chitc méi duge tuyén dung hOl{?lC tiép nhén,
thi thoi gian cdp theé khéng qua 30 ngdy ké tir ngay can bo, cOng chire, vién chire ¢6
quyét dinh tuyén dung hoic tiép nhén.

7. Trach nhiém cda can b§, cong chire, vién chirc trong viéc quin 1y va
sitr dung thé

a) Quan ly, sir dung thé theo dung quy dinh. Tuyét d6i khéng duoc cho muon
thé dudi bt ky hinh thirc no.

b) Mét hozc 1am hu hong thé phai bo céo va giai trinh vdi co quan, don vi c6
thdm quyén quan ly thé, ddng thoi dé nghi dugc cip lai hodc ddi thé méi.

¢) Pugc didu déng, luan chuyén, biét phai dén co quan, don vi khéc phai tra lai
thé cho co quan, don vi cq, d(:‘)ng thoi dé nghi co quan, don vi méi cép the dé sir dung.

d) Thay dbi vé chirc danh cong viéc hodc chirc vu cong tac thi dé nghi co
quan, té chue, don vi cap dbi thé méi.

e) Nghi huu dugc giit thé cia minh sau khi co quan, té chirc, don vi quan ly
thé da cit goc hoiic dot 13 trén thé.




8. Xir Iy vi pham

Can bo, cong chirc, vién chirc da duge cép thé nhung khong quan ly va sir
dung thé theo diing quy dinh tai muc 7 van ban nay thi tity theo tinh chét va mtrc do
vi pham s& bi kiém diém hozc xem xét ky luat theo quy dinh.

Can ctt nhimg noi dung Huéng dén trén cac S&, ban, nganh, Uy ban nhan dén
cac huyén, thj x&; Uy ban nhan dén cac xa, phuong, thi tran t6 chire 1am thé va crflp
thé cho can bd, cong chire, vién chirc theo thim quyén.

Trong qué trinh thuc hién néu ¢6 vuéng méc, dé nghi phan anh vé S& Nbi vu
dé huéng dan, xem xét, giai quyét, dién thoai 0281.3870.784; don vi nao c6 nhu céu
Jiy mau thé bang ban mém, gii d& nghi vé& dia chi Email:
nongquochaibk@gmail.com./.

Noi nhin: GIAM POC
- UBND tinh (b/c);

- Céc S0, ban, nganh;

- UBND céc huyén, thi xa;

- Phong NV cac huyén, thi xa;

- UBND huyén, thi xa sao giri cac
_ x4, phuong, thj tran truc thudc;

- Lwu: VT, CCHC.
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Ghi chi: Thé hinh chit nhét, rong 50mm; dai 90mm, trén hai mét thé duoc in
gibng nhau va phai ¢6 di cac tiéu chi théng tin sau day:

(1) Hang thir nhat ghi tén don vi chi quan hodc co quan cAp trén clia co quan,
don vi truc tiép su dung can bg, cong chirc, vién chirc (chir in hoa kidu Times New
Roman, c& chit 14, chit ddm, mau chir vang nhat dugc in trén nén mau xanh da troi).

(2) Hang thir hai ghi tén co quan, t§ chirc, don vi truc tiép str dung can b,
cong chirc, vién chirc (chit in hoa kidu Times New Roman, ¢& chit 14, chit ddm,
mau chit vang nhat dugc in trén nén mau xanh da troi).

(3) Hang thir ba ghi ho va tén ctia cén b, cong chire, vién chire (chit in hoa
kiéu Times New Roman, c& chit 16, chit ddm, mau den dwoc in trén nén mau tring).

(4) Hang thir tur ghi chire vy, chitc danh ctia can bg, cong chire, vién chire (chir in
hoa kiéu Times New Roman, c& chi 12, ddm, mau den duoc in trén nén mau tréng).

(5) Hang thir nam ghi ma s6 thé, sb tha tu (sb thr tu do don vi tu lap) can bd,
cdng chire, vién chirc (chit in hoa kiéu Times New Roman, ¢& chit 14, ddm, mau do
dugc in trén nén mau trang).

(6) O vi tri phia dudi bén trai thé 12 anh méu c& 3 x 4em clia ngudi dugc cap theé.

(7) O vi tri phia trén bén trai thé 13 hinh Quéc huy in mau theo quy dinh,

8) Riéng cic don vi su nghlep cdng lap, trong khi cho cic Bo quéan ly chitc
danh nghé nghiép quy dinh cu thé vé tiéu chuén, didu kién thi van dung cach ghi

nhur cong chire. Khi nao cé quy dinh cu thé vé chirc danh nghé nghiép, cac don vi
chi dong lam lai thé cho phu hop.
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1. Cac Sé, ban, nganh twong dwong
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NGUYEN VAN A
GIAM POC
{Trwong Phong A ...
Cin sy Phong A...
Chuyén vién Phong A...)
T60 - 001

2, Cac phong ban trwc thugec UBND cap huyen

Anh mau
(3x4}

NGUYEN VAN B

TRUONG PHONG
(Nhan vién, Can sy, Chuyén vién)
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3. Cac xi, phwong, thi trdn
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NGUYEN VAN C

CHU TICH
(Céng chirc Viin Phong — Thong ké...)

T60 - 001




NGUYEN VAN A

. GIAM POC
ey (Truéng Phong A ...
Can su, CV Phong A...
Ky sw, PTV.... Phong A...)
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5. Cac don vi sw nghiép truc thujc Uy ban nhin dan huyén

NGUYEN VAN B
‘ _ TRUONG PHONG
A?;xr:)ﬁu . (Nhin vién, Can sy, Chuyén vién, K§ s,
: PTV...)
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6. Cac don vi sy nghiép trwc thude cic co quan chuyén c¢ip tinh va twong
dwong

NGUYEN VAN B
o TRUONG PHONG
A?;XT)“ (Nhén vién, Can su, Chuyén vién, K¥ sw,
PTV..)
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7. Céac don vi s nghiép tryc thudc cic co quan chuyén mon cip huyén
va tuong duong

NGUYEN VAN B
Anh miu TRUONG PHONG
(3x4) {(Nhin vién, Can sy, Chuyén vién, K¥ su,
PTV...)
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