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1. Pham vi va do6i tworng ap dung:

1.1. Tiéu chudn nay qui dinh kich thwéc, yéu cau chat lwvgng va mau trinh bay déi véi bia hd so tai
lieu Iwu trk hanh chinh Nha nuéc thoi ky hién tai.

1.2. TCN 01:2002 &p dung cho céc Iwu tri¥ ¢6 dinh, lwu try hién hanh clia co quan Nha nuwéc, doan
thé nhan dan trén pham vi toan qudc.

1.3. Khuyén khich ap dung trong cong tac van thw clia cac co quan, doan thé, t6 chirc kinh t&, xa hoi.
2. Kich thwéc va yéu cau chat lwong:

2.1. Kich thuéec:

Bia ho so c6 kich thwéc 330mm x 560mm, sai s6 cho phép  2mm va dugc gap lam 4 phan nhw sau:
- T& dau: 235mm x 330mm;

- Phan gap gay: 40mm x 330mm;

- To sau: 235mm x 330mm;

- Phan gép canh: 50mm x 330mm. (Hinh 1)

Céc phan trén dugc phan chia bang 3 dudng ké dam 0,5 mm: dwdng thir nhat cach déu mép phai
clia t& bia 235mm, dwdng thr hai cach déu mép phai clia to bia 275mm, dwdng thir ba cach déu
mép trai cla t& bia 50mm; gitra hai dwong thy nhat va th hai c6 dwong ké nhd, dit quéng diung dé
gap gilra gay (xem Hinh 1).

2.2. Yéu cau chat lvgng: Bia hd so duoc lam bang loai gidy bia mau sang, cirng, dai, nhan, khong
nhoe muc, dd pH trung tinh (pH =7), c6 dinh lvgng tlr 120 gr/m? dén 135 gr/im?.

3. Mau trinh bay:

3.1. Trang mdt trweéc (TO dau):

Trang dau duoc trinh bay trong khung hinh chi nhat cach déu mép trén va dwéi 30mm, mép phai va
mép trai (dwong ké thir nhat & ti€u muc 2.1) 20mm. Khung dwoc vién doi, duwdng vién ngoai 1mm,
dwong vién trong 0,3mm (xem Hinh 2).

3.1.1. Cach dwong vién trén 20mm, bén trai 10mm, ké hai dwong chdm song song dai 100mm,
dwong dwdi cach duong trén 10mm (dung dé viét tén co quan, don vi san sinh ra ho so).

3.1.2. Dong chir “Ky hiéu théng tin: ..................... " dwoec trinh bay duéi dong ké thir hai 20mm, cach
dwong vién trong bén trai 10mm, dai 100mm, phéng chi VnTime, c& chir 14, ki€u chi¥ dirng, dam.
3.1.3. & g6c phai trén cung v& mot khung hinh chit nhat (dung dé viét tén cha lwu trir lich st sau khi
hd so dugc ndp Iwu) cé kich thwéc 70mm x 50mm, cach dwong vién trong bén trén 20mm, bén phai
10mm.

3.1.4. Dong chi? “S6: ......... VT” dugc trinh bay dwéi khung hinh chi¥ nhat 15mm, cach duong vién
trong bén trai 10mm, phong ch* VnTime, c& chir 12, ki€u chir dirng, dam; riéng chir “VT” phéng chir
VnTimeH, c& chi¥ 12, ki€u chr dirng, dam.

3.1.5. Chit¥ “H6 so” duwoc trinh bay can gitra, cach dudng vién trong bén trén 100mm, phéng chir
VnTimeH, c& chi¥ 72, ki€u chr diéng, dam.

3.1.6. Du@i chir “HO so” 15mm la 4 dong ké chdm dai 130mm, can gitra, cac dong cach nhau 10mm.

3.1.7. Duwéi dong ké chdm cudi cung 10mm la dong chir “T ngay .......... dén ngay .......... , dai
100mm, céan gitra, phong chir VnTime, c& chir 14, ki€u chir dirng.



3.1.8. Céach dong trén 10mm la dong chir “Gom .......... t&" dai 35mm, can gitra, phéng chir VnTime,
cd chir 14, ki€u chir ding.

3.1.9. Cach duong vién trong bén dudi 20mm, cach dwdng vién trong bén trai 10mm la 3 dong chir
“Phodng so: ........ "CUMUC luc SO: "VA“HO SO SO .oivieean. " dai 50mm, cach nhau
10mm, phong chir VnTime, c& chir 14, ki€u chir dirng, dam.

3.1.10. Cach duwong vién trong bén phai 15mm va ngang hang véi dong chir “Phong s6: .......... "la
dong ch¥ “THOT HAN BAO QUAN", phdng chir VnTimeH, c& chir 14, kiéu chir dirng va & ngay phia
dwéi 10mm la mét dong ké cham c6 dod dai bang dd dai clia dong chir “THOT HAN BAO QUAN".

3.2. Trang mdt sau (TO dau):

3.2.1. Dong chir: “MUC LUC VAN BAN” duoc trinh bay cach mép bia trén 20mm, can giira, phong
chi* VnTimeH, c& chir 15, kiéu chir dam.

3.2.2. Du6i dong chir “MUC LUC VAN BAN” 10mm la bang théng ké van ban cach mép phai va trai
10mm, mép dwéi 15mm, goém 7 cot véi kich thwée moi cot nhuw sau:

Stt Tén cot PO rong
1 SO thir tw 10mm
2 S0, ky hiéu van ban 30mm
3 Ngay thang van ban 30mm
4 Tac gid van ban 40mm
5 Trich yéu ndi dung van ban 75mm
6 To sb 10mm
7 Ghi chu 20mm

Tén cac cot: Phong chi¥ VnTime, c& chir 12, ki€u chir ding, dam.

Céac dong ké ngang trong bang théng ké cach nhau 10mm (xem Hinh 3).

3.3. Trang 3 (T® sau):

Duing dé trinh bay phan ti€p theo bang théng ké van ban va phan chirng tir két thuc.

3.3.1. I\géu bang théng ké van ban nhw & trang mat sau cuia to dau nhung khdng c6 dong chr “MUC
LUC VAN BAN” (xem Hinh 4).

3.3.2. Du6i bang théng ké van ban la phan chivng tir két thic. Dong chit “CHUNG TU KET THUC”
cach bang théng ké van ban 15mm, can gira, phong chir VnTimeH, c& chir 14, kiéu chir dirng. Duwéi
dong ch* “CHUNG TU KET THUC” 10mm la cac dong chi¥:

Don vi bado quan nay gdm cé: ....oooiiiiiiiiiiennn . tor
(VIBt DANG CRTF: ... e e e )
Muc lucvan bancé: ...........cccooeneee. to

Dac diém trang thai clia tai IBU troNg N0 SO ... .vvie ettt et et e e eaneaes

........... ,hgay .........thang ......... ndm ........
Nguoi lap hd so

Cach dong cach nhau 10mm, phéng chir VnTime, c& chi¥ 14, ki€u chir dirng (xem Hinh 5).
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CHUNG TU KET THUC
Don vi bdo quan nay gdm cé: ....oooiiiiiiiiiiinnn, tor

(VIBt DANG ChTF: .ot e e to)
Muclucvan bancé: ............c.oeeneee. to
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CHUNG TUKET THUC
Pon vi bdo quan nay g0m co: i 10
Muc luc vidn ban cé: .......ccccueneen- Wy
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