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I]AN CI{Atr] HANT{ T'RLING UOXC
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4148-QDIVPTW

Hd 
^{ai, 

ngdy 27 thdng 9 ndm 2019

QUY EINII
ptriGn 6rn trong cfc vin bfrn 6'Vnn phdng T'rung uong Ding

- cdn cf Quyi5t dinh s6 tzt-QD/T\Ii, ngiy rcta1Z019 cuaBe chfnh
tri kho6 XII v6 chfrc nlng, nhiQm vp, to chric bQ may cia Vin phong
Trung uorlg DAng;

- Cdn cir Quy dinh sO eA-qUTW, ngey A6l02nAl7 cta Ban Bf thu
khof XII vA th6 loai, thAm qrryAn ban hinh vd th6 thfrc vdn bin cta DAng;
Hudng dfur s6 36-HD/VPTW, ngey a31412018 cria Vdn phong Trung uong
DAng vC ttr6 thr?c ve ky thuft trinh bdy vdn bdn crtaEing;

- Cin cf Th6ng tu rO O I/2011/TT-BNV, ngey Ig/AlnAn cua Bd
NQi v\r hudng d6n th6 thi?c ve ky thr-rQt trinh bdy vdn bin hinh chfnh;

- Cin cir Qu-v dinh s6 3955-QD/VPTW, ngey 06/SDAW cira Vdn phdng
Trung uong Dang vA c6ng tfrc viln thu o V[n phdng Trung uong Ding;

- Xdt dC nghi cua Vp tru&ng Vu Vi"n thu,

Van phdng Trung uamg Ding quy dinh v0 vi6t hoa. phi6n 5m trong
c6c vdn ban cy Vin phdngTrung uong Ding nhu sau:

Chuong I
QIIY DINII CHUI{G

Di6u 1. Ph4m vi cli0u chinh vn d6i tupng 6p dgng

Quy dinh vA cfch vi6t hoa, phi€n Am trong c6c vdn bin cy Vdn phdng
Trung ucvng DAng (bao g6m v[n bAn do V[n phong Trung uorlg F)Ang, c6c
dcrn vi truc thu6c vd cic td chirc, dodn th6 cua Vin phdng Trung uung
Ding phdt hdnh); dugc 6p dqng OOi vOi c6c dcrn vi trgc thu6c Vdn phdng
Trung uong Ding"

V[n bin ti6ng nu6'c ngodi, v6n bin chuy6n nganh khdng tti* trong
pham vi diAu chinh cua Quy dinh niy.

2^
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Di6u 2. YOu cAu trong c6chvi5t lhoa, phiOn im:

- Dirng ngtr ph6p vi chinh tA titinLg ViQt ph6 th6ng.

- BAo dAm kh6ng ldrn thay ddi y ,rglrTu, n$i dung vd gi6 tri cua van ban.

- B6o dam tinh th6m m! cira vdn

- Thupn tiQn cho viQc ring dUng

so?n thf,o vdn bin.

- Phi6n 6m phSi phn hgp v6i c6c van ban quy ph4m phap lu{t dfl ban

hdnh v6 c6ch phi6n Am tOn ri6ng nudc ngoiri. Trong trulng hqp t6n ri6ng

nufc ngodi chua dugc quy dfnh trong Quy dinh ndy ho{c chua th6ng nh6t

c6chphi0n 6m thi di5 nguy€n dqng theo titing La-tinh.

Chuarng II
QIIY EINH CV THE Vn Vlnr HoA, pnrnn Aiu

Didu 3. Quy ttinh vd vi6t hoa

f . Vi6t hoa vi ph6p tl{t cfiu

Vitit hoa chf cfi d6u ctra Am ti6t trong c6c trudng hqp sau: DAu ddng

vln bin; dAu cAu sau dAu ch6m (.) khi Uit eAu mQt cAu m6i; dAu cAu

sau d6u chAm hoi (?); ddu c6u sau d6r.r ch6m than (!); dAu cdu trong ngoflc

kdp (khi trichd6n nguy6n vdn cAu cira thc gih, tic phAm,tghi q,ty6t,.hi
thi"..); sau dAu hai ch6m (:) cua cic dA mpc/v5n A6 1cO th6 xu6ng ddng hoic
kh6ng 

"u6ng 
ddng).

Z.Vllthoa t6n ngudi

2.1. TOn ngwdi th6ng thwdng (bao g6* cA hg tOn

hiQu, chfi dQm, bi danh v.v...): Vi6t lhoa chir c6i dAu cua

thinh t6n riOng vd kh6ng dirng dAu gpr:h n6i.

Vi du: HO Chi Minh, L0 Hdng Phong, NguySn Du (tg TO Nhu, hlQu

Thanh Hi6n), Vfi Tho (tric LO Vf, Can) , Tring A Pao, Ld Vin PuOn,

Chamalda Di6u, Ksor Phu6c, Y V6ng, Ni6 Thuat...

2.2. Thn ngwdi ctwqc nat hqp b,Oi m\t danh tit chung v6i mQt danh

t* rihng chi tOn ggi: Yilthoa chfi c6i dAu cintdt cd citc dm ti6t.

Vi drJ: Vua Htrng, Bd TriQu, 6,rrg GiOng, CA Trgng, Oe ffram' Do

Chi6rr Tri Xrrons- Trans Ludnq.85c H6...

bAn.

c6ng nghQ th6ng tin vdo cdng t6c

thflt, t6n
c6c Am

tp, t€n
ti6t t4o
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3. Vi6t hoa t6n tlia danh

3.1. TOn cton v! hdnh chfnhl

3.1.1. T€n riAng donvl' hdnh chinh:Vi6t hoa chfr c6i dAu ctachc dm

titSt tpo thdnh tOn ri6ng cia drvn vi hdnh chinh d6.

Vf dp: ViQt Nam, Hd NOi, Hei Phdng, Cdn Tho, Dd Ning, Kon

P16ng, Ea H'leo...

3"1.2. TOn donvi hdnh chinh dwqtc fut hqp gifta danh tir chung (tinh,

huyQn, eudn, xd, phadng) voi t\n riAng; Vi6t hoa chfr c6i dAu cua tfit ch cfuc

Am ti6t tpo thinh t6n ri6ng oia chc co quan, dia phuong do (theo c6c vdn

bfin cira Nhe nu6c dd ban hdnh), kh6ng dung d6u gach ttdi; khOttg vi6t hoa

danh tir chung di li6n voi t0n ri6ng cua dia danh.

Vi dp: thanh ptrO Hai Phdng, tinh Th6i Binh, Quan Hd DOng, huyQn

Ct Chi, phud'ng Nghia TAn, :rd Hod Binh...

3.1.3. Trudng hqp t6n don vi hdnh chinh dugc k6t hqp gita danh tir

chung (tinh, huyQn, qufln, xii, phud'ng) v6i t6n ri6ng li chff s6, t6n ngud'i,

ton sg kiQn lich su: Vi6t hoa chfi c5i dAu ci.r.tdt ch chc Am tii5t tao thdnh t6n

don vi hinh chfnh d6.

vi du: Thdnh ph6 Ho chf Minh, Quan 1, Thdnh pho oign Bi6n Phir...

3.2. T6n illa danh khd'c

3.2,1. T€n dia danh d"wqc ket hgp brti danh til chung chi dia. hinh

(s6ng, ntii, chq, ,du, n.v...) vcri danh t* ri€ng;Vi5t hoa chfi c6i dAu cua ttit

cil chc Am titit t4o thdnh danh, tir ri€ng, khdng vi6t hoa danh tu chung.

Vf du: sdng Vdm C6, c,ho B(5n Thdnh, cAu Him Rdng...

3.2.2. Ten dia danh daqc k€t hqp boi danh tir chung chi dia hinh

6org, ntii, bi6n. ho, v.v...) v6i danh tir ri1ng co I am ti€t. Yi€t hoa chfr cdi

dAu cua tdt ch cfrc dmti6t tpo thAnh t0n dia danh d6.

Vi du: Ctra Ld, B6n l*lgh6, SOng Hdng, BuOn H6, BuOn Ddn, Bf,n

Keo, H6 Tay, H6 Guom...

3.2.3. T€n dia danh mong t{nh ddc trlmg, tinh tlch s{rvd cd bi€t:Vitit

hoa chfi c6i dAu cua Am ti6t c,hi tinh dflc trung, c6 biQt do.

t .tt^* +LA- +-i Dh-, l'rn .l 
- T6n r4n finh thlnh nhA lrnno r'A ntrric
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Vi dp: Tht dO He NOi, Kinh thdrnh Th[ng Long, Kinh dO Huti, CO aO

Hoa Lu, Td qu6c ViCt Nam...

i.2.4. T€n dia danh hbn kEt: Vitlt hoa tAt ci nhfing chfi c6i dAu cua 6m

tii5t dugc ghdp chi dia danh vd str dUng tlAu g4ch ngang gifra c6c dia danh d6.

Vi dp: Cao - Bic - Lqng,He - Tuy€n - Th6i...

3.2"5. TOn phi|, ftn dadng ph6: Vitit hoa chfi c6i dAu uha cdc 6m ti6t

tpo thdnh t6n ph6, dulng ph6 dO, khdng vi6t hoa danh tir chung.

Vi dp: dulng Nam Ky Khdi Nghia, duimg Thanh Ni€n, dudng Giing

V6, ph6 Nguy6n Hdng, cao t6c Long lihdnh...

3.2.6. TOn dia danh dtqc k€t harp bbi til chi phuong habng k€t hgp

vbi t* chi phaong hadng hodc t* ditng d€ chi t€n dia darth mQt vimg, m\t
miin, m\t khu vtsc nhdt dinh: Vitit hoa chit c6i ddu cua c6c Am ti6t tao thdnh

t€n ri€ng d6, kh6ng vitlt hoa danh tir chung.

Vi du: ... khu T6y Bic, khu DOng Fihc, Bic Kj', Bnc BQ, Bic Trung

86, Nam Trung BQ, E0ng Nam BQ, midn Bic, midn Trung, phia Bic ViQt

Nam, B6c Hd, Ddng Trong, Ding Tr{godi, Bic CUc, 
.frung Phi, Trudng Scrn

DOng, TA Thanh Oai,Rhc Au, Thugng; Liro, Ddng Nam A,Rhc My...

Lm,t y; C6c tir chi phucrng hudng md khdn g ghn v6i dia danh cu th6:

Vi6t thudng tdt cd c*c dm ti6t. '

3.3. TAn cdc bi6n, cdc thi6n thli: Yi& hoa chfi c6i dAu cua tAt cil c6c

Am ti6t t4o thanh t6n c6c bi6n, cfc thi6n the d6.

Vf dp: Bic Bing Ducmg, Th6i Ilinh Duong, An D9 Duong, Dai T6y

Ducrng, Bi6n Den, Bi6n Ddng, Sao Hodr, Sao Thi€n Vuong...

4. Vi6t hoa tOn riOng cfc co quan' td chri',c

4.1. TOn cdc co'qusn crta Drtng

4.L1. T€n cdc co quan tdnh dgo, cfia Dang: Vi6t hoa chf c5i dAu cua

c6c tir, cqm tir trong t6 hqp tu dung lirrn t6n ci:r- cfrc ccr quan d6".
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Vi dr,l:

O Trung aong:

Ban ChAp hdnh Trung uong

BQ Chinh trf

Ban Bf thu

O dla phuCIng;

Ban ChAp hdnh Ding bO tinh Hlr Nam

Thdnh uj'Thnnh phO UO Chi Minh

Ban Thulng vp Thenh uj' CAn Tho

Tinh uj'DiQn Bi6n

4.1.2. T€n cdc co quan c*a Dang: Vii5t hoa chfi c6i dAu ctta c5c ttr,

cum tri chi loai hinh co quan vi 6m ti;5t chi chirc n5ng, nhiQm vp, tfnh ch|t,
linh vgc hoat dQng cira ccv quan d6.

Vf ds:

O Trung anng;

Vdn phdng Trung uong EAng

Ban Td chric Trung uong

Uy ban Ki6m tra Trung uong

Ban DOi ngopi Trung uong

HQi d6ng Ly h$n Trung uong

Nhd xu6t bAn Chfnh tri qu6c gia Sr,r that

G dia phanng;

Vln phdng Thdnh uj'Thinh phO UO Chi Minh

Ban TO chric Tinh uj'Y€n B5i

Uy ban Ki€m tra Thdnh try He NQi

Vdn phdng Qufn uj'Cdu Giey

V[n phdng DAng uj'phudng Mai Dfch
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4.1.3. T€n cdc ban cdn sa dang:, dang dodn, dang u1i); yi6t hoa chff
c6i dAu ctra dm ti6t thf nhdtvd Am ti6t chi t6n ri€ng cria co quan d6.

Vi du:

O Trung aong;

Ban ciln sg dAng Chinh phu

EAng doin Qudc hgi

Ding uy fh6i c6c co quan lrunlg ucrng

O dla phuong;

Ban c5n sq ding Uy ban nh6"n diln tinh Ldo Cai

DAng dodn HQi d6ng nh0n d6n tiinh Bic Kan

4.2. TAn cdc co quiln crta Nhii nwdc

4.2.1. T€n cdc co qucn tdnh dqo cita I'{hd nadc: Vi6t hoa chfr c6i dAu

ctra Am titlt tnfi nh6t vh Am ti6t chi t6n ri€ng ctra cfc co quan d6.

Vi du:

0 Trung aang;

Qudc hOi

Chinh phu

O dia phao'ng: r

HQi d6ng nh6n ddn tinh ThAi Birrh

IJy ban nh6n dAn phudng Gi6ng V6

Lrn, y; Cdc cptm t* "[Jy ban nhcin ddn", "H6i d6ng"nhdn ddn";Theo
Hi6n ph6p ndm 2013, trong trudng hqrp kh6ng di 1i6n vdi t6n don vi hdnh

chinh cu th6 thi v6n vi6t hoa chff cfi dffu cua 6m ti6t thu nh6t.

Vi dq: "... t6 chric chinh quyAn dia phuong gdm c6 HQi ddng nhdn

dAn vd U1i ban nhAn dAn...".

4.2.2. T€n cdc bQ, cn quan ngong b6, co quan thudc Chinh ph*: Vitit
hoa cht c5i dAu cua Am ti6t thtr nh6t vd Am ti6t chi chric nf,ng, nhiQm vir t4o

thdnh t€n ri6ng cira co quan do (theo dring v6i Nghi q,ry6t hiqn henh dugc

Qu6c hQi th6ng qua vA vi6c thdnh ld1> cdc bQ, co quan ngang b6, co quan

thuQc Chinh phir).
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Vi dp:

B0 Van ho6, Th,5 thao vA Du lfch

B0 Gi6o duc vd Ddo tacr

BQ C6ng Thuong

Thanh tra Chinh phu

BAo hii5m xd h$i Viet Nam

4.2.3. T€n mpt t6 cct er,toll, drrn vi khdc

- TAn cdc khu, qudn khu"' Yi6t hoa chff c6i dAu cua 6m tirit thfi nh6t; dOi

vdi khu, quAn khu gln v6i s6 d;5m thi th6ng ntr6t dtrng s6 a-rpp. Vi du: Khu
TiNgAn, Khu 1, Khu 2, Khu 3...; QuAn khu 1, QuAn khu2, QuAn khu 3...

- T€n cdc cqc, tdng cac; Yi€t hoa chir c6i ddu cua dm ti6t thri nh6t vd
dm ti6t chi chirc n5.ng, nhiQm vu, th6n g nhfit ding sO La Ma. Vi du: Cuc

Vdn thu vd Luu trfr nhd nu6c, Tdng cgc II...

- T€n ccic rlon vi ciip vl,r, cQtc, cap phdng, ban: Vi6t hoa chfi c6i dAu

cua 6m ti6t thf nnat vd Am ti;5t chi chirc n[ng, nhiqrn vq tqro thenh t6n ri6ng

cria dcrn vi d6" Vf dr,r: Vu TO c,hirc - Cfn bQ, Cgc Luu trt, VU Dia phucrng I,
Phdng Quin tri, Phdng Hdnh chfnh, Ban Quin ly Tnr sd Trung uong,

Phdng TOng ho.p, Phdng Luu trt, Phdng T6 chilc...

4.3. TOn cdc td chftc

4.3.1. T€n cdc t6 chac, ,16 chthc chtnhtri -xd h\i,6 chthc kinht€, cdc

h1i; Yiet hoa chfi c6i dAu cua c6c tir, cgm tir chi loai hinh tO chirc vd 6m

ti6t chi tinh ch6t, chirc n[ng, rLhiQm vp t4o thdnh t6n ri6ng cua tO chric d6.

Vi du:

IJj' ban Trung ucrng M[t tr4n T6 qu6c ViCt Nam

T6ng Li6n dodn Lao dQrng ViQt Nam

Trung ucrng Dodn Thanh ni€n CQng sin H6 Chi Minh

H$i Li0n higp Phs nfr ViQt Nam

HQi Ndng dAn Viqt Nant

HQi Ngudi mir ViQt Narn

C6ng ty Gi6ng c6y tr6ng ViCt Nam

T0ng Cdng ty Stra Viet Nam
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Tfp dodn Than vA KhoSng sAn ViQt Nam

Cdng U In Ti6n 86

1.3.2. T€n cdc co quan, tii chrtc qutit ft dd dich nghTa sang ti€ng

Vi€t: Vitit hoa chfr c6i dAu cua Am titit thir nhAt vh c6c Am ti6t chi chirc ndng

tao thAnh tdn ri0ng cua cfrc co quan, t6 chric d6.

Vi dU: Li6n hgp qu6c (UN), Hi€p hQi cfrc nu6'c D6ng Nam A
(ASEAN), Qug Ti6n tQ qu6c tO (IMF), lrlgAn hdng Ph6t tri6n ChAu A (ADB).

4.3.3. T€n cdc tradng hpc; Yi6t hoa chf c6i dAu cua c6c tir, cgm ti'
chi lopi hinh trulng, 6m ti6t chi cAp, chuydn ngdnh ddo tpo vlr 6m titSt chi

t6n riOng.

Vi dr,r:

Trudng Eai hqc Y He NQi

Trudng D4i hgc Su ph4m

Hoc vi6n Chinh tri qu6c gia Hd Chi Minh

Hqc viQn 86o chf vd Tuy6n truyiin

Trud'ng Trung hgc Ph6 th6ng Ctru Vdn An

Trudng Trung hgc Ccr s6 Phan ElQi ChAu

Trudng Ti6u hgc xd YCn Phong

S. Vi6t hoa t6n chric danh, chric vg, hgc hhm, hgc vi

5.1. TOn ck*c dunh, chrbc vqr ldnh dgo crta ilfin4, Nhd nw6c, co
quan, td chirc, cilng fit, trwdng hgc, 6cn vi; Vi6t hoa chfr c6i dAu cua Am

tit{t trong td hqp tir chi t6n cua chric danh, chric vp d6.

Vi du:

O Trung aong;

TOng Bi thu

Uy vi6n B0 Chinh tri
'l'hudng trgc Ban Bf thu

Bi thu Trung uong Dang

lJj'vi6n Trung uong DAng
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Chu tlch (Ph6 Chu tich) Qu6c hQi

Chir tich nu6c (Ph6 Chu tich nu6c)

Thri tudng Chinh phu (Phr5 Thu tu6ng Chinh phu.)

Ch6nh 5n Tolr 5n nh6n d6n t6i cao

Vien trudng ViQn Ki6m sft nhdn dAn tdi cao

O dia phuctng;

Bi thu (Ph6 Bi thu) Tinh uy Hod Binh

Uj' vi6n Ban Thudng vu T'inh uj' Oak Ndng

ViQn trudng ViQn Ki6m sdrt nhAn d6n thdnh ph6 H:d NOi

Ch6nh 6n Tod 6n nh6n d6n tinh Hflu Giang

Cdc ban, bQ, ngdnh:

BQ trucrng (Thf truong) BQ Th6ng tin vd TruyAn rlhdng

Ch6nh Vdn phdng (Pho Ch6nh Van phdng) 'T'rung uong Dang

Trudng (Ph6 Truong) Ban DAn vQn Trung u:crng

Chu nhiQm (Pho Chu nhiQm) V6n phdng Chinh phrir

Truong Ban Thi dua - Khen thu0ng Trung urcxlg

Chu tich HQi d6ng Ly luan Trung uong

Cdc c6ng fii, tradng hqc, t6 chtirc, don vi:

T6ng GiSm d6c (Php T6ng GiSm d6c) T6ng (J6ng ty Than Viot Nam

HiQu trudng (Ph6 Hiqu truong) Trudng Dpi hoc, Su phpm He NQi

GiSm d6c (Ph6 GiSm ddc) D4i hqc Qudc gia Hir lril6i

Chir tich (Ph6 Chu tich) Hgi N6ng din Vi$t Nam

Chu tich (Ph6 Chu tich) Uy ban nhAn din thdnh ph6 He Ngi

Chir tich (Ph6 Chu tich) Hgi d6ng nhAn ddn tiinh \1.6n B6i

Gi6m d6c (Ph5 Gi6m d6c) Sct NOi vr,r thdnh phd C:An Tho

Vp tru0ng (Ph6 V9 truong) VU Vdn thu

Gi6m d6c (Pho Gi6m d6c) Trung tam c6ng nghL€ th6ng tin - co y6u

Cpc trudng (Ph6 Cuc trudng) CUc Luu trir

Trudng Phdng (Ph6 Trudng Phong) Vdn thur



10.QUDVP4148.DOC t0

di1
i{

l

Luu y; Trudng hqp khdng c6 t6n dcrn vf di hAn v6i t€n chirc danh thi
vitit hoa chfi c6i dAu cua Am ti6t chi chirc 4r.

Vi d9: Ddng chi Nguy6n Vdn A, Tru&n g ban; ddng chi TrAn Vbn B,

Ph6 Trucrng phdng.".

5.2. TAn ch*c dunh, chtbc vy trong lyc lwgng vfi trang nhu iti tiin
vti t€n ngtdi cqt th1: Vi6t hoa chfi c6i dAu cria Am ti6t chi t6n ri6ng , cdp

bflc, chirc vu vd dcm v!.

Vf du:

Thi6u tudng, Trung tu6ng, Thugng tu6ng, D4i tudng

Chu nhiQm (Ph6 Chu nhiQm) Tdng cpc Chfnh trf

Tu lQnh QuAn chfing Phong kh6ng - Kh6ng quAn

5.3. Thn hgc hdnt, hQc v! nhu tti liin voi thn ngwdi cy th6: Vi6t hoa
i d -X r ' t . l \ r t I r

chfr cfi d0u cua cfc tir, cgm tir chi lopi hinh hgc hdm, hec vi vd Am ti6t chi

chuyOn ngd.nh tpo thdnh t6n hoc hdm, hgc vf d6"

Vf ds:

K! su DAu khi

B6c sT Nha khoa

Cu nhAn Kinh t6

Th4c sI Luflt

Ti6n si V[n hgc

GiSo su, Ti6n sI

Ph6 Gi6o su

Trong trudng hqp cAn viet tht thi vi5t hoa t{tt. ch c6c chfi c6i ddu cua

hqc hdm, hgc vi. Vi du: GS, TS, PGS.TS, Ths...

6. Vi6t hoa t6n vln bin

5.1. Thn vdn b&n quy phgmphdp tufit: Vi6t hoa chft cfi dAu cria Am

tit5t thf nhdtchi tdn thd loai vdn bin vd chfr cfi dAu cira 6rn tii5t thf nhAt tao

thinh tOn ctra vbn b6n qu;. ph4m phSp 1u0t d5.
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Vi du:

Bq luat DAn sq

Bq luAt Hinh sU

Lupt Doanh nghiQp

Ph6p lqnh Ngopi hdi

Nghi dinh s0... cria Chfnh phu

Th6ng tu s6... cira B0 NQi vU

Lua y:

- Khi kh6ng mrr6* vitlt tai dAy dri t6n ri6ng cira mQt b0 1u0t, ludt, vdn

brln quy phAm ph6p luft hoflc v6n kiQn D6ng cp th6 thi vi€t hoa chff c6i dAu

cira Am ti6t thu'nh6t chi t6n th6 loai vdn bAn d6.

Vi dp:

.....". Di6ffi B, Khoirn 2, DiAu 12 BO lu$t ndy.

-X ^ .r . r \ r n
C6c ddng chi c6 t6n tai Di6u 7 co trhch nhiQm thi hnnh Quy0t dfnh ndy.

- 1-rudng hgp viQn d6n c6c didu, kho6n, ditlm, muc cfa mQt v[n bin
cr,r thd thi vi;5t hoa chir c6i dAu cua tir "di6u", "khoAn", "diOtrn'', "mpc".

Vf du:

Cdn cir DiAu 10 BO 1u4t DAn sg

Cdn cu Di6m a, Kho6:n 1, Didu 5 Luflt Giao th6ng ducrng bQ

Cdn cir Di6m b, Kho6n 4, Di€u 3 Quy6t dinh s6... 
"r'ru 

Vdn phdng

Trung uong Dd.ng...

6.2" Thn vdn bfrn, vdn ki\n, sdch: Vi6t hoa chff cfi dAu cua Am ti6t
thri nh6t chi t6n th6 logi vdn bin, vin kiQn vd chfr c6i dAu ctra t6n sSch c16.

Vi dg: Th6ng bfo giao ban thdng tin, 86o c5o so k6t 6 thfng C6u

ndm 2019, Di6u trQ Dnng CQng s6n ViQt Nam, Nehi q,rytit Dai hOi XII cua

Ddng, V6n kiQn Dang todn tflp tflp 12, Ngubi mq cAm sfng...

Lrru y; N6u t6n ngudi, t0n dialy, t6n tri€u dai... dugc dung ldm t6n

t6c phAm thi vi6t hoa chfi cfi dAu ctra c6c Am ti6t chi tdn ngudi, tdn dia ly,
, .), .

t€n cdc triOu dai do vA pirAi d€ trong ngoac kr5p.
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Vi dp: "Th4ch Sanh", "HO Chi l\zlinh todrn tflp", "NghQ An ky", "Linh
Nam chich qu6i", "Hflu H6n thu", "TaIn QuOc chi"...

63. TAn iin phhm bdo chf: Vi6t hoa chfi c6i dAu cua Am titit thri nh6t

chi t6n ggi cua 
"a" 

anphAm b6o chi ',rd kh6ng vi6t hoa tir, cgm til chi thO

lopi 6nphAm "b6o", "tpp chi","tdp san", "b6ntin"...

vi dp: b6o Thanh nian, b6o Hd Noi m6i, b6o Phu nfr, b6o Lao dQng,

tfp san Phat hgc, b6n tin Thdng tilnxd,tpp chi Thdi trang tt6...

L*t i:
- Trong trucrng hqp su dUng t6n cic 5n phAm b6o chf dO chi cor quan

quin bi nhd nu6c thi vi6t hoa chir c6i ddu cfra tir "b6o".

vi dp: Trq s8 cor quan thudng trt cria 86o Lao dQng t4i Thinh ph6

H6 Chi Minh...

- Ddi v6i t€n c6c td b6o chua tkr6ng nh6t c6ch vi6t hoa thi vitit dirng

theo t6n in tr6n b5o phat hdnh hoflc website chinh thirc cua b6o.

Vf dU: b6o NhAn Ddn,...

6.4. TAn tuyhn bii chung, hiep urdc, hW ttinh: ViiSt hoa chfi c5i dfiu

cria Am ti6t thf nhdttao thdnh t6n ctra tuy6n bO chung, hiQp udc, hiqp dinh

d6; c6ctir, cum tir thuQc danh tt ri6ng thi vi6t hoa nhu t6n riOng dia danh.

vf dg: Hiep dinh eoi tac todn dien vd ti6n bQ xuyen ThSi Binh

Duong (CPTPP), HiQp udc Bic Dai TAy Duong C{ATO), Tuy6n b6 chung

ViCt Nam - Ldo... t

l.Vi6thoa tan danh hiQu, huffn, huy chuong cria Nhn nufc

7.1. T\n danh hiQu ciea Nhd na'6c: Vitit hoa cht c6i dAu ctta tir, cqm

til chi rQn lopi danh hiQu vi chfi c5i ddr"r cira 6m titit chi t6n danh hiQu do.

Vi du:

Anh hirng Lao dQng

Anh hing Luc lugng vfi trang nhAn dAn

Bir m9 Viqt Nam Anh hing

Nhd gi6o t/u tri

Nhe gi6o Nh0n dAn

Nghe sT IJu tri

Nlc'hA aT l\ThAn r{An
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ThAy thuSc Lu tu
ThAy thu6c Nh6n ddn

7.2. Thn hufrn, huy chwcrng crta Nhd nwbc: VitSt hoa chir c6i dAu cua

til, cum tir chi t6n 1o4i huAn, huy chuong vd chfr cii dAu cria 6m ti6t thir
nh6t chi t6n huAn, huy chuong d6.

Vi dp:

HuAn chuong Sao virng

HuAn chucrng Chi6n si vd vang

tr{u6n chuong Lao d6ng hang (NhAt, Nhi, 8a...)

Hudn chucrng Kh6ng chi6n hang (XhAt, NIhi, 8a...)

Hudn chuong Hfru nghi

HuAn chucrng HA Chi Minh

Hudn chuong Vdng qudc gia (Ldo)

HuAn chucrng M[t trdi mec Nhat BAn)

S. Vi6t hoa rnQt s6 trudng hqp khic

8.tr. Thn ctic dftn tQc thi6u s6: Yi€t hoa cht cfi dflu cba chc Am ti6t
tao thdnh t6n d6n tQc thi6u sO d6'.

Vi dp: Tdy, Nirng, ThAi, Mudng...

8.2. Danh tirchongi

- Trong rnQt sd vdn bin d6i ngoai, ho[c khi kh6ng *rr6tt nhac lpi tOn

ctra m6t ngudi cu th6 trong vdn ban (ngudi, nghi, 6tg, be...), khi nhdc lpi
thi vi6t hoa chfr cdi dAu c,ria danh tir chung d6.

Vf d1r:

d5 nhfn dugc thu cria Anh (Ong" 8i.....) de ngey.....

Nh6n dip Ngdi duqc bAu (bAu lai) ldm Tdng Bi thu cria DAng...

- Trudng h-o" p danh tir chung dd dugc ri6ng hod thi vi6t hoa cht cdi

ddu cua tir, cpm tir chi t6n ggi d5 trong trudng ho. p ding trong mQt nhAn

xlrng, d(rng dQc lAp vd th6 hiQn sg trdn trgng.

2 Xem thdm tai Phu luc 2 - T€n cfc dAn tOc cta ViQt Nam.
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Vi du:

+ B6c HA, Nguli le tinh y6u bao 1a (chi Cht tich HO Cni Minh).

+ DAng ta (chi Dang CQng sin ViQt Nam).

8.3. TOn cdc ndm fim Qch, cdc ngdy ti6t, ngdy t64 cdc ngdy trong

mdn vd thdng trong ndm:

- T€n cdc ndm dm tich; Vi€t hoa chfi cfi ddu cua cd hai Am titlt t4o

thdnh tOn ctra n[m Am lich.

Vf du: TAn Hgi, Ki Ty, Mflu ThAn...

- TOn cdc ngdy ti€t, ngdy t€t trong ndm;Vi6t hoa chf c6i dAu cria 6m

ti6t thf nhAt tpo thdnh t6n ggi cua ngdy'ti5t, ngay t6t do.

Vi du: ti;5t I.pp xuAn, ti6t pai hin, t6t Doan ngg, t6t Trung thu, t6t

Nguy0n d6n...

Luu y; Vi6t hoa tu rr1$1rr trong tnrdng hqp dung d6 thay cho mQt ti5t cU

th6 dugc n5i d6n trong vdn bAn (Vf dp: rr1$1rr thay cho "t6t Nguy€n dfn").

- T€n cdc ngdy trong udn vd thting trong ndm: Vi6t hoa chfi c5i dAu
.'A, Ia r \,1 ' .1.--1-^--t-1^1-^-.J-\-^^Li A

cia Am ti0t chi ngey vd thfng trong tru'dng hqp kh6ng dirng chfr s6.

Vi dg: thil Hai, thir Iu; thfngNitm, thang T6rn...

8.4. T€n cdc ngdy k! nipm, ngdy 16: Yi}thoa chfr cii dAu ctra 6m tii5t

t4o ndn t6n ngdy lcy ni6m, ngey 15 d6.

Vi dp: ngAy eu6c t6 Lao ddttg tll5, ngdy QuOc kh6nh Viet Nam 2/9,

ngiy eu6c t6 fhs nf 8/3; ngdy Phu nfr Vigt Nam 20110, ngdy Gi5 To

Hirng Vucrng...

g.5. T\n gpi ctic triiu itgi, thdi ki, lich srh, srp kiQn ti.ch stb: vi5t hoa

cht c^i dAu cua 0m ti6t thir nh6t chi t6n cua tri6u d?i, thdi kj' lich sri, su

kiQn lich su d5. Vi du: ... thdi lci Phuc bttg, Chi6n tranh th6 gi6i I (ho[c

Chi6n tranh th6 gi6i ldn thri ntrAt;, Chi6n tranh l?nh, Nhd Nguy6n, Tri6u

Ly, Tri0u Trdn...

8.6. TOn cdc t6n gido, gitio phtii,, thn ctic et6ng trhn thd gi6i:

- Vi€t hoa t€n cdc t6n gido, gido phdi: Vitit hoa chfi c6i dAu cta cilc

dm ti6t tao thdnh t6n c6c tdn gi6o, gi6ct phfti d6.

Vi dg: d4o Tin L2rnh, d7o Co D6c, dpo Thi€n Chua, Ti6u Thira, D4i

Thira, M4t Tdng, ThiAn T6ng, Nho gi6o,Ph?t gifn,tlOi giao,...
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- Vi€t hoa t€n cdc ddng tr€n th€ gicti; Vi6t ho;a chir c6i dAu cua Am

ti6t "dAng" vd Am ti6t dAu chi t6n ri€ng cua d6ng dci.

vi dp: DingNudc Ngu thring nh,5t, DAng Nhan rlfin cSch mang Lio...

B.Z. T\n cdc hQi nghi, hQi thdo, di6n ddn: \/idit hroa chir c5i dAu cua

Am titit thri nh6t chi t€n hQi nghi, h6i thAo, di6n cfdn dd.

Vf dg: HQi nghf thugng dinh B5c Ngao. lF{Qi ttLAo khoa hqc qu6c

gia "NguySn Van iO v6i cich m?ng Viet Nam", -Di6n ddn kinh ti5 tu
nhAn Viet Nam...

8.8. T1n cdc th| k!: Vi6t. hoa chfr c6i dAu cria. trr "Th6"; th6ng ntr6t

rdung sO La Ma.

vi dp: Th6 kj, xIX, xx, xxl...

8.9. Th6ng nhtft ctich vtOt sA tuong vdn brtn:

* Vt€t bdng td Lo Md: Dimg s6 La MA d6i v6i fhli tu c6c kj' Dai hQi

DAng todn qudc, dai hQi c6c t6 chtrc, t6 chirc chinh tri - xd hQi, nhiQm hi'

Ean Ch6p hdnh Trung uong EAng...

Vi dp:

Dai hQi dai bi€u toirn quoc lAn thir XII cira Erfing

Ban ChAp hdnh Trung uong kho6 XI

Nghi q,ry6t Dai h6i XI HQi Li6n hiqp Phu nif Vi()t Nam

* Vt€t bdng chft: r

pOi vOi cfc hQi nghi Trung ufirg, khi su clurrg ourm tir "lAn thir", ndu

du6i 1 1 thi vi6t bing chfr.

Vi du:

HQi nghi lAn thu n[m Ban Ch6p hdnh Trung uo]ng kho5...

Nghi q,tytlt H6i nghi lAn ttru ba Ban Ch6p hirnh 'fr:ung uong kho5...

Nghi q,ry6t HQi nghf lAn thf chin Ban ChAp lr,irnLh 'frung ucrng kho6...

* Vi€t bdng si5 i-rQp;

- Tt HQi nghi Trung Lrong 1 I tro 16n, khi srlr dr.rrrg cpm tir "lAn thti"

thi vi6t bdng sO e-tap.
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Vf du:

HQi nghi iAn thir 11 Ban ChAp hdnh Trung ucrng kho6 VIII.

Nghi q,rytlt HQi ngh! lAn thri l2RanChap hdnh Trung utrrg kho6 XI.

- Trong trulng hqp kh6ng sir dUng cgm tri "ldn thir" thi vi6t bang s0
i^A-rap.

Vi du:

HOi nghi lrung uong 5 khof XII

Nghi qrry6t HQi nghf Trung uong 13 kho6 Xl

Di6u 4. Quy ilfnh vG phi€n 6m

1. Phi6n f;m hg t6n ngucri nufc ngoii

a) Ho t€n ngu'rli naoc ngodi dd du'qc phiAn dm qua dm Hdn - ViCt

thdnh ngdn ngtr don 6m ti€t; Vi6t hoatdt ch cdc cht cfi dAu cua Am titSt vd

kh6ng dr)ng d6u gpch nOi ltuong tq nhu vi6t hoa t6n ngudi Viet Nam).

Vi du: Tpp Cpn Binh, Ly Hi6n Long, Thdnh Cft Tu Hdn, Kirn
Nhat Thdnh...

b) Hq ftn ngadi nadc ngoiti bhong phi€n dm qua dm Hirn - Viet

(phi€n dm trryc ti€p sdt vcri cdch doc cua nguy\n ngft) Vit5t hoa chfi c6i dAu

cfia flm ti6t thir *Sttrong m6i thantr t6, gifia cdc dtntitit c6 gach n6i.
t-

Vi dg: Vla-di-mia Fu-tin, O-bu--a, Bin Clin-ton, Phi-drfch Ang-ghen,

Phi-den C6t-xto-r6...

c) Tradng hqp t€n ngrcd'i nu6c ngodi d€ nguyAn clgng theo fidng
[-a-tinh; Vi6t hoa chfr cfi dAu c6c 6m ti6t t4o thinh t6n ri6ng, he, t6n dQm,

,.A, .-
gifa cac dm ti6t khong ciung ddu gach n6i"

Vi dU: V.V.Putin, Obama, Trump, B.Clinton, V.I.Lenin...

d) Dbi v6i nhirng trucrng hgrp t6n ngudi nu6c ngodi chua th6ng nh6,t

cdch phdt dm hodc kh6ng pna biAn thi vi€t t€n nguy€n dang theo ti€ng

La-tinh b6n canh t6n dd phi€n Am vir d6 trong ngo[c don.

Vf du: GOt-san (Ghoshal), A.Chin-oa-nd (A.Chinwano),

Diu Gu-na-xe-ca-ra (Dew Gunasekara') "..



I OUDVP414a DOC

4'i

,f
17

2. Phi6n flm ilia danh nurfc ngoiri3

a) Dia danh nudc ngodi ild duqc phi€n dm the'o 'dm Hdn - ViQt: ViCt
hoa tAt cit circ chfr c6i dAu cria 6m ti6t tao thdnh tOn r-iOrrg, gitta c6c 6m ti6t
kh6ng dirng d6u gach nOi (tuong tg nhu vi€t hoa tOn ctta danh Viet Nam).

Vi du: Trung Qudc, TriAu Ti€n, Binh Nhuffng, I.that Bf,n, Ba Lan,
BAc Kinh, Nga, Phdp...

b) Eia danh ntfrc ngodi phihn dm theo fiifng Vi(;t: Viet hoa chit cdi
dAu cfia 6m tiOt thu nhAt t4o thanh t€n nOng, gifia ciic 6m ti6t c6 dAu gach n6i.
Vi du: M6t-xco-va, In-d6-n6-xi-a, Phi-lip-pin, Cann-pu+hia. . .

c) Trudng hqp dii nguy€n dgng thi khOng sfi r$grrg dAu gach n0i va
vi6t duoi dang cht La-tinh. Vi clu: Singapore, Morscolv, Indonesia...

d) Ngodi t6n nudc vd thri d0 cdc nudc trOn thO g,i6i da cd cdch thuc
phiOn dm tucrng dOi thOng nhAt, OOi vcri nhirng tnrurrg hgp dia danh nudc
ngodi kh6ng ptrO UiCn, chua th0ng nhht circh phiOn drn rthi tIO nguyOn dBng

theo tidng La-tinh, hoac nOu phi6n 6m thi viOt t6rr nguyOn d4ng theo ti6ng
La-tinh bOn canh tOn d5 phi0n dm vd dO trong ngo{c dlon.

Vf du: nguoi Cu0c (Kurd), Rfc-ca (Raqqa), clQi qudn Hdc-b0-la
(Hezbollah), A-dft (Azaz)...

3. Phi6n flm cdc fdr mugn, tir nufc ngoii

a) DAi vdi nhirng tu mugrr, tu nudc ngodi dfi cr5 tlnh ph6 bi6n, tuong
dOi th6ng ntr6t trong c6c vf,n bin thi d0 nguy6n dpng lJreo ti6ng La-tinh.

Vi du: Facebook, internet, Wifi, logic, dioxirr, yoga, visa, heroin,
logistics...

b) DOi vfi nhft'ng tu mucrn, tu nudc ngodi d6 dtrqc Vipt hod vd co

tinh phO biOn: ViCt chfi thubng tbt cd cfc dm ti6t theo ptrdt 6m ti6ng ViQt vd
..4.gifta c6c dm tiOt co ddu gach n6i.

Vi dU: ti-vi, ma-kdt, bdng-rdn, bd-xit, dng.ten, vf,,c;-><in, pu6c-boa...

4. Phi6n flm t6n cdc dcrn vi ti6n tQ crflc nufc trCIn th6 giriri

Q nOnvoi dcm vi ti€n € da. dugc Viet ho4 dirng ptrO bi0n trong c6c v[n
b6n: Vi0t bdng cht thtrsng tiOng Viet co d6u; nOu ld tOn don vt ti0n t0 duqc
phi0n dm thi gitac6c dm ti6t dung dAu gach n6i.

'Xem thdm Phu luc 3: T€n nudc vd Thfi dO cdc nudc tr6n tfr6 giOi.
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Vi du: nhdn ddn tQ (Trung Qu6c), l€n C{hat), d6-la" bat ('I'h6i), nip
(Nga), bang (Anh), kip (lao), p€-x6 (MC-hi-c0)...

b) E)ivoi dcrn vi flcn tQ chua dugc viot ho6: vi6t bdng cht thuong
theo ti6ng La-tinh, kh6ng dung dAu gpch nOi.

Vi du: franc (Phdp), won (Hdn QuOc)...

5. PhiCIn flm t6n ciic tlrrn vi ilo lulng quiic tG

a) DAivdi m6t,s6 $on vi do luhng d5 duqc vi6.t ho6, dung ptr6 uien

ftong chcvfunban: Vi€t b[ng chn thuongli6ng Vigt c6 d6u, gifta cdb 0m ti6t
dung ddu gach n6i.

Vi du: hdcta, ki-lO-garn, o6Lt, mdt...

b) EOi yoi clon vi do iuong chua. dugc Viet ho6: Vi€t bdng chfi
thubng theo ti6ng La-tinir, khdng Ottng d6u gach n6i vd theo quy dinh cria

Nhd nucrc.

Vi du: kenvin, radian, gray^..

Chucrng III
TO CHIIC THIJC IIIEN

Di€u 5. Quy dinh ndy thay thO Quy0t drnh s5 1196-QD^/PTW, ngdy

20/3/2017 cria Vdn phong Trung uong Dfrng vd viQc ban hdnh Quy udc

tam thdi vA vi6t hoa, phi6n dm trong c6c v1n ban do Vdn phong Trung

uong Df,ng soan th6o vd c6 hiQu luc te tu ngay ky.

Di0u 6. Citc don vi tryc thuOc Vdn phong Trung uong Ef,ng c6 tr6ch

nhiQm thUc hi6.n Quy dinh ndy.

DiAu 7. Trong qu6 fiirrh thuc hign, n6u co vAn d0 cdn b6 sung, sria

d6i, VU Vdn thu chti tri, ph6,i hqp vdi cdc don vi 1i0n quan kien nghi lAnh

dao Vf,n phdng quyft dinh.

Noi nhdn:

- LEnh dao VEn phong Trung ucrng Ddng,

- VEn phdng T6ng Bi thu,
- f6 Cifrp viQc tf6ng chi Thudng tryc Ban Bi thu,
- C6c dnn vi tryc thuOc

VIn phdng Trung uong Ding,
- C6c tinh ui, thdnh ui I
- c6c ban ddng, ban "ui:if::t l(ae tnu* kh6o),

dang doda dang u!'. hfli ddng
tryc thu0c"l'rung uong )

- Luu Vbn phong Trung uong Ding.

CHANH VAN PHONG

i;iv.fn PHoNc-)i

THANH UY THANH PHO HO CHi MINH
VAN PTIONG

'k

56 944-8S/VPTU

Ncri nhin:

Sao lgc
rp. UA Cnl Uinh, ngqt 17 thdng I0 ndm 2019

K/T CHANH VAN PHONG

- Cdc d6ng chi Thinh.riY vi6n,
- C6c ban Thinh riy, Uy ban Kitim tra T'h?rnh riy,

- C6c ding doin" ban c6n sr-r dAng, Ban Thud'ng vp Thirnh
a'A,, ^,,^^ '''., h,r'Ai1 nrltino ir.r cin fr6rr ca q6'

!.xH vAN PHoNG


