BOQ CONG AN CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

S6: 24/2020/TT-BCA Ha Ngi, ngay 10 thang 3 ndm 2020

VAN PHONG DPBQH, HDND
‘ ' AY NINH )
VA UBND TINH TAY N W —

Ban hanh biéu miu sir dung trong
cong tac bao vé bi mat nha nuédc

m cur Ludt Bao vé bi mat nha nudc ngay 15 thang 11 nam 2018;

] Ca
f TCHC ( P T Cén cir Nghi dinh s6 26/2020/NP-CP ngay 28 thang 02 nam 2020 cia

w%‘j &u/
e HCN )

VZLW

Chinh phu quy dinh chi tiét mot sé diéu cia Ludt Bdo vé bi mdt nha nueée;

Can cir Nghi dinh s6 01/2018/ND-CP ngay 06 thing 8 nam 2018 ciia
Chinh phi quy dinh chirc ndng, nhiém vu, quyén han va co céu té chirc cua
B¢ Cong an;

Theo dé nghi cua Cuc truong Cuc An ninh chinh tri ngi bo;

B truéng Bé Cong an quy dinh biéu mdu sir dung trong céng tdc
bao vé bi mdt nha nuoc.

Piéu 1. Pham vi diéu chinh, d6i twong ap dung

1. Thong tu nay quy dinh vé biéu mau va viéc sir dung biéu mau
trong cong tac bao vé bi mat nha nudce.

2. Thong tu nay ap dung doi vdi co quan, to chirc, ca nhén cd lién
quan dén viéc thuce hién cong tac bao vé bi mat nha nude.

* Diéu 2. Biéu miu sir dung trong cong tic bio vé bi mit nha nuée
1. Vin ban xé4c dinh d6 mat dbi véii véi’t, dia diém, 11 néi, hoat dong,
hinh thire khéc chira bi mat nha nudc: Mau so 01.
2. Déu chi d¢ Tuyét mat, T6i mat, Mat: Mau s6 02.
3. Dau ky hiéu A, B, C: M4u s 03.

4. D4u Thoi han bao vé bi mat nha nuée; diu Gia han thoi han bao
vé bi mat nha nudc: Mau s 04.
5. Dau Giai mat: Mau sé 05.
6. Dau diéu chinh d& mat: Mu sé 06.
- m Déu Tai liéu thu hdi; ddu Chi ngudi ¢6 tén méi duoge boe bi: MAu
so 07.

8. Dau quan ly s6 luong tai lidu bi mét nha nude: Mau sb 08.




2

9. Dau sao, chup bi mat nha nudc: Mau sé 09.

10. Vin ban trich sao: Mau s6 10.

11. D4du Ban sao: Mau sb 11.

12. S6 quan ly sao, chup bi mat nha nudc: Méu sé 12.

13. Van ban ghi nhan viéc chup tai liéu, vat chira bi mat nha nudec:
Mau s6 13.

14. S6 dang ky bi mat nha nudc di: Méu s6 14.

15. S6 dang ky bi mét nha nuéc dén: Mau sb 15.

16. S6 chuyén giao bi mat nha nudc: Mau sb 16.

17. Van ban dé nghi cung cap, chuyén giao bi mét nha nude: Mau sb 17.

18. Théng ké bi mat nha nuée: Mau s 18.

19. So @b vj tri ddu mat trén van ban: Mau sé 19.

Piéu 3. Sir dung biéu méu

1. Co quan, té chirc, ca nhan khi sir dung biéu mau quy dinh tai Diéu
2 Théng tu nay phai bao dam day du ndi dung, thong nhat vé hinh thic,
kich thuée dugce quy dinh cu thé tai cac biéu mau.

2. Muc dung dé dong céc loai dau chi do6 mat 12 muc mau doé.

3. Trudng hop st dung co s& dir liéu dé dang ky, quan ly tai lidu, vat
chira bi mat nha nudc trén may tinh phai bao dam day du ndi dung theo
mau “Sé ding ky bi mat nha nude di”, “Sé ding ky bi mat nha nuée dén”
quy dinh tai Thong tu nay.

4. Truong hop tai liéu bi mat nha nude, sach chira dung ndi dung bi
mat nha nudc dugc in, xuat ban véi sé luong 1én thi co quan, té chirc soan
thao, tao ra bi mat nha nudc dugce in diu do mat béng muc mau dé & bén
ngoai tai liéu, bia sach.

Diéu 4. Hiéu luwc thi hanh

1. Théng tu nay c6 hiéu luc thi hanh tir ngay 01 thang 7 nam 2020.

2. Bai bo Théng tu s 33/2015/TT-BCA ngay 20/7/2015 cia Bo
truéng Bé Cong an hudng dan thuc hién mot s6 diéu cia Nghi dinh sb
33/2002/ND-CP ngay 28/3/2002 cua Chinh phu quy dinh chi tiét thi
hanh Phép 1énh Bao vé bi mat nha nudc ké tir ngdy Thong tu nay c6 hiéu
luc thi hanh.

3. Tai liéu, vét chira bi mét nha nuéc da dugc déng dau chi d6 mat
trude ngay 01/7/2020 theo mau quy dinh tai Thong tu s6 33/2015/TT-BCA
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ngay 20/7/2015 ctia B truéng Bd Cong an huéng dan thuc hién mét so
diéu ciia Nghi dinh s 33/2002/ND-CP ngay 28/3/2002 ctia Chinh pht quy
dinh chi tiét thi hanh Phap lénh Béo vé bi mat nha nude tiép tuc dugc bao
vé theo quy dinh cua phap luat vé bao vé bi mat nha nudc.

4. Trong qué trinh trién khai thuc hién, néu c6 khé khan, vuéng mac
d& nghi cdc co quan, t chirc, ca nhan kip thdi phan dnh vé B Cong an dé
nghién ctru, sira d6i, bd sung cho phit hop./.46+~2-

Noi nhin:

- Thi tuéng, cac Phé Thii tuéng Chinh phu; m
- Céc b, co quan ngang bg; co quan thudc CP; / Cf—-*n 9
- HDND, UBND cic tinh, thanh phé tryc thude trung u?ﬁg,/ /" ,“\i

- Vian phong Trung wong va cac Ban ciia Pang; [ (&8 24

- Viin phong Tdng Bi thu; e -

- Véan phong Chu tich nudéc;

- Hoi dong dén toc va cac Uy ban ciia Quéc hdi;

- Vin phong Quée hoi;

- Toa an nhén déan t6i cao;

- Vién kiém sat nhan dén t6i cao;

- Kiém toan nha nuéc:;

- Uy ban trung vong Mt trin Td qudc Viét Nam;
- Co quan trung wong ctia cic doan theé;

- Cuc kiém tra van ban, B§ Tu phap;

- Cong bao Chinh phu;

- B Cong an: Céac Thir trudng; don vi truc thude B§; hoc
vién, trudng CAND; Céng an cc tinh, thanh phd tryc thuge
trung uong;

- Cong thong tin dién tir B Cong an;

- Lwu: VT, ANCTNB(P9).(S, 265).

Pai twéng Té6 Lam
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MAU SO 01

(Ban hanh kém theo Théng tu sé 24/2020/TT-BCA ngay 10 thang 3 nam 2020
cua Bé truong Bo Cong an)

........... (1) CONG HOA XA HQI CHU NGHIA VIET NAM
........... (2) Poc lap — Tu do— Hanh phiic

VAN BAN XAC PINH PO MAT POI VOI VAT, PIA PIEM, LOI NOI,
HOAT PONG, HINH THUC KHAC CHUA Bi MAT NHA NUGC

Tén goi cua vat, dia diém, hoat dong, ndi dung 161 néi hodc hinh thire khac chira

Lanh dao co quan, t6 chirc xac dinh
bi mat nha nudc
(ky, ghi rd ho tén, chirc vu)

Ghi chii: M&u ndy dugc 4p dung dbi véi vit, dia dié}ﬁ, 101 ndi, hoat dong hodc
hinh thirc khac chira bi mét nha nudc ma khong thé dong dau do mat.

(1) Tén co quan chu quan.
(2) Tén co quan, td chirc xac dinh bi mat nha nudc.
(3) Ghi theo d mat cua vat, dia diém, hoat dong, ndi dung 16i néi hodc hinh

thire khac chira bi mat nha nude. Trudng hop trong vat, dia diém, hoat dong, ndi dung
161 néi chira nhidu théng tin c6 4§ mat khac nhau thi xac dinh theo dd mat cao nhét.

(4) Ghi 5 viéc xdc dinh d9 mat cén cir vao quy dinh tai diéu, khoan, diém nao
cuia danh muc bi mat nha nudce cy thé.
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MAU SO 02
(Ban hanh kém theo Théng tw s6 24/2020/TT-BCA ngay 10 thdng 3 ndm 2020 cia Bé
truong Bé Cong an)

1. Mau ddu "TUYET MAT": Hinh chir nhat, kich thuéc 40mm x 8mm,
c6 hai dudng vién xung quanh, khoang céch gitra hai dudng vién 1a 01mm; bén
trong cua hai dudng vién la chir “TUYET MAT” dugc trinh bay bing chit in
hoa, ¢& chir 13, kiéu chir times new roman, dimg, ddm; cach déu dudng vién
bén ngoai la 02mm.

1 mm

I
TUYET MAT

2 mm

2 mm

2. Mau dau "TOI MAT": Hinh chir nhit, kich thuéc 30mm x 8mm, c¢6 hai
dudng vién xung quanh, khoang céch giira hai duong vién 1 01mm; bén trong
ctia hai dudng vién 1a chit “TOI MAT” dugc trinh bay bang chit in hoa, ¢& chi
13, kiéu chir times new roman, dimg, dam; cach déu dudng vién bén ngoai la
02mm.

| mm

TOI MAT

2mm

2 mm

3. Mau d4u "MAT": Hinh chit nht, kich thuc 20mm x 8mm, c6 hai
dudng vién xung quanh khoang cach gitra hai dudng vién 12 01mm; bén trong
ctia hai duong vién 1a chir “MAT” dugc trinh bay bing chir in hoa, cd chir 13,
kiéu chit times new roman, dimg, dim; cach déu duong vién bén ngoai la
02mm.

I mm

|
MAT

2 mm

2 mm
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MAU SO 03
(Ban hanh kém theo Thong tw s6 24/2020/TT-BCA ngay 10 thang 3 nam 2020 cia Bo
truong Bo Cong an)

1. Mu déu chir “A”: Hinh tron, dudng kinh 15mm, c¢é hai duong vién
xung quanh, khoang cach gira hai dudng vién 12 01mm, chiéu cao cia chir “A”
1a 10mm, dugc trinh bay ¢ gilta hinh tron, bing chir in hoa, cd chit 40, kiéu chir
times new roman, dimg, ddm. Mau diu “A” dugc sir dung dé déng bén ngoai bi
dung tai liéu bi mat nha nudc d¢ Tuyét mat.

2. Méu dau chir “B”: Hinh tron, duong kinh 15mm, c¢6 hai duong vién
xung quanh, khoang céch giita hai dudng vién la 01mm, chiéu cao cua chit “B”
la 10mm, dugc trinh bay ¢ giira hinh tron, b?mg chit in hoa, ¢& chir 40, kiéu chir
times new roman, dimg, dam. Méu déu “B” dugc sir dung dé déng bén ngoai bi
dung tai liéu bi mat nha nudc do Tbi mat.

[0 mm 15 mm

3. Méu déu chir “C”: Hinh tron, duong kinh 15mm, c6 hai duong vién
xung quanh, khoang cach giita hai dudong vién 1a 01mm, chiéu cao cta chir “C”
1a 10mm, dugc trinh bay ¢ giita hinh tron, bing chi¥ in hoa, ¢& chir 40; kiéu chix
times new roman, dimg, ddm. Mau dau “C” duoc sir dung dé déng bén ngoai bi
dung tai liéu bi mat nha nudc d6 Mat.

10 mm 15 mm
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MAU SO 04
(Ban hanh kém theo Thong tu sé 24/2020/TT-BCA ngay 10 thang 3 nam 2020 ciia Bg
truong By Cong an)

1. Mau d4u “THOI HAN BAO VE Bf MAT NHA NUGC”: Hinh chir nhit,
kich thuéc 70mm x 12mm, c6 hai dudng vién xung quanh, khoang cach giita
hai duong vién 1a 01lmm; hang thir nhat 12 dong chir “THOI HAN BAO VE
BMNN®”, trinh bay bing chir in hoa, ¢& chir 13, kiéu chir times new roman,
ding, ddm; hang thi hai 1a dong chir “TU ...ngdy...thang...ndm...dén
ngay...thang...nim...”, trinh bay bang chir thuong, c& chir 10, kiéu chir times
new roman; khoang céch giita hang chir thir nhét va hang chir thir hai 14 02mm.

Mau dau “THOI HAN BAO VE BI MAT NHA NUGC” dugc 4p dung déi
v6i thoi han bao vé bi mat nha nudc theo quy dinh tai khoan 2 Piéu 19 Luit Béo
vé bi mét nha nudc.

1 mm

THOI HAN BAO VE BMNN

T ngdy.....thdng....nam.......dén ngdy.... thing....nam.......

2mm

2. Mau ddu “GIA HAN THOI BAO VE Bf MAT NHA NUGC”: Hinh chix
nhét, kich thuéc 70mm x 12mm, cé hai duong vién xung quanh, khoang cach
gitta hai duong vién 1a 0lmm; hang thtr nhét 1a dong chir “GIA HAN THOI
HAN BAO VE BMNN?”, trinh bay bing chir in hoa, ¢& chir 13, kiéu chit times
new roman, dung, ddm; hang thad hai la dong cht “Tu
...ngay...thang...ndm...dén ngay...thang...ndm...”, trinh bay bang chir
thuong, ¢ chir 10, kiéu chir times new roman; khoang cach giira hang chir thir
nhit va hang chir thir hai 1a 02mm.

1 mm

|

GIA HAN THOT HAN BAO VE BMNN
Titngdy....thing....nam.......dén ngdy.....thing....nam.......

2 mm
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MAU SO 05

(Ban hanh kém theo Thong tw s6 24/2020/TT-BCA ngay 10 thang 3 nam 2020 cia Bé
truong Bo Cong an)

Méu ddu “GIAI MAT”: Hinh chit nhat, kich thudc 30mm x 13mm, c6 hai
dudng vién xung quanh, khodng cich giita hai dudng vién la 01mm; hang thu
nhét 1a dong chir “GIAI MAT”, trinh bay béng chir in hoa, c& chir 14, kiéu chir
times new roman, dimg, d4m; hang thir hai la chit "Tir......" & dau hang va céc dau
chim cho dén hét, trinh bay bang chir thuong, c& chir 13, kiéu chit times new
roman; khoang cach gitra hang chir thir nhét va hang chit thu hai la 02mm. Sau
khi dong diu "GIAI MAT” & dong “Tir......” phai ghi rd thoi gian giai mat bat
diu tir ngay, thang, nam lanh dao c6 tham quyén ky quyét dinh giai mat.

Déu “GIAI MAT” dugc st dung dé dong trén tai liéu bi mét nha nudc ké
tr ngay co quyet dinh gial mét cua nguoi c6 thdm quyén va tir ngay nhan duoc
thong bao g1a1 mat hodc di véi trudng hop quy dinh tai diém c, khoan 2 Diéu 22
Luat Bao vé bi mat nha nudc.

(1 mm

|

GIAI MAT
j I N——————
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MAU SO 06
(Ban hanh kém theo Théng tu sé 24/2020/TT-BCA ngay 10 thang 3 nam 2020 ciia Bé
truong Bo Cong an)

I. Mdu dau “GIAM XUONG TOI MAT”: Hinh chit nhét, kich thudc
55mm x 13mm, c¢o hai duorng vién xung quanh khoang cach glu'a hai dudng
vién 1a 01mm; hang thir nhat la dong chir “GIAM XUONG TOI MAT”, trinh
bay bang chir in hoa, co chir 14, kiéu chir times new roman, dimg, dim; hang
thir hai 1 chir "Tir:....." & dau hang va cac ddu chdm cho dén hét, trinh bay bing
chit thuomg, c& chir 13, kiéu chit times new roman; khoang céch giira hang chit
thir nhat va hang chit thir hai 1a 02mm.

ilmm

GIAM XUONG TOI MAT

2 mm

2. MAu déu “GIAM XUONG MAT”: Hinh chir nhat, kich thuéc 50mm x
13mm, ¢6 hai duomg vién xung quanh, khoang cach giita hai dudng vién la
01mm; hang thir nhét 14 dong chir “GIAM XUONG MAT?, trinh bay bang chir
in hoa, c& chir 14, kiéu chir times new roman, dimg, dam; hang thir hai la chir
"Tir:...." & ddu hang va cac déu cham cho dén hét, trinh bay bang chir thudng,
c& chit 13, kiéu chir times new roman; khoang cach gitra hang chir thir nhit va
hang chir thir hai la 02mm.

|lmm

GIAM XUONG MAT
| [

2 mm

Déu "GIAM XUONG TOI MAT" va ddu “GIAM XUONG MAT” dugc
sir dung dé dong trén tai liéu bi mét nha nudc ké tir ngay cé quyét dinh giam do
mét clia ngudi cé thAm quyén va tir ngay nhén dugc thong béo giam do mat.
Sau khi déng ddu "GIAM XUONG TOI MAT" va diu “GIAM XUONG MAT”
& dong “Tir:....” phai ghi rd thoi gian giam mat bit dau tir ngdy, thang, nim lanh
dao c6 thim quyén quyét dinh giam mat.
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3. Mau déu “TANG LEN TUYET MAT”: Hinh chit nhét, kich thudc
55mm x 13mm, c6 hai dudng vién xung quanh, khoang céch gitra hai dudng vién
la 01mm; hang thir nhit la dong chix “TANG LEN TUYET MAT”, trinh bay
bang chir in hoa, c& chir 14, kiéu chir times new roman, dung, dam; hang thir hai
1a chir "Tir:...." & dau hang va céc déu chim cho dén hét, trinh bay bang chix
thudmg, c& chir 13, kiéu chir times new roman; khoang céch giira hang chir thir
nhét va hang chir thir hai 1 02emm.

Jlmm

TANG LEN TUYET MAT‘

2mm

4. Méu dau “TANG LEN TOI MAT": Hinh chit nhit, kich thuéc 50mm x
13mm, c6 hai dudng vién xung quanh, khoang cach gitra hai duong vién la
01mm; hang thir nhét 14 dong chir “TANG LEN TOI MAT?”, trinh bay bang chir
in hoa, co‘ chir 14, kiéu chir times new roman, dimg, ddm; hang th{ hai la chix
"Tir:....." & dau hang va céc déu chim cho dén hét, trinh bay bang chit thudong, c&
chir 13, kiéu chir times new roman; khoang céch gitra hang chir thir nhat va hang
chir thir hai la 02mm.

1 | mm

TANG LEN TOI MAT

2mm

Dau "TANG LEN TUYET MAT" va d4u “TANG LEN TOI MAT” dugc
sir dung dé dong trén tai liéu bi mat nha nudc ké tir ngay cé quyét dinh ting do
mét clia ngudi cé thim quyén va tir ngay nhan duoc thong béo ting d6 mit. Sau
khi déng ddu "TANG LEN TUYET MAT" va diu “TANG LEN TOI MAT” &
dong “Tir:.....” phai ghi rd thoi gian ting d6 mét bit dau tir ngdy, thing, nim
lanh dao c6 thdm quyén quyét dinh ting d§ mat.
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MAU SO 07
(Ban hanh kem theo Théng tw s6 24/2020/TT-BCA ngay 10 thang 3 nam 2020 cua B¢
truong Bo Cong an)

1. Mu du “TAI LIEU THU HOI”: Hinh chit nhét, kich thuéc 55mm x
13mm ¢6 hai dudng vién xung quanh, khoang cich giira hai duong vién 1a
01mm; hang thir nhét 1a dong chir "TAI LIEU THU HOI" duogc trinh bay béng
chit in hoa, c& chit 14, kiéu chir times new roman, dimg, ddm; hang thir hai la
dong chir "Thoi han" & dau hang va céc diu chim cho dén hét, trinh bay bang
chir thuong, ¢& chir 13, kidu chir times new roman; khoang céch gitra hang chit
thir nhit va hang chir thit hai 1a 02mm.

DAu “TAI LIEU THU HOI” sir dung trong trudng hop tai liéu bi mat nha
nudc duge phat ra trong mdt thoi gian nhit dinh, nguoi sir dung chi duge sir |
dung trong thoi han d6 va ndp lai cho noi phat tai liéu. Sau khi dong du "TAI
LIEU THU HOI" ¢ dong “Thoi han” phai ghi rd thoi gian thu hdi tai lidu trude
ngay, gior cu thé.

I mm

TAI LIEU THU HOI

2 mm

2. MAu déu "CHI NGUOI CO TEN MCI BUGC BOC BI”: Hinh chir
nhét, kich thuéc 70mm x 9mm, c6 hai duong vién xung quanh, khoang cach
gura hai dudng vién 1a 01mm, bén trong 12 hang chit "CHI NGUOI CO TEN
MOI PUGC BOC BI" trinh bay bing chu in hoa, c& chit 14, kidu chit times
new roman, dimg, dam, cach déu dudng vién bén ngoai 02mm.

Déu "CHI NGUOI cO TEN MGl PUGC BOC BI" sir dung trong trudng
hop chuyén tai liéu, vét chira bi mat nha nuéc ma chi ngudi nhdn méi duge béc
bi d& bao dam bi mat cua tai lidu; ngoai bi ghi rd tén ngudi nhin, bd phin
chuyén tai liéu phai chuyén tan tay ngudi cé tén trén bi.

!lmm

CHI NGUOI CO TEN MG1 bUGC BOC Bi

2mm

2mm
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MAU SO 08
(Ban hanh kém theo Thong tu s6 24/2020/TT-BCA ngay 10 thang 3 nam 2020 cia Bé
trucng By Cong an)

Miu dédu “BAN SO” hinh chit nhat, kich thuéc 30mm x 8mm, c6 01
dudmg vién xung quanh, bén trong duong vién la hang chir “BAN SO”, duge
trinh bay b'c:‘mg chit in hoa, ¢& chit 14, kiéu chir times new roman, ding, dam.
Maiu dau “BAN SO” duoc sir dung dé quan 1y s6 luong tai liéu bi mat nha nudc
phét hanh dén céc co quan, té chirc; mau diu “BAN SO” dugc déng trén trang
dau cua tai liéu, & phia trén bén trai. Vi du: Ban sé 1 dugc giri cho B Ngoai
giao s& ghi nhu sau “BAN SO: 01”.

smm | IBAN SO:........

30 mm !
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MAU SO 09
(Ban hanh kém theo Théng twr s6 24/2020/TT-BCA ngay 10 thang 3 ndm 2020 cia Bé
truong Bg Cong an)

Miu ddu “BAN SAO Bi MAT NHA NUGC”: Hinh chir nhat, kich
thuéc 60mm x 40mm, phia trén la hang chit “TEN CO QUAN, TO CHUC”,
trinh bay bang chi in hoa, ¢& chir 14, kiéu chir dimg, ddm; dudi hang chi tén co
quan td chirc 1a céc hang chir “Sao Y ban chinh/Sao Iuc” “ngay, thang, nam”

“s0 lucmg" “noi nhan”, “Thim quyen sao”, trinh bay bang chir thu*(mg, co chu
13. Kiéu chir ctia cac hang chir trong dau “BAN SAO Bi MAT NHA NUGC” la

kiéu chir times new roman.

Mau dau “BAN SAO B MAT NHA NUOC” duogc sir dung khi thuc hién
“Sao y ban chinh” hoac “Sao luc”. Néu la ban sao y ban chinh thi ghi rd la sao
y, ban sao luc thi ghi 15 la sao luc. Tai dong “Tham quyén sao” ghi rd chuc vu
ctia ngudi cho phép sao; khoang tréng bén dudi dong “Tham quyén sao” la chir
ky cua nguoi c6 tham quyén, con dau cua co quan, to chirc (néu co), ho tén cua
nguoi c6 tham quyén cho phép sao.

Diu “BAN SAO Bi MAT NHA NUGC” dugc déng & phia dudi clng tai
trang cudi cua ban sao tai liu bi mat nha nudec.

"TEN CO QUAN, TO CHUC
Sao y ban chinh/Sao luc:........cccovuvvuruneces

' Neay.........thing........naM ....veeeneeeene.
40 mm g y g

- Noi nhén:....
- Thim quyén SO ssncsiocsssanasiimismsenasiansiy
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~ MAUSO 10
(Ban hanh kém theo Théng tw s6 24/2020/TT-BCA ngay 10 thang 3 nam 2020 cua B
truong Bé Cong an)

....................................... (1) TRICH SAO
........................................ )
..... (3)... /TS-...(4) wel5)eyngay  thang  nam 20...
NOI DUNG TRiCH SAO
Nolmhfine = Gisisssesdssssesesees 00)iimssmeviisnsmiaavine
Lunu: VT, (7) (8) (Chit ky; déu cia co quan, 16 chitc)
........................ ) T

Ghi chu:

(1) Tén co quan, td chirc chii quan (néu co).

(2) Tén co quan, tb chirc sao vin ban.

(3) S cia ban trich sao.

(4) Ky hiéu cta van ban dugc trich sao, vi du: QD-TTg hodac BC-BCA.
(5) Dia danh.

(6) Chuc vu cua nguoi co thim quyen sao.

(7) Viét tat hodc ghi phién hi¢u co quan, td chirc sao.

(8) Viét tit tén ngudi sao, ghi rd s ll_rqng ban sao, vi du: (Q, 05).

(9) Ghi rd ho tén cia ngudi c6 thim quyén cho phép sao.
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MAU SO 11
(Ban hanh kéem theo Théng tw so 24/2020/TT-BCA ngay 10 thang 3 nam 2020
cua B truong Bo Cong an)

Mau diu “BAN SAO SO”: Hinh chir nhat, kich thuéc 37mm x 8mm, c¢6 mét
dudng vién xung quanh, bén trong 1a hang chit “BAN SAO SO”, trinh bay bing chir
in hoa, ¢ chir 14, kiéu chir times new roman, ding, dam. D4u “BAN SAO SO”
duoc dong & gbe trén bén phai tai trang ddu clia ban sao tai liéu bi mat nha nuée.

smm IBAN SAO SO-...

>

37 mm
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MAU SO 12
SO QUAN LY SAO, CHUP Bi MAT NHA NUOC
(Ban hanh kém theo Théng tw s6 24/2020/TT-BCA ngay 10 thang 3 nam 2020
cua Bé truong Bé Cong an)

1. Miu sb

S6 quan 1y sao, chup bi mat nha nuéc dugc in sin, kich thude 210mm x
297mm.

a) Bia va trang ddu

Bia va trang déu ctia S6 quén ly sao, chup bi mat nha nuée dugc trinh bay
theo hinh minh hoa dudi day:

SO QUAN LY SAO, CHUP BI MAT NHA NUGC

Ném: ... (3)...

Tie ngay ....... dénngay .... (4)..........

Quyén s6: ....(5)...

Ghi chu:

(1): Tén co quan, td chirc chi quéan cép trén truc tiép (néu co).
(2): Tén co quan, td chirc.

(3): Ndm m& S6 quan ly sao, chup bi mat nha nuée.

(4): Ngay, thang bat dau va két thuc.

(5): S6 thir tur ciia quyén sd.
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b) Phan quan ly sao, chup bi mat nha nuéc

Phan quan ly sao, chup bi mat nha nuéc duge trinh bay trén trang gidy
khd A4 (210mm x 297mm) bao gém 09 c6t theo mau sau:

Séthitw | Ngiy, | Ténloaivatrich | Pomat | S6 |Noinhin| Ngudicé | Ngudi | Ghi

thang, | yéundi dung tai luong | bansao, | thim quyén thuc | chu

nam sao, liéu, vat chira ban chup cho phép sao, | hién

chup tai BMNN duogc sao, chup sao,

liéu, vat sao, chup chup chup
chira

BMNN

(1) (2) 3) C)) ) (6) () @ | ©

2. Huéng din quén ly

Cot 1: Ghi s thir tu tir 01 dén khi sir dung hét quyén sd.

Cot 2: Ghi ngay, thang, nam sao tai liu, vét chira bi mét nha nudc; déi voi
nhitng ngay dudi 10 va thang 1, 2 thi phai thém s6 0 & trude, vi du: 03/01, 2777,

31/12.

Cot 3: Ghi tén loai va trich yéu ndi dung tai liéu, vat chira bi mét nha nudc

dugc sao.

Cot 4: Ghi rdo do mét cua tai liéu, vat chira bi mét nha nuée duge sao (Tuyét

mét, Téi mat, Mat hodc ghi ky hiéu A, B, C).

Cot 5: Ghi rd sb lugng ban sao.

Cot 6: Ghi tén co quan, td chirc hodc don vi, c4 nhan nhén ban sao tai liéu, vt

chira bi méat nha nude.

Cot 7: Ghi tén, chirc vu clia ngudi ¢6 thim quyén cho phép sao.

Cot 8: Ghi rd ho tén va chir ky xdc nhan cia ngudi thuc hién sao.

C6t 9: Ghi nhitng ndi dung cén thiét khac.
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MAU SO 13
(Ban hanh kém theo Thong tu sé 24/2020/TT-BCA ngay 10 thang 3 ndm 2020
cua B¢ truong By Cong an)
........... (1) CONG HOA XA HOQI CHU NGHIA VIET NAM
........... (2) Poc ldp — Tw do — Hanh phiic

VAN BAN GHI NHAN VIEC CHUP TAI LIEU,
VAT CHUA Bi MAT NHA NUOC

Lanh dao co quan, t6 chirc cho phép chup  Ngudi thuc hién chup tai liu, vat chira bi
tai liéu, vat chira bi mét nha nudc mét nha nuéc
(ky, ghi ré ho tén, chirc vu) (5, ghi 15 ho tén)

Ghi chi: Méu ndy 4p dung dbi véi ban chup tai liéu, vat chira bi mét nha nudc
khong thé déng déu ban sao, chup hoic trudong hop chup tai liéu bi mét nha nude dé
giri co quan, td chirc theo phép luit vé co yéu; miu nay duoc giri kém theo ban chup
tai liéu, vat chira bi mat nha nude cho co quan, to chirc nhan ban chup.

(1) Tén co quan, tb chirc.

(2) Tén co quan, t chirc quan 1y, sir dung tai liéu, vat chira bi mat nha nuée.

(3) Ghi rd tén co quan, td chirc nhan ban chup.

(4) Ghi rd do mat cua tai liéu, vat chira bi mét nha nudc duge chup (Tuyét mat,
T&i mét, Mét hogic ghi ky hiéu A, B, C).
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MAU SO 14
SO PANG KY Bi MAT NHA NUGC b1
(Ban hanh kém theo Théng tw s6 24/2020/TT-BCA ngay 10 thdng 3 ndm 2020
cua B¢ truong Bé Cong an)

1. Miu s

S6 dang ky bi mat nha nuéce di duoc in san, kich thude 210mm x 297mm.

a) Bia va trang dau

Bia va trang dau cta S6 ding ky bi mat nha nudce di dugce trinh bay theo
hinh minh hoa dudi day:

SO PANG KY Bi MAT NHA NUOC PI
Nam: ... (3)...

Tirngay ....... dénngay .... (4)..........

TRSD coiinss TERSD vioisvisss (D isvii

Quyén sb: ....(6)...

Ghi chi:
(1): Tén co quan, td chirc chu quan Cép trén truc tiép (néu cd).

(2): Tén co quan, t chirc.

(3): Nam m& S ding ky bi mét nha nuéc di.

(4): Ngay, thang bit dau va két thic ding ky vin ban trong sb.

(5): S thir tw dang ky van ban mat di dau tién va cudi cling trong sd.
(6): S6 thir tw ciia quyén sb.
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b) Phan ding bi mat nha nudc di.

Phin quéan 1y bi mat nha nuéc di dugce trinh bay trén trang gidy khd A4

(210mm x 297mm) bao gdm 09 cft theo mau sau:

Séthir| S&,ky | Ngay | Ténloaivatrich | Domit | Ngudi | Noi |[Ponvi| S6 | Ghi
ty | higutai | thang | yéu noidung tai ky nhin | lwu | lugng | chu
liéu, vat | xac dinh | liu, vat chira
chira | tailiéu, BMNN
BMNN | vit chira
BMNN
(1) () 3) 4 (5) (6) (@) ® 9 |10

2. Hréng din ding ky

Cot 1: Ghi s thir tur tir 01 dén khi sir dung hét quyén sd.

Cot 2: Ghi s6 va ky hiéu cta tai liéu, vt chira bi mat nha nudc.

Cot 3: Ghi ngady, thang, ndm cua vin ban; b1 véi nhitng ngay duéi 10 va thang
1, 2 thi phai thém sb 0 & trude, vi du: 03/01, 27/7, 31/12.

Cot 4: Ghi tén loai va trich yéu ndi dung tai liéu, vét chira bi mat nha nudc; doi
véi bi mat nha nude di ¢6 do mat "Tuyét mat" thi chi dugce ghi vao cft trich yéu noi
dung sau khi dugc phép cua lanh dao xac dinh d¢ mat bi mét nha nuédce do.

Cot 5: Ghi rd do mat cua tai liéu, vat chira bi mat nha nuée (Tuyét mét, Toi
mat, Mat hodc ghi ky hiéu A, B, C).

Cot 6: Ghi tén cua ngudi ky tai liéu bi mat nha nude.

Cot 7: Ghi tén céc co quan, t6 chirc hodc don vi, ca nhan nhan tai liéu, vat chia
bi mét nha nudc nhu dugc ghi tai phén noi nhan cua tai liéu.

Cot 8: Ghi tén don vi luu tai ligu.

Cot 9: Ghi s6 lugng ban phat hanh tai liéu.

Cot 10: Ghi nhitng ndi dung cén thiét khac.
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MAU SO 15
SO PANG KY BI MAT NHA NUGC PEN
(Ban hanh kém theo Théng tu s 24/2020/TT-BCA ngay 10 thang 3 ndm 2020
cua B¢ truong Bo Cong an)

1. Miu s6

S6 dang ky bi mét nha nuéc dén dugc in sin, kich thudc 210mm x
297mm.

a) Bia va trang dau

Bia va trang dau cua S6 dang ky bi mat nha nudc dén dugc trinh bay
tuong tu nhu bia va trang dau cua S6 dang ky bi mat nha nude di, chi khéc tén
goi la "SO BANG KY BI MAT NHA NUGC BEN".

b) Phan dang ky bi mét nha nudc dén

Phan quan ly bi mat nha nuéc dén duge trinh bay trén trang gidy kho A4
(210mm x 297mm) bao gém 09 c4t theo mau sau:

Séthir | Ngay | S6dén | Coquan,té | Sé,ky | Ngiy | Ténloai | POmat | Ponvi | Ghi
tur dén chirc ban hiéu thang va trich hoic | chu
hanh tai liéu, yéu ndi ngudi
vét chira dung nhén
BMNN
(1) (2) (3) (4) (5) (6) (7) (3) © | (10)

2. Huéng dan ding ky
Cot 1: Ghi sb thir tu tir 01 dén khi sir dung hét quyén sb.

Cot 2: Ghi theo ngay, thang duoc ghi trén déu dén.
Cbt 3: Ghi theo sé duoc ghi trén diu dén.

Cot 4: Ghi co quan, td chirc ban hanh tai liéu, vat chira bi mét nha nuéc.

Cot 5: Ghi s6 va ky hiéu cua tai lidu, vat chira bi mat nha nuéc dén.

Cot 6: Ghi ngdy, thing, nam ciia vin ban mét dén; déi v6i nhitng ngay dudi 10
va théng 1, 2 thi phai thém s6 0 & trude, vi du: 03/01, 27/7, 31/12.

Cot 7: Ghi tén loai va trich yéu ndi dung cua tai liu, bi mat nha nuéce dén.

Cot 8: Ghi rd do mét cua tai liéu, vét chira bi mat nha nuéc (Tuyét mét, Téi
mat, Mt hodc ghi ky hiéu A, B, C).

Cbt 9: Ghi tén don vi hodc ca nhan nhén tai liéu, vat chira bi mat nha nudc dén.
Cot 10: Ghi nhitng ndi dung can thiét khac.
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MAU SO 16
SO CHUYEN GIAO Bi MAT NHA NUOC
(Ban hanh kém theo Théng tu s6 24/2020/TT-BCA ngay 10 thang 3 ndm 2020
cua B¢ truong Bg Cong an)

1. Miéu sb

S chuyén giao bi mat nha nuéc dugc in sin, kich thuéc 210mm x
297mm.

a) Bia va trang dau

Bia va trang dau cia sé dugc trinh bay tuong tu nhu bia va trang dau
cua S6 dang ky bi mat nha nudc di, chi khic tén goi 1a "SO CHUYEN GIAO
BI MAT NHA NUGC".

b) Phén chuyén giao bi mat nha nuéc

Phén chuyén giao bi mét nha nudc dugc trinh bay trén trang gidy kho A4
theo chiéu rong (210mm x 297mm) hoic theo chiéu dai (148mm x 210mm) bao
g6m 06 cot theo mAu sau:

Ngay chuyén | S6 dén hojic | DJ mit Pon vi hodc Ky nhan Ghi chua
s6 di ngudi nhin
(1) (2) 3) (4) (3) (6)
2. Huéng din ghi

Cot 1: Ghi ngay, thang, ndm chuyén giao bi mét nha nudc cho cic co quan, t6
chirc, ca nhan; déi véi nhitng ngay dudi 10 va théng 1, 2 thi phai thém sb 0 & trudc;
nim dugc ghi bing hai chir s cudi ctia nam, vi du: 03/01, 27/7, 31/12.

Cot 2: Ghi theo s dugc ghi trén déu "dén"; s6 vin ban di.

Cot 3: Ghi rd mirc d6 mét ciia bi mat nha nude (Tuyét mét, Téi mat, Mat hoac
ghi ky hiéu A, B, C).

Cot 4: Ghi tén don vi hodc ca nhin nhin bi mat nha nudc.
Cot 5: Chir ky ctia ngudi truc tiép nhin bi mét nha nude.

Cot 6: Ghi ndi dung cin thiét khac (nhu ban sao, sb lugng tai liéu...).
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MAU SO 17
(Ban hanh kém theo Thong tw s6 24/2020/TT-BCA ngay 10 thdng 3 ndm 2020 cua Bj
truong B¢ Cong an)

........... (1) CONG HOA XA HQI CHU NGHIA VIET NAM
........... (2) Doc lap — Tu do — Hanh phic

VAN BAN PE NGHI CUNG CAP, CHUYEN GIAO Bi MAT NHA NUGC

) ~ b Bt . -~ v ; L - r ~ ,i . ‘
Ho va tén nguoi dai dién cua co quan, t6 chuc hodc ca nhan dé nghj cung cap,
olrirerigiann DI TRt TIE DU0L ;s s e s e s RS s

Vi tri cong tac cia ngudi dai dién hodc cdnhln @ ....coooiviiiiiiiiiiiiiiiiiniiiin,

Bi mat nha nudc dé nghi cung cép, chuyén giao:

.......................................... (s i e A v S A RS R A VA
D6 mat cua bi mat nha nudc dé nghi cung cép, chuyén giao.........ccceevvuunnnnnn.
Muc dich &% dung bf Mt DG cavimmscsnsmasssmspisvessassssssaretonsdassussnnon
Cam két bao vé bi mét nha nuéc:................ ) S S R
Co' quan, to chirc hodic ¢4 nhén dé nghi
(ky, ghi ro ho tén, chirc vu va dong dau)
Ghi chu:

(1) Tén co quan, td chirc d& nghi cung cip, chuyén giao bi mét nha nuéc
(2) S8, ky hiéu cuia vin ban d& nghj cung cép, chuyén giao

(3) Co quan, td chirc quan ly, xac dinh bi mét nha nuéc

(4) Loai, trich yéu noi dung ctia bi mat nha nuée

(5) Truong hop cung cap, chuyén giao bi mét nha nude cho co quan, td chirc,
cé nhén nudc ngoai phai cam két khong cung cip cho bén thir ba, néu khong co sy
dbng y cuia bén cung cap.
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MAU SO 18
(Ban hanh kém theo Théng tw sé 24/2020/TT-BCA ngay 10 thdang 3 ndm 2020 ctia B¢
truong Bé Cong an)

THONG KE BI MAT NHA NUOC

STT | So,ky Tén loai, Pomat | Thoigianxdc | Coquan,to | Ghicha
hiéucta | trich yéu tai dinh hoic tiép chirc xac
tai lidu, | lidu, vét chira nhan, luu giir dinh hoge
vatchira | bi métnha tiép nhan,
bi mat nha nude luu gitr
nudc
(1) (2 3) (4) (5) (6) (M
Lanh dao co quan, to chirc thong ké Ngudi thong ké
(ky, ghi ré ho tén, chiec vu) (ky, ghi ro ho tén)

Ghi chii: Mau thng ké bi mat nha nude duge sir dung dé thong ké tai lidu, vét
chira bi mat nha nudce phat hanh va ti€p nhan trong ndm céng téc.

(1): Ghi sb thir tu tai lidu, vat chira bi mét nha nuéc duge phat hanh hodc tiép
nhan, luu gitr.

(2): Ghi s6, ky hiéu, ngay, thang, ndm xac dinh tai liéu, vat chira bi mat nha nudc.
(3): Tén loai, trich yéu ndi dung cua tai li¢u, vat chira bi mat nha nuéec.

(4): Ghi do mat cua tai ligu, vat chira BMNN (Tuyét mat, Téi mat, Mat hodc
ghi ky hi¢u A, B, C).

(5): Ghi cy thé ngay, thang, nim xac dinh hofc tiép nhan, luu gitr.
(6): Ghi cy thé co quan, t6 chirc xac dinh hodc tiép nhén, luu gitt bi mét nha nudc.
(7): Ghi nhimg ndi dung can thiét khac (ban sao, sb lugng ban luu gitr...).
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~ _MAUsO1
SO PO VI TRI CAC DAU MAT TREN VAN BAN
(Trén mt trang gidy A4: 210 mm x 297 mm)
(Kém theo Thong twsé  /2020/TT-BCA ngay thdng nam 2020 cua B§ truong Bg Céng an)

A

11b 11 20-25mm lla e
2 1
15
4
3
5b | 5a
10a 10¢ 9a
10d
-
10b 12
18-20mm
4 4
30-35 mm 6
9b 7a
13
8 Tc
e
7b
14
16

20-25 mm
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Ghi chua:

Thanh phén thé thic van ban

Quéc hiéu

Tén co quan, td chirc ban hanh vin ban

S6, ky hiéu cia van ban

Dia danh va ngay, thang n&m ban hanh van ban

Tén loai va trich yéu ngi dung van ban

Trich yéu ngi dung vin ban

Noi dung viin ban

Quyén han, chirc vy, ho tén va chir ky ctia ngudi ¢6 thim quyén
Déu ciia co quan, tb chic

Noi nhin

Déu chi 46 mat (Tuyét mat, Tdi mat, Mat)

Déu chi d§ khén

DAu giai mét

Déu ting mat, gidm maét

Déu thoi han bao vé bi mat nha nudc

Déu tai liéu thu hdi hoic dau Gia han thoi han bao vé bi méat nha nuéc
Déu “Ban 56"

Dau “Bén sao s6”

Chi dan vé dy thao van ban

Ky hiéu ngudi soan thio, sé lugng ban phat hanh; dugc phép hodc khong dugc phép
sao, chup

Déu ban sao bi mét nha nuéc
Logo: In chim duéi tén co quan, td chirc ban hanh van ban (néu cd)

Dia chi co quan, td chirc; dja chi E-Mail; dia chi Website; sé dién thoai; s Telex; sb
Fax
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