B6 CONG AN CONG HOA XA HOI CHU NGHIA VIET NAM
— Po6c lap - Ty do - Hanh phdc

S6: 24/2020/TT-BCA Ha Noi, ngay 10 thang 3 nam 2020

THONG Tu
Ban hanh biéu mau st dung trong
cong tac bao vé bi mat nha nuoc

Canclr LuatBao vé bi mat nha nuéc ngay 15 thang 11 nam 20i §;

Can ctr Nghi dinh s6 26/2020/ND-CP ngay 28 thang 02 nam 2020 clia
Chinhphu quy dinh chi tiét motsé diéu cua Luat B4o vé bi mat nha nwéc;

Can ct Nghi dinh s6 01/2018/ND-CP ngay 06 thang 8 nam!20i8 cula
Chinh phu quy dinh chitc nang, nhiém vu, quyén han va co cau toé chirc cla
B6 Cong an;

Theo dé nghi calr Cuc trudiig Cuc An ninh chinh tYl noi bo,

Bo trudng B Cong an quy dinh biéu mau st dung trong cong tac
bao vé bi méat nha nuéc.

biéu 1. Pham vi diéu chinh, déi twgng ap dung

1. Thong tv nay quy dinh vé& biéu mau va viéc st dung biéu mau
trong cong tac bao vé bi mat nha nuéc.

2. Thong tu nay &p dung ddi voi co quan, t6 chic, cd nhan cé lién
quan dén viéc thuc hién cong tac bao vé bi mat nha nuwéc.

Piéu 2. Biéu mau sir duDg trong cong tac bao vé bi mat nha nwoc

1. Van ban xéac dinh do mat déi vai vat, dia diém, loi noi, hoat dong,
hinh thitc khac chra bi mat nha nwéc: Mau s6 01.

2. DAu chi do Tuyét mat, Téi mat, Mat: Mau s 02.
3. Dau ky hiéu A, B, C: Mau s6 03.

4. Dau Thoi han bdo vé bi mat nha nuwéc; dau Gia han thoi han bao
vé bi mat nha nudc: Mau so 04.

5. Dau Giai mat: Mau s6 05.

6. Dau diéu chinh do mat: Mau s6 06.

7. Dau Tai liéu thu hoéi; dau Chi nguti c6 tén méi duoc bdc bi: Mau
s6 07.

8. Dau quan ly so luvgng tai liéu bi mat nha nwéc: Mau so 08,



9. D4u sao, chup bi mat nha nuwéc: Mau so 09.

10. Van ban trich sao: Mau s6 10.

11. Dau Ban sao: Mau s6 11.

12. S6 quan ly sao, chup bi mat nha nwéc: Mau so 12.

13. Van ban ghi nhan viéc chup tai liéu, vat chira bi méat nha nuwéc:
Mau sb 13.

14. S6 dang ky bi mat nha nwéc di: Mau s6 14.

15. S6 dang ky bi mat nha nudc dén: Mau sb 15.

16. SO chuyén giao bi mat nha nwéc: Mau sb 16.

17. Van ban dé nghi cung cép, chuyén giao bi mat nha nwéc: Mau s6 17.

18. Thong ké bi mat nha nuéc: Mau sé 18.

19. So d6 vi tri ddu mat trén van ban: Mau so 19.

Piéu 3. Str dung biéu mau

1. Co quan, td chirc, ca nhan khi st dung biéu mau quy dinh tai Diéu
2 Théng tv nay phai bdo ddm day dua ndi dung, théng nhét vé hinh thic,
kich thwdc dwgce quy dinh cu thé tai cac biéu mau.

2. Muc dung dé dong cac loai dau chi do mat la mwc mau do.

3. Trwong hop sir dung co s¢ dir lieu dé dang ky, quan ly tai liéu, vat
chtta bi mat nha nwéc trén may tinh phai bdo ddm day dd ndi dung theo
mau “S6 dang ky bi mat nha nudc di”, “S6 dang ky bi mat nha nwéc dén”
quy dinh tai Théng tv nay.

4. Truong hop tai liéu bi mat nha nwéc, sach chia dwng ndi dung bi
mat nha nuéc duoc in, xudt ban véi s6 lvgng 1én thi co quan, t0 chic soan
thdo, tao ra bi mat nha nwéc dwoc in ddu do méat bang muwc mau dd & bén
ngoai tai liéu, bia sach.

Dbiéu 4. Hiéu luc thi hanh

1. Théng tv nay cé hiéu lyc thi hanh tr ngay 01 thang 7 nam 2020.

2. Bai bd Théng tu sd6 33/2015/TT-BCA ngay 20/7/2015 cua Bo
truéng B6 Cong an hwdng dan thuc hién mot s6 diéu cta Nghi dinh s6
33/2002/ND-CP ngay 28/3/2002 cua Chinh phd quy dinh chi tiét thi
hanh Phap 1énh Bao vé bi mat nha nvdc ké tlr ngay Thong tw nay cé hiéu
lwc thi hanh.

3. Tai liéu, vat chra bi mat nha nuéc da dwoc dong dau chi dé mat
tredc ngay 01/7/2020 theo mau quy dinh tai Thong tv s6 33/2015/TT-BCA
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ngay 20/7/2015 cua Bd trwdng BO Cong an hwéng dan thwc hién mot s6
diéu ctia Nghi dinh s6 33/2002/NB-CP ngay 28/3/2002 cua Chinh phi quy
dinh chi tiét thi hanh Phap Iénh Bao vé bi mat nha nuéc ti€p tuc duoc bao
vé theo quy dinh cta phap luat vé bao vé bi mat nha nuéc.

4. Trong qua trinh trién khai thwc hién, néu c6 khé khin, vieéng méc
dé nghi cac co quan, t0 chirc, ca nhan kip thoi phdn anh vé B6 Cong an dé

nghién ctu, stra doi, bd sung cho phu hop./

Noinhén:
- Thu twéng, cac Phé Thu twéng Chinh ph;
- Céc bd, co quan ngang bd; co quan thudc CP;

- HBDND, UBND c4c tinh, thanh pho tryc thudc trung vong;.

- Vén phong Trung vong va cac Ban cuia Bang;

- Vén phong Tong Bi thu;

- Van phong Chu tich nuéc;

- Hoi dong dan toc va cac Uy ban cua Quédc hoi;

- Van phéng Quéc hdi;

- Toa &n nhéan dan tdi cao;

- Vién kiém sat nhan dan toi cao;

- Kiém toan nha nuéc; _

-0y ban trung vong Mat tran T6 qudc Viét Nam;

- Co quan trung uvong cla cac doan thé;

- Cuc kiém tra van ban, Bd Tv phép;

- Cong béo Chinh phu;

- B6 Cong an: Cac Thi trwdng; don vi trec thude BO; hoc
vién truong CAND; Cdng an cac tinh, thanh phé tryc thube
trung ucmg;

- Cong thong tin dién tir B6 Cong an;

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

i)ai twong T6 Lam
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MAU SO 01
(Ban hanh kém theo Thong tw s6 24/2020/TT-BCA ngay 10 thang 3 nam 2020
clia B trudng Bd Cong an)

CONG HOA XA HOI CHU NGHIA VIET NAM
....... (2 Poc lap-Tu do-Hanh phic

VAN BAN XAC PINH O MAT BOI VOI VAT, BIABDIEM, LOI NOI,
HOAT BDONG, HINH THUC KHAC CHUA Bi MAT NHA NUGC

Tén goi clia vat, dia diém, hoat dong, ndi dung l&i n6i hodc hinh thirc khac chira

Lanh dao co quan, té chirc xac dinh
bi mat nha nuéc
(ky, ghi rd ho tén, chtrc vu)

Ghi chi: Mau nay dugc ap dung doi véi vat, dia diém, 16i néi, hoat dong hodc
hinh thuc khac chira bi mat nha nwoc ma khong thé dong dau do mét.

(1) Tén co gquan cha quan.
(2) Tén co quan, to chic xac dinh bi mat nha nuéc,

(3) Ghi theo d6 mat clia vat, dia diém, hoat dong, n6i dung 10i néi hodc hinh
thirc khac chira bi mat nha nuée. Trwong hop trong vat, dia diém, hoat dong, noi dung
|01 n6i chira nhiéu théng tin ¢d d6 mat khac nhau thi xac dinh theo d6 mat cao nhat.

(4) Ghi rd viéc xac dinh d mét can cir vao quy dinh tai diéu, khoan, diem nao
clia danh muc bi mat nha nuéc cu thé.
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MAU SO 02
(Ban hanh kém theo Théng tu s6 24/2020/Ti-BCA ngay 10 thang 3 nam 2020 cita Bo
trwvdng B6 Cong an)

1. Mau ddu "TUYET MAT": Hinh chi nhat, kich thuéc 40mm x 8mm,
c6 hai dwdng vién xung quanh, khodng cach gitra hai dudng vién la Olmm; bén
trong cta hai dwong vién la chir “TUYET MAT” duoc trinh bay bang chit in
hoa, c& chir 13, ki€u chit times new roman, ditng, dam; cach déu duong vién
bén ngoai la 02mm.

I mm
2 ram = =
TUYET MAT
2 mm
2. Mau dau "TOI MAT": Hinh chit nhat, kich thuéc 30mm x 8mm, ¢ hai

duong vién xung quanh, khoang cach gilra hai duong vién la Olmm; bén trong
cla hai duong vién 1a chit “TOI MAT” dwoc trinh bay bang chi in hoa, c& chit
13, ki€u chr times new roman, ditng, dam; cach déu duong vién bén ngoai la
02mm.

I nun
2mm

TOI IMAT

2inm

3. Mau ddu "MAT": Hinh chi nhat, kich thwéc 20mm x 8mm, c6 hai
dudng vién xung quanh, khodng cach gilra hai duong vién la Olmm; bén rong
cla hai duong vién 1a chir “MAT” dwoc trinh bay bang chit in hoa, ¢& chir 13,
ki€u chir times new roman, dirng, dam; cach déu duong vién bén ngoai la
02mm.

1mm

X
MAT

2mm



3

MAU SO 03
(Ban hanh kem theo Thong tu & 24/2020/TT-BCA ngay 10 thang 3 nam 2020 clia Bo
trudng Bé Cong an)

1. Mau ddu chir “A”: Hinh tron, duong kinh 15mmt c6 hai duwong vién
xung quanh, khoang cach gitra hai duong vién la Olmm, chiéu cao cta chir A”
la I0mmTduwoc trinh bay & gitra hinh tron, bang chi in hoa, ¢& chir 40, kiéu;Gitr
times new romaa, dirng, ddm. Mau diu A” dwoc st dung dé dong bén ngoai bi
dwng tai liéu bi mat nha nwéc do Tuyet mat.

2. Mau dau ch®* “B”: Hinh won, duong kinh 15mm, c¢6 hai dudng vién
Xung quanh, khodng cach gilra hai duong vién la Olmm, chiéu cao clia chir y
& 10mm, dugc trinh bay & gilra hinh tron, bang ch in hoa, co chtr 40, kieuchw
times new roman, dirng, dam. Mau dau“B” dwoc st dung dé déng bén ngoai bi
dwng tai Liéu bi méat nha nuéc d6 Toi mat.

3. Mau dau ch®* “C”: Hinh tron; duong kinh 15mm, c6 hai dwong vién
xung quanh, khoang cach gitra hai dwong vién la Olmm, chiéu cao cla chir *C”
ia 10mm duwgc vinh bay ¢ gilra hinh tron, bang chir in hoa, c& chit 40, kiéu chi
times new roman, d*ng" dam. Mau dau "C” duoc slir dung dé dong bén ngoai bi
dwng tai liéu bi méat nha nutéc do Mat.



4
MAU SO 04
(Ban hanh kém theo Thong tw s6 24/2020/TT-BCA ngay 10 thang 3 nam 2020 clia Bo
tnténg B6 Cong an)

1 Mau ddu “THOI HAN BAO VE Bi MAT NHA NUGC”: Hinh chir nhat,
kich thwéc 70mm x 12mm, c6 hai dwong vién xung quanh, khodng cach gilra
hai dwong vién 1a Olmm; hang thi nhat 1a dong chir “THOI HAN BAO VE
BMNN?”, trinh bay bang chi in hoa, c¢& chir 13, ki€u ch{* times new roman,
di*ng, dam; hang th¢ hai la dong chit “Tw ...ngay...thdng...nam...dén
ngay...thang...ndm...”, trinh bay bang chi thwong, co chr 10, ki€u chir times
new roman; khodng cach gitra hang chii thi nhat va hang chi thv hai la 02mm.

Mau diu “THO1 HAN BAO VE Bi MAT NHA NUOC” dugc ap dung doi
vGi thoi han bado vé bi mat nha nwéc theo quy dinh tai khodn 2 Diéu 19 Luat Bao
vé bi mat nha nuéc.

imm

J ___THOI HAN BAO Vli BMNN |

2mm -
|[I‘ungay ..... thang nim dénngay thang ndin

2. Mau ddu “GIA HAN THOI BAO VE B MAT NHA NUOC”: Hinh chir

nhat, kich thwéc 70mm x 12mm, c6 hai dudng vién xung quanh, khoang céach
gitra hai duong vién 1a Olmm; hang th¢ nhat la dong chir “GIA HAN THOI
HAN BAO VE BMNN”, trinh bay bang chit in hoa, c& chir 13, ki€u chi times
new roman, ding, dam; hang th¢ hai la dong chlr “Tu
...ngay...thang...ndm...dén ngay...thang...ndm...”, trinh bay bang chi
thuong, c& chir 10, ki€u chir times new roman; khodng cach gitra hang chir thir
nhat va hang chir thit hai la 02mm.

I mm

GIA HANTHOTHAN BAO VE BMNN
Turngay... thang....nam.....dénngiy... thang... nam.,,
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MAU s6 05
(Ban hanh kém theo Thong tw s6 24/2020/TT-BCA ngay 10 thang 3 nam 2020 ctia B0
trvéng B6 Cong an)

Mau dau “GIAI MAT’: Hinh chit nhat, kich thwéc 30mm X 13mm, ¢é hai
dutmg vién xung quanh, 'khoang cach gilia hai dwdng vién la 01lmm; hang thw
nhat 12 dong chi* -GIAI MAT", trinh bdy bang chi in hoa, co chi* 14 kiéu chu
times new roman, dieng, dam; hang tht hai la chr "Tu: o dau hang vo céc dau
chdm cho den het, trinh bay bang chir thucmg, c& chir 13, kiéu chii times new
roman; khoang cabh gil*ta hang chit th(r nhat va hang chit th hai Ja 02mm Sau
khi dong dau "GIAI MAT" & dong “Tir:.... Lphai ghi rd thoi gian gidi mat bt
dau tw ngay, thang, ndm lanh dao cé thdm quyén ky quyét dinh giai mat. N

Déau “GIAI MAT’ duoc st dung dé dong trén tai liéu bi mat nha nudc ké
tlr ngay cd quyét dinh giai mat cla nguoi co tham .., :. Vva tlr ngay nhan duoc
thong bao giai mat hoac déi vai truong hop quy dinh tai diém c, khoan 2 Biéu 22
Luat Bao vé bi méat nha nuoc.

2 nun
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MAU SO 06
(Ban hanh kém theo Thong tw s6 24/2020/TT-BCA ngay 10 thang 3 nam 2020 cutia B6
trwdng B6 Cong an)

1 Mau ddu “GIAM XUONG TOI MAP’: Hinh ch nhat, kich thudc
55mm x 13mm, cé hai duvong vién xung quanh, khoang cach gitra hai duong
vién 12 Olmm; hang th nhat 1a dong chir “GIAM XUONG TOI MAP’, trinh
bay bang chi¥ in hoa, c& chir 14, ki€u chir times new roman, dirng, dam; hang
thé hai 1a ch "Ti:...." & dau hang va cac ddu chdm cho dén hét, trinh bay bang
chir thuong, c¢& chir 13, ki€u chir times new roman; khoang céach gitra hang chir
th* nhat va hang ch thi hai 1a 02mm.

1rul
GIAM XUONG TOI MAT
TO: .
2. Mau dau “GIAM XUONG MAT”: Hinh chit nhat, kich thwdc 50mm x

13mm, cé hai dwong vién xung quanh, khodng cach gilra hai dwong vién la
Olmm; hang tha nhét 1a dong chit “GIAM XUONG MAT?”, trinh bay bang chit
in hoa, c& chir 14, ki€u chi* times new roman, dirng, dam; hang th hai la chir
"Tir:...." & dau hang va cac ddu chdm cho dén hét, trinh bay bang chir thudng,
c6 chir 13, kiéu chir times new roman; khoang céch gitra hang chit thi* nhat va
hang chir thir hai 1a 02mm.

D4u "GIAM XUONG TOI MAT" va ddu “GIAM XUONG MAT” duoc
str dung dé dong trén tai liéu bi mat nha nwéc ké tir ngay cé quyét dinh giam do
mat clla ngudi c6 thdm quyén va tir ngay nhan dwgc thong bao gidm do mat.
Sau khi dong ddu "GIAM XUONG TOI MAT" va ddu “GIAM XUONG MAT”
& dong “Tir:....” phai ghi rd thoi gian giam mat bt dau tir ngay, thang, ndm lanh
dao c6 tham quyén quyét dinh gidm mat.
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3. Mau ddu “TANG LEN TUYET MAT’: Hinh chi¥ nhat, kich thudc
55rrmi x 13mm, c6 hai dwdng vién xung quanh, khoang cach gilra hai duong vién
la 01mm hang thir nhat 13 dong chir “TANG LEN TUYET MAT”, trinh bay
bang chit in hoa, c& chit 14, kiéu chit times new roman, ding, dam; hangtod hai
la chv T:..." & dau hang va cdc dau cham cho dén hét, trinh bay bang chi
thwong c& chir 13, ki€u chir times new roman; khoang cach gitta hang chir thir
nhat va hang chit thi hai la 02mm.

I mm

2min;

4, Mau ddu 'TANG LEN TOI MAT*: Hinh chi¥ nhat, kich thuéc 50mm x
13nun c¢6 hadi duwong vién xung quanh, khoang céach gilra hai dwong vién la
01mm?® hang tht nhat 1a dong chir "TANG LEN TOI MAT”, trinh bay bang ch
m hoa, c¢& chir 14, kiéu chlr times new roman, d*ng, dam; hang tht hai la chir
"T0:™." & dau hang va cac ddu chdm cho dén hét, vinh bay bang chir thuong, c&
chu 13 ki€u chu times new roman; khodng cach gitta hang chir thi nhat va hang
chi* thr hai la 02mm.

I nim

D&u "TANG LEN TUYET MAT" va ddu “TANG LEN TOI MAT” dugc
str dung dé dong trén tai liéu bi mat nha nuéc ké tir ngay cé quyét dinh tang do
mat clia nguoi ¢ tham quyén va tlr ngay nhan dugc thong bao tang do mat. Sau
khi dong ddu "TANG LEN TUYET MAT" va ddu “TANG LEN TOI MAT” &
dong “Ti:....” phai ghi rd thoi gian tang do mat bat dau tir ngay, thang, nim
lanh dao cé tham quyén quyét dinh tdng do mat.
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MAU SO 07
(Ban hanh kém theo Thdng tw s6 24/2020/TT-BCA ngay 70 thang 3 nam 2020 clia B
trvédng B6 Céng an)

1 Mau ddu “TAI LIEU THU HOI”: Hinh ch{ nhat, kich thuéc 55mm x
13mm c¢6 hai dwong vién xung quanh, khoang cach gitra hai duong vién la
Olmm; hang th& nhat 1a dong ch® "TAI LIEU THU HOI" dwoc trinh bay bang
chit in hoa, c& chit 14, kiéu chi* times new roman, dirng, dam; hang th hai la
dong chir "Thoi han" & dau hang va cac dau chdm cho dén hét, trinh bay bang
chir thwong, c& chir 13, ki€u chir times new roman; khoang cach gitra hang chi
th* nhét va hang chir thi hai la 02mm.

D&u “TAI LIEU THU HOI” si¥ dung trong truong hop tai liéu bi mat nha
nwdc dugc phat ra trong mot thoi gian nhat dinh, ngudi s dung chi duoc st
dung trong thoi han d6 va ndp lai cho noi phat tai liéu. Sau khi dong ddu "TAI
LIEU THU HOI" & dong “Thoi han” phai ghi rd thoi gian thu hdi tai liéu trwdc
ngay, gio cu thé.

t Him
, _ TAI LIEU THU HOI
Thoi han:.......coccciiiiiiieeeen,
2. Mail ddu "CHI NGUOI c6 TEN MOI BUOC BOC BI”: Hinh chr

nhat, kich thwéc 70mm x 9mm, c6 hai duong vién xung quanh, khodng céach
gitta hai dwong vién 1a Olmm, bén trong 1a hang chir "CHI NGUOI c6 TEN
MOI BUQC BOC BI" trinh bay bang chit in hoa, c& chir 14, ki€u chit times
new roman, ding, dam, cach déu duwong vién bén ngoai 02mm.

D4u "CHI NGUOI cO TEN MGO1 BUQC BOC BI" st dung trong tredng
hop chuyén tai liéu, vat chira bi mat nha nwéc ma chi ngwdi nhan méi duoc bdc
bi dé bdo dam bi mat cla tai liéu; ngoai bi ghi ré tén nguoi nhan, bd phan
chuyén tai liéu phai chuyén tan tay nguoi cé tén trén bi.

11 Ttim

‘2 mm

CHI NGUOI ¢O TEN MOI DUOC BOC BIT
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MAU s6 08
(Ban hanh kim theo Théng tu |€ 24/2020/TT-BCA ngay 10 thang 3 nam 2020 ctia Bd
trvéng B Cong an)

MiU ddu “BAN SO” hinh chi nhat, kich thuéc 30mm x 8mm, c6 01
duwdng vieil xung quanh, bén trong duong vién la hang chit “BAN SO", duoc
trinh bay bang chit in hoa, c& chit 14, kiéu chit times new roman, ding, dam.
Mau dau “BAN s0 ” dwoc st dung dé quan ly sd lvong tai liéu bi mat nha nwéc
phat hanh dén céc co quan, t6 chirc; mau dau “BAN s6” dwoc dong trén trang
dau cua tai liéu, ¢ phia trén bén trai. Vi du: Ban s6 1 duoc giri cho B6 Ngoai
giao sé ghi nhu sau “BAN SO: 01”.

8 mm

30 mm
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MAU s6 09
(Ban hanh kém theo Thong tw s6 24/2020/TT-BCA ngay i0 thang 3 nam 2020 clia Bd
triidng B6 Cong an)

Mau dau “BAN SAO Bl MAT NHA NUOC”:Hinh chi¥ nhat, kich
thuéc 60mm X 40min, phia wén 1a hang chit “TEN co QUAN, TO CHUC”
trinh bay bang chi in hoa, co chi 14, kiéu chir ditng, dam; dwdi hang chi tén co
quan, t6 chirc la cac hang chit “Sao y ban chinh/Sao luc”, “ngay, thang, nam”,
“sd lwong”, “noi nhan”, “Tham quyén sao”, trinh bay bang chit thuong, c& chi
13. Kiéu chir cla cac hang chi trong ddu “BAN SAO BI MAT NHA NUOC” la
kiéu chir times new roman.

Mau ddu “BAN SAO Bi MAT NHA NUOC” dwoc st dung khi thuc hién
“Sao y ban chinh” hodc “Sao luc”. Néu la ban sao y ban chinh thi ghi r6 la sao
y, ban sao luc thi ghi rd la sao luc. Tai dong “Tham quyén sao” ghi rd chic vu
cla nguoi cho phép sao; khoang trong bén dudi dong “Tham quyén sao” la chi
ky cla nguoi co tham quyén, con dau cta co quan, td chirc (néu cd), ho tén cla
ngwoi co tham quyén cho phép sao.

D&u “BAN SAO Bi MAT NHA NUOC” duoc dong & phia dudi clng tai
trang cudi cla ban sao tai liéu bi mat nha nuéc.

“‘TEN Co QUAN, TO CHUC

40nim  Ngay........ tliang....... NAM.....ccernee

" Tham qQUYEN SA0:.....ccceeverrererereiereeraee, :

60 mm
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~ MAUSO 10
(Ban hanh kem theo Thong tu s6 24/2020/IT-BCA ngay 10 thang 3 nam 2020 cua Bd
trudng B6 Cong an)

...m TRICH SAO

(3).../TS-...(4) -(5).....,ngay nam 20...

Noi nhén: () P———
- Luu: VT, (7). (8) (Chir ky; dau cla co quan, to chirc)
........................... ) T
Ghi chu:

(1) Tén co quan, t6 chirc chi quan (néu cd).

(2) Tén co quan, to chirc sao van ban.

(3) S6 cua ban trich sao.

(4) Ky hiéu ctia van ban dugc trich sao, vi du: QD-TTg hoac BC-BCA.
(5) bia danh.

(6) Chtrc vu clia ngudi co tham quyén sao.

(7) Viét tat hodc ghi phién hiéu co quan, t6 chirc sao.

(8) Viét tat Ién ngirdi sao, ghi rd sd lvong ban sao, vi du: (Q, 05).

(9) Ghi rd ho tén clia nguoi co tham quyén cho phép sao.
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MAU SO 11
(Ban hanh kém theo Thong tw s6 24/2020/TT-BCA ngay 10 thang 3 nam 2020
cla B6 trvdng B6 Cong an)

Mau dau “BAN SAO SO”: Hinh chit nhat, kich thuéc 37mm x 8mm, c6 mot
dwdng vién xung quanh, bén trong 1a hang chit “BAN SAO SO”, trinh bay bang chir
in hoa, c¢& chir 14, kiéu chi¥ times new roman, ding, ddm. Dau “BAN SAO s§”
duoc dong & goc trén bén phai tai trang dau clia ban sao tai liéu bi mat nha nuoc.

8mMm

37 mm
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MAU SO 12
SO QUAN LY SAO, CHUP Bi MAT NHA NUGC
(Ban hanh kém theo Thong tw sa 24/2020/TT-BCA ngay 10 thang 3 nam 2020
cua B trwdng BO Céng an)

1. Mau sb

S6 quan ly sao, chup bi mat nha nwdc dugc in san, kich thudc 210mm x
297mm.

a) Biavatrang dau

Bia va trang dau cta s0 quan ly sao, chup bi mat nha nwéc dwgc trinh bay
theo hinh minh hoa dudi day:

SO QUAN LY SAO, CHUP Bi MAT NHA NuOC

N&M: ... (3)...

Trngay..... dénngay ... (4).ccceenee.

Quyén so:

Ghi cha:

(1): Tén co quan, to chirc chli quan cap trén truc tiép (néu co).
(2): Tén co quan, t6 chirc.

(3): Nam mé@ s6 quan ly sao, chup bi mat nha nuéc.

(4): Ngay, thang bat dau va két thic.

(5): SO thir tw clia quyén sO.
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b) Phan quan ly sao, chup bi mat nha nuéc

Phan quan ]y sao, chup bi mat nha nuéc dwgc trinh bay trén trang gidy
khd A4 (210mm x 297mm) bao gdbm 09 cot theo mau sau:

S6thrtv  Noay, Tén loai va trich D0 mat SO Noi nhan Nguoi cd Nguoi  Ghi

thang,  yéu ndi dung tai lwong  bansao,  thdm quyén thwe  cha
nam sao, liéu, vat chira ban chup cho phép sao,  hién
chup tai BMNN duwoc sao, chup sao,
liéu, vat sao, chup chup chup
chtra
BMNN
(1) ) ®) (4) (%) (6) (7 (8) 9)

2. Hudng dan quan ly
Cot 1 Ghi s6 thir tw tlr 01 dén khi s dung hét quyén so.

COt 2. Ghi ngay, thang, nam sao tai liéu, vat chra bi mat nha nuéc; doi voi
nhitng ngay du¢i 10 va thang 1, 2 thi phai thém s6 0 & trwdc, vi du: 03/01, 27/7,
31/12.

COt 3. Ghi tén loai va trich yéu ndi dung tai liéu, vat chira bi mat nha nuwéc
duoc sao.

Cot 4: Ghi rd dd mat cua tai liéu, vat chtra bi mat nha nwéc dugc sao (Tuyét
mat, T6i mat, Mat hodc ghi ky hiéu A, B, C).

Cot 5: Ghi rd s6 luong ban sao.

COot 6: Ghi tén co quan, t0 chirc hodc don vi, ca nhan nhan ban sao tai liéu, vat
chira bi mat nha nuwoc,

Cot 7: Ghi tén, chirc vu clia ngudi ¢6 tham quyén cho phép sao.
COt 8: Ghi r6 ho tén va chir ky xac nhan ctia nguoi thuc hién sao.

Cot 9: Ghi nhirng ndi dung can thiét khac.
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MAU s6 13

(Ban hanh kem theo Thong tw s6 24/2020/TT-BCA ngay 10 thang 3 nam 2020
cua Bo trwdng B6 Cong an)

..... MX CONG HOA XA HOI CHU NGHTA VIET NAM
.............. (2 Doc lap - Tw do - Hanh phdc

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

Lanh dao co quan, t6 chic cho phép chup Nguoi thwc hién chup tai iiéu, vat chira bi
tai liéu, vat chira bi mat nha nuéc mat nha nuéc

(ky, ghi rd ho tén, chirc vu) (ty" ghi rd ho Ién)

Ghi chti: Mau nay ap dung doi voi ban chup tai liéu, vat chira bi méat nha nuéc
khong thé dong dau ban sao, chup hodc truong hop chup tai liéu bi mat nha nuéc dé
glri co quan, to chirc theo phap luat vé co yéu; mau nay duoc giri kém theo ban chup
tai liéu, vat chira bi mat nha nuéc cho co quan, to chitc nhan ban chup.

(1) Tén co quan, to chrc.

(2) Tén co quan, t6 chirc quan ly, str dung tai liéu, vat chtra bi méat nha nuéc.

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

(4) Ghi r6 d6 mat cla tai liéu, vat chita bi mat nha nwéc dwoc chup (Tuyét mat,
T6i mat, Mat hodc ghi ky hiéu A, B, C).
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MAU s6 14
SO BANG KY Bi MAT NHA NUGC bl
(Ban hanh kém theo Thong tu s6 24/2020/TT-BCA ngay 10 thang 3 nam 2020
cla Bo truéng B6 Cong an)

1. Mau so
S6 dang ky bi mat nha nudc di duoc in san, kich thudc 220mm x 297mm.
a) Bia va trang dau

Bia va trang dau cta s6 dang ky bi mat nha nwéc di duoc trinh bay theo
hinh minh hoa du¢i day:

SO PANG KY Bi MAT NHA NUOC DI

NEm: ().

Quyén so: ....(6)...

Ghi chu:

(1): Tén co quan, td chirc chli quan cap trén truc ti€p (néu co).

(2): Tén co quan, to chirc.

(3): Ndm mo so dang ky bi mat nha nwéc di.

(4): Ngay, thang bat dau va két thiic dang ky vén ban trong s6.

(5): S6 thir tv dang ky van ban mat di dau tién va cudi cling trong so.

(6): SO thir tw ctia quyén so.
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b) Phan dang bi mat nha nudc di.

Phan quan ly bi mat nha nwéc di duogc trinh bay trén trang gidy kho A4
(210mm x 297mm) bao gdm 09 cot theo mau sau:

S6thte SO, ky Ngay Tén loai va trich D06 mat  Nguoi Noi Bon vi S6 Ghi

tw hiéu tai thang  y€u ndi dung tai ky nhan lvu  lwong  chd
| liéu, vat  xac dinh liéu, vat chlra
chtra tai liéu, BMNN
BMNN  vat chira
BMNN
oy ) (©) (4) (5) (6) () ®) © (10

2. Hudng dan ding ky

Cot 1: Ghi s0 thir tw tlr 01 dén khi str dung hét quyén so.

COt 2: Ghi s6 va ky hiéu cla tai liéu, vat chira bi mat nha nuéc.

Cot 3: Ghi ngay, thang, nam cla van ban; déi véi nhitng ngay dudi 10 va thang
1, 2 thi phai thém s6 0 & trudc, vi du: 03/01, 27/7, 31/12.

COot 4: Ghi tén loai va trich yéu n6i dung tai liéu, vat chira bi méat nha nuoc; doi
V@i bi mat nha nwéc di cd dé6 mat "Tuyét mat" thi chi dwoc ghi vao cét trich yeu noi
dung sau khi dugc phép clia lanh dao xac dinh dd mat bi mat nha nuéc do.

COt 5: Ghi r6 d6 mat cua tai liéu, vat chira bi mat nha nuéc (Tuyét mat, Toi
mat, Mat hoac ghi ky hiéu A, B, C).

Cot 6: Ghi tén cla nguoi Ky tai liéu bi méat nha nudc.

Cot 7: Ghi tén cac co quan, t6 chirc hodc don vi, ca nhan nhan tai liéu, vat chia
bi mat nha nwéc nhw dwoc ghi tai phan noi nhan cua tai liéu.

COot 8: Ghi tén don vi lwu tai liéu.

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

Cot 10: Ghi nhitng ndi dung can thiét khac.
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MAU SO 15

SO DANG KY Bi MAT NHA NUOC DEN

(Ban hanh kém theo Théng tw s6 24/2020/TT-BCA ngay 10 thang 3 nam 2020

cua B trwédng B6 Cbng an)

1. MAau sb

O dang ky bi mat nha nudc dén dwoc in san, kich thudc 210mm x

297mm.
a) Bia va trang dau

Bia va trang dau cta sd dang ky bi mat nha nwdc dén dwoc trinh bay
trong tw nhu bia va trang dau clia s6 dang ky bi mat nha nuéc di, chi khac tén

goi ia "SO BDANG KY Bl MAT NHA NUGC BEN".

b) Phan dang ky bi mat nha nwéc dén

Phan quan ly bi mat nha nwéc dén dugc trinh bay wén trang gidy kho A4

(210mm x 297mm) bao gbm 09 cdt theo mau sau:

S6thtr  Ngay S6 dén  Co quan, td So, ky  Ngay

tw dén chtrc ban hiéu thang
hanh tai liéu,
vat chlra
BMNN
@ ) 3 4 (5) (6)

2. Hroug dan dang ky

Tén loai

va trich
yéu noi
dung

()

Cot 1 Ghi s6 thi tu tlr 01 dén khi s dung hét quyén so.

Cot 2: Ghi theo ngay, thang dwoc ghi rén dau dén.

Cot 3. Ghi theo s duwogc ghi trén dau dén.

Pomat Ponvi Ghi

hodc chd
nguoi
nhén

(8) @ 10

Cot 4: Ghi co quan, to chirc ban hanh tai liéu, vat chira bi mat nha nuéc.
Cot 5: Ghi s6 va ky hiéu cla tai liéu, vat chira bi mat nha nuwéc dén.
Cot 6: Ghi ngay, thang, ndm clia van ban mat dén; ddi véi nhitng ngay duwdi 10

va thang 1, 2 thi phai thém s6 0 & trudc, vi du: 03/01,27/7, 31/12.

Cot 7: Ghi tén loai va trich yéu ndi dung cla tai liéu, bi mat nha nuwéc dén.
Cot 8: Ghi rd d6 mat cla tai tiéu, vat chira bi mat nha nwéc (Tuyét mat, Toi

mat, Mét hoac ghi ky hiéu A, B, C).

Cot 9: Ghi tén don vi hodc ca nhan nhan tai liéu, vat chira bi mat nha nudc dén.

Cot 10: Ghi nhi*tng ndi dung can thiét khac.
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MAU SO 16
SO CHUYEN GIAO Bi MAT NHA NUOC
(Ban hanh kém theo Théng tw sd6 24/2020rrT-BCA ngay 10 thang 3 nam 2020

cua Bd truéng B6 Cong an)

1. MAu so

s6 chuyén giao bi mat nha nudc dwoc in san, kich thwdc 210mm x
297mm.

a) Bia va trang dau

Bia va trang dau cla s0 duoc trinh bay tucmg tw nhu bia va trang dau
cua sO dang ky bi mat nha nudc di, chi khac tén goi la "S6 CHUYEN GIAO
BI MAT NHA NuGC".

b) Phan chuyén giao bi mat nha nuéc

Phan chuyén giao bi mat nha nwéc dwoc trinh bay trén trang gidy kho A4
theo chiéu rong (210min x 297mm) hoac theo chiéu dai (148mm x 210mm) bao
gdbm 06 cot theo mau sau:

Ngay chuyén S6dénhoic ~ Domat  Ponvihoge  Kynhan - Ghichd
6 di ngwoi nhan

(1) (2) (3) (4) (5) (6)

2. Hudng dan ghi

Cot 1: Ghi ngay, thang, nam chuyén giao bi mat nha nudc cho cac co quan, t6
chitee, ca nhan; ddi VOl nhitng ngay dud¢i 10 va thang 1, 2 thi phai thém s6 0 & truoc;
ndm duwoc ghi bang hai chi* s6 cudi ctia nam, vi du: 03/01, 27/7, 31/12.

Cot 2: Ghi theo s6 dugc ghi Uén ddu "dén"; sd van ban di.

Cot 3: Ghi rd mirc do mat cla bi mat nha nudc (Tuyét mat, Toi mat, Mat hoac
ghi ky hiéu A, B, C).

Cot 4: Ghi tén don vi hodac ca nhan nhan bi méat nha nuéc.
Cot 5: Chir ky clia nguoi truc ti€p nhan bi mat nha nuwéc.

Cot 6: Ghi ndi dung can thiét khac (nhuv ban sao, s6 lvgng tai liéu...).
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MAU s6 17
(Ban hanh kém theo Théng tw s6 24/2020/TT-BCA ngay 10 thang 3 nam 2020 cua B
trwéng B6 Coéng an)

............. (1) CONG HOA XA HOI CHU NGHIA VIET NAM
............. (2) Poc lap —T v do - Hanh phdc

VAN BAN BE NGHI CUNG CAP, CHUYEN GIAO Bi MAT NHA NuGC

Kinh glii.ociiee (3).

Tén co quan, td chlc hodc ca nhan dé nghi cung cap, chuyén giao bi méat nha

Ho va tén nguoi dai dién cla co quan, t0 chirc hodc ca nhan dé nghi cung cép,
Chuy&n gIa0 bi MAL NNA NG C it

Vi tri cbng tac cla ngudi dai dién hodc CANNAN :......cccoocviiiicc e,

Bi mat nha nwéc dé nghi cung cdp, chuyén giao:

Co quan, t0 chirc hodc ca nhan dé nghi
(ky, ghi ré ho tén, chirc vu va déng dau)

Ghi cha:

(1) Tén co quan, to chirc dé nghi cung cap, chuyén giao bi mat nha nuéc
(2) S6, ky hiéu clia van ban dé nghi cung cap, chuyén giao

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

(4) Loai, trich yéu ndi dung clia bi mat nha nuéc

(5) Truong hop cung cap, chuyén giao bi mat nha nwéc cho co quan, td chir,
ca nhan nudc ngoai phai cam két khdng cung cap cho bén thir ba, néu khéng cé su
dong y clia bén cung cap.
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MAU SO 18
(Ban hanh kem theo Thong tw s6 24/2020/TT-BCA ngay 10 thang 3 nam 2020 cla B0
trudng B6 Cong an)

THONG KE Bi MAT NHA NUGC

STT S6, ky Tén loai, Do mat Thoi gian xac Co quan’, to6  Ghi chu
hiéucia  trich yéu tai dinh hodc tiép C_hwc xac
tai liéu, liu, vat chira nhan, ivu gil d_!xnh hqac
vat chira bi mat nha tiep nh_aNn,
bi mat nha nuwéc lvu gilr
nuoc
(1) (2) (3) (4) (®) (6) (7
Lanh dao co quan, t6 chirc thong ké Nguoi théng ké
(ky, ghi rd ho tén, chirc vu) (ky. ghird h<aén)

Ghi chi: Mau thdng ké bi mat nha nuwéc duoc st dung dé thong ke tai liéu, vat
chira bi méat nha nwéc phat hanh va ti€p nhan trong nam cong tac.

(1): Ghi s6 tht tw tai liéu, vat chira bi mat nha nwéc dwgc phat hanh hodc tiép
nhan, luu gid.

(2): Ghi sd, ky hiéu, ngay, thang, ndm xac dinh tai liéu, vat chira bi mat nha nuéc.

(3): Tén loai, trich yéu ndi dung cua tai liéu, vat chira bi mat nha nuéc.

(4): Ghi d6 mat cua tai liéu, vat chta BMNN (Tuyét méat, Téi mat, Mat hoac
ghi ky hiéu A, B, C).

(5): Ghi cu thé ngay, thang, ndm xac dinh hodc ti€p nhan, luu gid.

(6): Ghi cu thé co quan, td chtic xac dinh hodc tiép nhan, luu gitr bi méat nha nuéc.

(7): Ghi nhiing ndi dung can thiét khac (ban sao, s6 lwong ban luwu gid...)e



22

MAU s6 19
So DbO VI TRI CAC DAU MAT TREN VAN BAN
(Trén mot trang giay A4: 210 mm 1297 mm)
(Kém theo Thongtusé /2020/TT-BCA ngay thadng nam 2020 cla Bo truéngB6 Cong an)

1 Eb 1 20-25mm lia e
15
5b Ba
10a 10c 9a
)
10b 12
18-20cun
[ — >
30-35 ram
Ta
7c
b
14
16

20-25 mm



7a, 7b 7c

8
9a, 9b
10a
10b
10c
]
1]
lla
1lb
I]c
12
13

14
15
16
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Chi chu:

Thanh phan thé thic van ban

Quoc hiéu

Tén co quan, to chirc ban hanh van ban

S0, ky hiéu cla van ban

Pia danh va ngay, thang nam ban hanh van ban
Tén loai va trich yéu ndi dung van ban

Trich yéu ndi dung van ban

Noi dung van ban

Quyén han, chikc vy, ho tén va chir ky clia nguoi co tham quyén
Dau cla co quan, td chirc

Noi nhan

Dau chi dd mat (Tuyét mat, T6i mat, Mat)

D&uchidokhén

DA&u giadi mat

Dau tang mat, gidm mat

Dau thoi han bao vé bi mat nha nudc

DA4u tai liéu thu hoi hodc dau Gia han thoi han bao vé bi mat nha tiwdc
Ddu “Bans6”

D4au “Ban sao s6”

Chi dan vé du thao van ban

Ky hiéu nguoi soan thao, s6 lwgng ban phat hanh; dwgc phép hodc khéng dwgc phép
sao, chup

D&au ban sao bi mat nha nuwéc
Logo: In chim dudi tén co quan, t6 chirc ban hanh véan ban (néu co)

Dia chi co quan, t0 chic; dia chi E-Mail; dia chi Website; s6 dién thoai; s6 Telex; s6
Fax



