V.MAU CHU VA CHI TIET TRINH BAY THE THUC VAN BAN HANH CHINH

. ) Vi du minh hoa
Thanh phan thé thirc va .| Co . -
STT T . Loai chir ., | Kiéuchir Co
chi tiet trinh bay chir Phéng chir Times New Roman ha
chir
1 |Qubc hiéu va Tiéu ngir
- Qudc hiéu Inhoa |[12-13|Dling, dam| CONG HOA XA HQI CHU NGHIA VIET NAM 12
- Tiéu ngtr In thuong|13 - 14| Bung, dam Pjc 14p - Tw do - Hanh phic 13
- Dong ké bén dudi
) Tén co quan, to chic ban
hanh van ban
- Tén co quan, t6 chirc chu o
oo aue Inhoa [12-13| Dimng BO NOI VU 12
quan tryc ti€p
- Tén co quan, td chirc ban , R . . . X ,
. o In hoa |12 - 13| DPing, dam CUC VAN THU VA LUU TRU NHA NUOC 12
hanh van ban
- Dong ké bén dudi
3 |S4, ky hiéu cua vin ban  |In thuong| 13 Ding S&: 15/QD-BNV; S6: 05/BNV-VP; S6: 12/UBND-VX | 13
Dbia danh va thoi gian ban _ Ha Néi, ngay 05 thang 01 nam 2020
4 |l camivationg In thuong|13 - 14| Nghiéng oL nsdy 18 U7 nam <O 13
hanh van ban Thanh pho Ho Chi Minh, ngay 29 thang 6 nam 2019
5 Tén loai va trich yéu noi
dung van ban

1 C& chit trong cing mdt van ban ting, giam phai thong nhat, vi du: Qudc hiéu c& chir 13, Tiéu ngit ¢& chit 14, dia danh va ngdy, thang, nim vin
ban ¢ chir 14 hodc Quoc hi¢u c¢& chit 12, Ti€u ngtr c¢d chir 13, dia danh va ngay, thang, ndm van ban c¢d chir 13.




Vi du minh hga

STT Thacnhl; filé}:l ;lrfll:le; :)hz‘ll;fc . Loai ch c(ljl(lr"r Kiéu chir Phong chir Times New Roman cchifr
a |Dbi véi van ban co tén loai
- Tén loai van ban In hoa |13 - 14| bing, ddm CHI THI 14
- Trich yéu noi dung In thuong(13 - 14| Dung, ddm Vé cong tac phong, chong lut bio 14
- Dong ké bén dudi
b |Dbi véi cong vin
Trich yéu nodi dung In thuong|12 - 13| Duing V/v nang béc luong nam 2019 12
6 |NO1 dung van ban In thuong|13 - 14| Ding | Trong cong tic chi dao... 14
. Gom phﬁn, chuong, muc,
tiéu muc, di€u, khoan, diém
so{;utiiinaph;hiﬁﬁin gva In thuong|13 - 14| Ping, dam Phén I Chuwong I 14
- Tiéu dé ctia phan, chuong | Inhoa |13 - 14|Pung, ddm| QUY PINH CHUNG |QUY PINH CHUNG | 14
- T “Muc” va sd thir ty  |In thuong|13 - 14| bung, dam Muc 1 14
- Tiéu dé ciia muc Inhoa |13 - 14| Ptng, dam QUAN LY VAN BAN 14
- Ttr “Tiéu muc” va so thir ty|In thuong|13 - 14| Pung, ddm Tiéu muc 1 14
- Tiéu dé cua tiéu muc Inhoa |13 - 14| Ptng, dam QUAN LY VAN BAN DI 14
- biéu In thuong|13 - 14| Pung, diam |Piéu 1. Ban sao vin bén 14
- Khoan In thuong|13 - 14| Dilng 1. Céc hinh thuc... 14
- Piém In thuong|13 - 14|  Pung |a) Dbi véi.... 14




Thanh phin thé thirc va

Co

Vi du minh hga

TT IR Loai chii g ié G
S chi tiét trinh bay 0ai chir chir Kiéu chir Phong chir Times New Roman cCh(:”;
b |Goém phén, muc, khoan, diém
- Tir “Phan” va s6 thir ty  |In thuong|13 - 14| Pung, ddm Phin I 14
- Tiéu dé cua phan Inhoa |13 - 14|Ptng, ddm| TINH HINH THUC HIEN NHIEM VU... 14
- S6 thir ty va tiéu dé ct 8 . .
- 2 Va1 hoa |13 - 14 Ping, dam |I. NHUNG KET QUA... 14
u
- Khoan:
Truong hop co tidudé  |In thuong|13 - 14| Pung, ddm | 1. Pham vi va ddi twong ap dung 14
Truong hop khong co tié : :
dé""(’ng 0P KROnE €O e 1 thuong|13 - 14| Pimg | 1. Quyét dinh nay c6 hiéu lyc thi hanh k& tir ngay... | 14
- Piém In thuong|13 - 14| Ding |a) Dbi véi.... 14
7 Chtic vy, ho tén cua nguoi
c6 thAm quyén
- Quyén han cta nguoiky| Inhoa |13 - 14| Pung, ddm |TM. UY BAN NHAN DAN|KT. BQ TRUONG | 14
- Chac vuciiangudiky | Inhoa |13 - 14/ Pung, ddm CHU TICH THU TRUONG | 14
- Ho tén cua nguoi ky In thuong|13 - 14| Bung, dam Nguyén Vin A Tran Vin B 14
8 [Noi1 nhan
Tu “Kinh gui” va tén co
a |quan, t6 chic, cd nhéan|Inthuong|13-14| Pung 14

nhan van ban




Thanh phin thé thirc va

Vi du minh hga

STT chi tiét trinh bay Loat chir chir Kieu chir Phong chir Times New Roman cchizr
- Gu1 mot noi Kinh gtri: Bo Noi vu 14
Kinh gtri:
o . Y . - Bé N61 vu,
- GUi nhiéu noi N o 14
- Bo K€ hoach va bPau tu;
- Bo Tai chinh.
Tu “Noi nhan” va tén co
b |quan, td chirc, c4 nhan
nhan van ban
, Nghiéng, Noi nhén: (d6i véi co
- Tir “Noi nhan” Inthuong| 12 | 2 "8 | Noi nhan: nhgn: (dotvateong |-,
dam van)
- Tén co quan, té) ChfIC, i ‘ , - Cac bd, co quan ngang bJ,...; - Nhu trén;
R R . , In thu’o’ng 11 Du‘ng e ; e ; 11
nhan nhan van ban - Luu: VT, TCCB. - Luu: VT, NVDP.
9 |Phu luc van ban
- T “Phu luc” va s thu
i C In thuong| 14 |DPung, dam Phu luc I 14
tu cia phu luc
- Tiéu dé cua phu luc Inhoa |13 - 14| Ptng, dam BANG CHU VIET TAT 14
10 |Déu chi mic d6 khin Inhoa |13 - 14|Ping, dam | | HOATOC | | THUQNG KHAN | | KHAN || 3
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Co

Vi du minh hga

TT A Loai chil . | Kiéu chii 5
S chi tiet trinh bay oA ohir teu chwr Phong chir Times New Roman cCh(:”;
Ky hiéu nguoi soan thao
11 |vin ban va sb luong ban |In thuong| 11 bung PL.(300) 11
phat hanh
bia chi co quan, td chirc; 9y
O et ettt et et eaaaes
thu dién tr; trang thong . .
12\ .0 _ |In thuong|11 - 12| Dulng 0 LS s FaX: oo, 11
tin dién tir; so dién thoai;
£ E-Mail:....cccoovveiiiiienes WeEDbSIte:.....oeeevieeieeeiie e
sO Fax
Chi dan vé pham vi luu . : -
B pHe Inhoa |13 - 14| Ptng, dam || XEM XONG TRA LAI | | LUUHANHNOQIBOQ || 13
an
14 |S6 trang In thuong|(13 - 14| Dung 2,7,13 14




