1. Miu Céng viin theo Nghi dinh 30

TEN CQ, TC CHU QUAN!
CONG HOA XA HOQI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHU'C?
Poc lap - Tu do - Hanh phuc
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Noi nhén: QUYEN HAN, CHUC VU CUA NGUOI KY

- Nhu bicu.... ; (Chir ky cua nguoi co tham quyén,

dau/chit ky so cua co quan, to chirc)

Ho va tén

10



hi chu:

'Tén co quan, to chire chil quan truc tiép (néu co).

2Tén co quan, to chtic hodc chirc danh nha nude ban hanh céng vin.

3 Chir viét tat tén co quan, to chirc hodc chitc danh nha nuéc ban hanh céng van.
4 Chir viét tat tén don vi soan thao cong vin.

>Pia danh.

6 Trich yéu ndi dung cong vin.

"Noi dung coéng van.

8 Chir viét tit tén don vi soan thao va sb luong ban luu (néu can).

9Ky hiéu ngudi soan thao vin ban va s6 luong ban phat hanh (néu can).

"Pia chi co quan, td chire; thu dién tu; trang thong tin dién tu; s6 dién thoai; sé Fax (néu cén).
Huéng din viét cong viin theo nghj dinh 30

Theo Nghi dinh 30/2020/ND-CP, thé thirc vin ban hanh chinh bao gdm cac thanh phan chinh

- Qudc hiéu va Tiéu ngir;

- Tén co quan, to chtrc ban hanh vin ban;
- S, ky hiéu ctia van ban;

- bia danh va thoi gian ban hanh van ban;

- Tén loai va trich yéu ndi dung van ban;


https://hoatieu.vn/nghi-dinh-30-2020-nd-cp-ve-cong-tac-van-thu-195354

- Noi dung van ban;

- Chire vy, ho tén va chir ky ctia ngudi ¢6 thim quyén;
- Déu, chit ky sb cua co quan, t6 chuc;

- Noi nhan.

Ky hiéu Cong van phai bao gdm chit viét tat tén co quan, to chirc hodc chirc danh ban hanh Cong

vin va chir viét tit tén don vi soan thao hodc linh virc duoc giai quyét.

Trich yéu ndi dung Cong vin trinh bay bang chit in thuong, c¢& chir tir 12 dén 13, kiéu chir dung;
dit canh giita dudi sé va ky hiéu vin ban, cach dong 6pt voi sb va ky hiéu vin ban.

Noi nhan Cong van dugc quy dinh nhu sau:

- Phan thtr nhat bao gom tur “Kinh giri”, sau do 1a tén cac co quan, to chirc hoac don vi, c4 nhan

truc tiép giai quyét cong vige;

- Phan thir hai bao gdm tir “Noi nhan”, phia dudi 1a tir “Nhu trén”, tiép theo 14 tén cac co quan,

to chirc, don vi va ca nhan c6 lién quan khac nhan van ban.

Hién nay, cac co quan, don vi thudong s dung mau Cong van dé: dé nghi; trd 161; don doc, chan
chinh, nhac nhd; giai thich; thong bdo; gidi trinh; cam két; bao cdo... Nhin chung, cac loai Cong
vin nay déu st dung mau Cong vin tai Nghi dinh 30, tiiy thudc vao muc dich cua Cong vin ma

trinh bay noi1 dung phu hop.

Mau Cong vin ap dung bat budc doi véi co quan Nha nudc, tuy nhién, cac danh nghiép, ca nhan

cling nén sir dung theo mau nay dé viéc ap dung dugc théng nhat.
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