Mau Cong van

TEN CQ, TC CHU QUAN (1) CONG HOA XA HOI CHU NGHIiA VIET

TEN CO QUAN, TO CHUC NAM
2) Poc lap — Tw do — Hanh phic
S6:  /....(3) -...(4).... i (5)...., ngay ..... thang ..... nam 20...
VIV ........ 6) .........
Kinh guri
(7
/.
Noi nhin: QUYEN HAN, CHUC VU CUA
- Nhu trén; NGUOI KY (8)
-Luu: VT, .... (9) A.xx (10) (Chit ky, ddu)

Ho va tén

SO ....., quan Hoan Kiém, Ha Noi1

DT: (043) XXXXXXX, Fax: (043) XXXXXXX

Ghi chu:

(1) Tén co quan, to chirc chil quan truc tiép (néu co).

(2) Tén co quan, t6 chirc hodc chtrc danh nha nudc ban hanh cong van.

(3) Chit viét tit tén co quan, t6 chire hodc chitc danh nha nudc ban hanh cong van.

(4) Chix viét tat tén don vi (Vu, phong, ban, td, bo phan churc nang) soan thao cong van.
(5) bia danh



(6) Trich yéu noi dung cong van.

(7) Noi dung cong van.

(8) Ghi quyén han, chtrc vu cta nguoi ky nhu Bo trudong, Cuc truong, Giam déc, Vién
truong v.v...; truong hop ky thay mat tap thé lanh dao thi ghi chir viét tat “TM” trudc tén
CO quan, to chuc hodc tén tap the lanh dao, vi du: TM. Uy ban nhan dan, TM. Ban
Thuong vy, TM. Hoi dong...; néu ngudi ky cong van 1a cip pho cua ngudi dimg dau co
quan, to chirc thi ghi chir viét tit “KT” vao trudc chic vu cta nguoi ding dau, bén dudi
ghi chitc vu ctia ngudi ky cong van; cac truong hop khéac thuc hién theo hudng dan tai
Khoan 1, Diéu 12 cua Thong tu nay

(9) Chir viét tat tén don vi soan thao va sd luong ban Iuu (néu cin).

(10) Ky hiéu ngudi danh may, nhin ban va sb lugng ban phat hanh (néu can)

(11) bia chi co quan, t6 chirc; sé dién thoai, s6 Telex, sd Fax; dia chi E-Mail; Website
(néu can).

* Néu noi nhan (kinh gti) 13 nhitng chtrc danh, chirc vu cao cdp ctua Nha nuée, thi phan
noi nhan khong ghi “nhu trén” ma ghi truc tiép nhitng chirc danh, chirc vu 4y vao.



