PHU LUC I

MAU MUC LUC HO SO, TAI LIEU NOP LUU
(Ban hanh kem theo Thong tw so 16/2014/TT-BNV ngay 20 thang 11 nam 2014 cua By Noi vu)

1. MAu bia Muc luc hd so

TEN CO QUAN, TO CHUC

MUC LUC HO SO




...,ham ...

2. Méu nhan dé Muc luc

TEN CO QUAN, TO CHUC

MUC LUC HO SO




- Phong sé:......... o Thot han bao quan
- Muc luc s0 (Quyén s0):......... Vinh vién

3. Miu Bing ké ho so, tai liéu ndp hru
MUC LUC HO SO, TAI LIEU NQP LUU

Nam 20...

~ x|S0, ky hi¢u ho Ticu d2 hd so Thoi gian tail

A S6 tor
SO liéu

Ghi cha

)] 2) 3) 4) )

(6)

Huéng din cach ghi cac cdt:

Cot 1: Ghi s6 thu tu cuia hop tai liéu giao ndp.

Cot 2: Ghi sb va ky hi¢u cua hd so nhu trén bia ho so.
Cot 3: Ghi tiéu dé hd so nhu trén bia ho so.

Cot 4: Ghi thoi gian sém nhat va mudn nhat cia van ban, tai li¢u trong ho so.




Cot 5: Ghi tong sd to tai lidu co trong hd so.
Cot 6: Ghi nhitng thong tin can chi ¥ vé ndi dung va hinh thirc ctia vin ban co trong hd so./.

4. Miu To két thic (Kich thude A4)

TO KET THUC
Muc luc hd so gom: ............... trang (viét bang chit ...................... )
Trong d6 théng ké gdm: ............... hé so/don vi bao quan (viét bang
ChUT. ..o )
Tursd:...ccvvennn.. denso.........eene.nn. ,trong d6 ¢co ......... s6 trung, ......... s6 khuyét.

......... ngay...... thang......nam 20......
Nguwoi lap
(Ky va ghi ro ho tén, chirc vu/chicc danh)




