PHU LUC VIII

SO DANG KY VAN BAN DI
(Kém theo Quyét dinh sé 1268/0P-TCHQ ngay 14 thang 4 nam 2017 ciia Tong cuc
trucng Tong cuc Hdi quan)

I. S0 ding ky vin ban di (loai thuwong)

1. Miu sb

S6 dang ky van ban di phai duoc in sin, kich thudc: 210mm x 297mm.
a) Bia va trang dau

Bia va trang dau cta s6 duogc trinh bay tuong ti nhu bia va trang dau cta sé diang ky vin
ban dén, chi khac tén goi 1a “S6 dang ky van ban di”.

b) Phan ding ky van ban di

Phén ding ky van ban di dugc trinh bay trén trang gidy khé A3 (420mm x 297mm) , bao
g6m 08 cot theo mau sau:
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2. Hwéng din ghi
Cot 1: Ghi s6 va ky hiéu ctia van ban.

Cot 2: Ghi ngay, thang cta van ban; ddi v6i nhitng ngay dudi 10 va thang 1, 2 thi phai
thém s6 0 & trude, vi du: 02/02, 31/12.

Cot 3: Ghi tén loai va trich yéu noi dung ctia van ban. Truong hop so dung dé dang ky
nhiéu loai van ban khac nhau thi phai ghi tén loai ciia van ban; néu s6 dung dé dang ky
mot loai van ban hodc duge chia ra thanh nhiéu phén, mdi phén dung dé dang ky mot loai
van ban thi khong can ghi tén loai.

Cot 4: Ghi tén cua nguoi ky van ban.



Cot 5: Ghi tén cac co quan, td chirc hodc don vi, ¢4 nhan nhan van ban nhu dugc ghi tai
phan noi nhan ctia van ban.

Cot 6: Ghi tén don vi hoac ca nhan nhan ban luu.
Cot 7: Ghi s6 luong ban phat hanh.

Cot 8: Ghi nhitng diém can thiét khac.

II. S6 ding ky vin ban mat di

Mau s6 dang ky vin ban mat di gidng nhu s6 dang ky vin ban di (loai thudng) , nhung
phan dung dé dang ky van ban c6 bo sung cot “Mirc d§ mat” ngay sau cdt “Tén loai va
trich yéu ndi dung van ban” (cot 3).

Viéc dang ky van ban mat di dugc thuc hién tuong tu nhu ddi véi van ban di (loai
thuong) theo hudng dan tai khoan 2 muc I ctia Phu luc ndy; riéng & cot “Muc do mat”
(cOt 4) phai ghi r6 do mat (“Mat”, “Tbi mat” hodc “Tuyét mat”) ctia van ban; ddi v6i vin
ban di d0 “Tuyét mat” thi chi dugc ghi vao cot trich yéu ndi dung sau khi dugc phép cua
ngudi c6 thAm quyén./.



