~ PhulucIV
MAU DAU “ DEN”

1. MAu dau « Dén”
50 mm
TEN CO QUAN, TO CHUC

SO e e,

35mm

PEN Ngiy: ......ooooiiiiiiine,
Chuyén: ..........cceevveiunn.,

Luuhdsosdi.oeveeneinninin.,

a) Hinh dang va kich thuéce

Déu “ Pén” phai dugc khic sin, hinh chit nhat, kich thudc 35mm x 50mm

b) Mau trinh bay

MaAu diu “ Pén”dugc trinh bay nhu minh hoa tai hinh v€ trén.

2. Huéng din ghi cac ndi dung thong tin trén diu “ Pén”

a) SO dén 1a s6 thr ty dang ky van ban dén. S dén duoc danh lién tuc, bt dau tir
s0 01 vao ngay dau nam va két thuc ngay 31 thang 12 hang nam.

b) Ngay dén 1a ngay, thang, nim co quan nhan dugc van ban ( hodc don, thu);
do1 voi nhimg ngay dudi 10 va thang 1, 2 thi phai thém s6 0 ¢ trudc; nam dugc ghi bang
hai chit s0, vi du: 05/02/04, 31/12/05.

Gio dén: Pbi v6i vin ban dén co dong dau “ Thuong khan” va “ Hoa toc” ( ké ca
“ Hoa toc hen gi0™), cong chirc van thu phai ghi gio nhan ( trong nhimg truong hop can
thiét, can ghi ca gio va phut).

¢) Chuyén: Ghi tén don vi hodc ca nhan c6 trach nhiém giai quyét.

d) Luu ho so s6: Ghi sb ky hi¢u hd so ma van ban duogc 1ap theo Danh muc ho so
co quan./.
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