(Ban hanh kém theo Quyét dinh s6 11 86/OD-SNN ngay 02/12/2019
ciia Gidm déc S Nong nghiép va Phdt trién néng thén tinh Séc Tring)

1. MAu sb
So dang ky van ban dén mat duoc in sin, kich thude: 210mm x 297mm.

a) Bia va trang du cua so ding ky vin ban dén mat duoc trinh bay theo minh
hoa tai hinh v€ dudi day:

UBND TINH SOC TRANG
SO NONG NGHIEP VA PTNT

SO PANG KY VAN BAN DEN MAT

Tir ngay ... dén ngay...
Twso....... déen so......

b) Phan ding ky van ban dén

Phan ding ky van ban dén mat dugc trinh bay trén trang gidy kho A3
(420mmx297mm), bao gom 10 cot theo mau dudi day:

Ngay | S6 | Tac | SO, | Ngay | Ténlogi vatrich | Mic | Pon | Ky | Ghi

dén | d&én | gia | ky |thang| yéu noidung do Vi nhan | chua
hiéu mat | hoac
nguoi
nhan




2. Huéng dan ding ky

Cot 1: Ghi theo ngay, thang dugc ghi trén dau “ Bén”, vi du: 05/02, 31/12.

Cot 2: Ghi theo s6 duoc ghi trén dau“ Dén”.

Cot 3: Ghi tén co quan, td chirc ban hanh vén ban.

Cot 4: Ghi s6 va ky hiéu van ban dén mat.

Cot 5: Ghi ngay thang nam cua van ban dén mat.

Cot 6: Ghi tén loai cua van ban va trich yeu nd1 dung.

Cot 7: Mirc d6 mat phai ghi rd d6 mat, t6i mat hodc tuyét mat cua van ban dén;
ddi v&i van ban dén do tuy¢t mat thi chi dugc ghi vao cot trich yeu ndi dung sau khi
duoc phép ngudi ¢ tham quyén.

Cot 8: Ghi tén don vi hodc ¢4 nhan nhn van ban dén can cir theo y kién phan
phéi, ¥ kién chi dao giai quyet clia ngudi co thim quyén.

Cot 9: Chir ky truc tlep cua nguoi nhdn van ban dén mat

Cot 10: Ghi nhitng diém can thiét vé van ban dén (vin ban khéng c6 sd, ky hiéu,
ngay, thang, trich yéu, ban sao...).
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