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V/v thé thirc, ky thudt trinh bay

thanh phén “Noi nhan” : SRS -
trong van ban hanh chinh : I

Kinh gri:
- Cac So, nganh Thanh pho

- Chc Téng Céng ty, Cong ty thudc Thanh phé;
- Uy ban nhén dén quan huyén.

- Qua cong téc kiém tra, ra soat vé thé thiw, 1<_y thuft trinh by vin ban-cia
cac co quan, td chirc (goi tét co quan), két qua cho thy thé thuc, ky thuat trinh
bay vén ban tai mdt so co quan thyc hign kha tot; tuy nhién, con mét sé diém

chua phtt hop v6i quy dinh nhét 13 thé thic, k§ thuét trinh bay “Noi nhén” trong
vén ban.

Can cir Thong tu 56 01/2011/TT-BNV ngay 19 thang 01 ndm 2011 cia B6
N6i vu vé huéng din the thirc, ky thuat trinh bay van ban hanh chinh, S& Nbi vu

a8 ngh1 cic co quan, t6 chirc 13 soét, didu chinh thé thic, ky thuét trinh bay cua
“Noi nhan” trong van ban nhu sau:

1. Thé thirc “Noi nhan”

Thé thuc, k¥ thuat trinh bay “Noi nhén” thuc hlen theo  quy dlnh tai Pidu
14 Théng tu s6 01/201 1/TT-BNV mét s6 ndi dung cn luu ¥ ¥ v& thanh phan nay:

“Noi nhan” 13 thanh phén thé thirc trong vin ban hanh chinh, bao gom
“Kinh gui” va “Noi nhan” trong vén ban. Céc truorng hop cu thé trong viéc ap
dung hai yéu t6 “Kinh gti” va “Noi nhan” duge x4c dinh:

a) Van ban 14 Cong van va Td trinh: Phai 4p dung c4 hai yéu t§ “Kinh gti”
va “Noi nhéan”.

b) Cac vén ban c6 tén loai (trlir T& trinh) dugc ban hanh dgc 1ap, khong ép
dung yeu t6 “Kinh giri” nhung bit budc phai cé thanh phin “Noi nhan™ (trlr Thu
cong, Glay di duorng) Cac van ban ban hanh kém- thieo, khong 4p dung yéu t6
“Noi nhan”. o

Vi du Van ban Quy che dugc ban hanh kém theo van ban Quyet dinh thi

Quy ché khong ap dung yeu to “Klnh gu1” va “Nol nhan” nhu'ng Quyet dinh bét
budc phai c§ “Norl nhén

“Noi nhan” dung de xéc dlnh nhung co quan to chuc don v1 cé nhan nhén
van ban va c6 trach nhiém nhu d& xem xét, giai quyet ‘@8 th1 hanh dé klem tra,
giam sat; dé bio cao aé trao dbi cong viéc; dé biét; d& luu. :




2. K§ thultitrinh bay“Noi nhan”

Tir “Noi nhén” dugc trinh bay trén mot dong riéng (ngang hang véi dong
chit quyén han, chirc vu ctia nguoi ky va st 1& trai), sau c6 dau hai cham, bang
chit in thuong, c& chir 12, kiéu chit nghiéng, dam;

~ Phén liét k& c4c co quan, to chitc, don vi va c4 nhan nhan vin ban dugc sédp

£ "
xep theo thtrty:
Nhoém 1: Nhém thyc hién vin ban (dé xem xét, gidi quyét; dé thi hanh; dé
trao doi cong viéc); -
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phoi hop; dé kiem tra, gidm sét; dé biét);
Nhém 3: Nhém luu vin ban (dé luu).
Phan liét ké ndy, trinh bay bing chit in thudng, c& chit 11, kiéu chit ding;
-tz mdi oo quan, 10 chde, don vi va ¢4 nhan hodc mbi nhom co quan, to chirc, don
vi nhén vin ban duoc trinh bay trén mét dong riéng, dau dong c6 gach dau dong
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sat 1& trdi, cugi dong c6 dau cham phay; riéng dong cu6i cling bao gom chit “Luu”
sau ¢o dau hai cham, 1iép theo 1a chit viét tit “VT” (Vin thu co quan), dau phay,
chit viét-tat tén don

Nhém 2: Phai bo c4o hoiic dé phdi hop thuc hién (ndu c6) (dé bao cdo; dé

doti ‘Vi-"(hoefxc' bd phin) soan thdo vin bin vi-sb lugng ban luu
(trudng hop cén thiét),jlq'f hi¢u ngudi soan thdo, s6 lugng ban phét hanh, cubi
cing [a ddw'chdm. .= = - : ' '

Vi dy I: Trudng hop “Noi nhin” trong Céng vin phuc dap cua co quan Sé,
nganh va can bdo cdo UBND Thanh phb: ’

Noi hin:
- Nhu trén; . S
- Uy ban nhén dén Thanh phd (48 b/c);

- Luu: VT, Phong...(2b). D.20.

Vi dy 2: Trudng hop “Noi nhén” trong viin ban c¢6 tén loai Huéng dan ciia
S& Néi vu: '

Noinhin: L
- Céc S&, nganh Taanh phé;
- Uy ban nhés dn‘andn, huyén;
-BONGivu (@€ wfeypirs i s e o) _
- Uy ban nlidn dan Thinh phd (8 b/e); - . . .|
| - Luu: VT, CCVILT (3b).S.150. . .

o et

e 86 N6k v §8 nghi.cde ¢ quan, td. chite thuc hién viéc kiém tra, ra:soét thé
thire, k§ thuat-trieh bay “Noi nhan” theo céc ndi dung néu trén./. o

Noinhgn:

-Nhwteény = a0

- Cuc Vin thu va Luu trit nha nuée (d b/c);
- -Uy ban'nhén dan Thanh phd (48 b/c);

- Gidm déc SNV (a8 b/c), . -

- Luu: VT, CCVTLT (3b). G.1107%__




