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Noi duns bao cao
DO'nvi tinh SdlU'Qllg

I. Van ban chi d~o va hurrng d§n nghi~p VI). cong tac
rvan thu (tinh tir n2ilY 01101d~n ngay 31/12)
- Quy che, quy trinh van thir

Van ban
- Danh muc h6 so

Van ban
II. T&chuc, nhan SIJ lam cong tac van thir (tinh d~n
n2ilY 31/12)

I. TJ chtcc viin thtr

la) Td chtcc van thu il9c ldp

- Phong van thir
Phong

-T6 van thir
T6

- B(>phan van thu
B9 phan 01

b) Td chuc van thu kiem nhiem

- Phong van thu - hru tnr
Phong

- T6 van thu - luu trft
T6

- B9 phan van thu - hru trtr
B(>phan

- T6 chtrc van thu kiem nhiem khac
T6 clnrc

~.Nhiin S(l' lam conf! tac van thtr

- T6ng s6:
Ngtroi 02

Trong do: Nu
Ngiroi 01

- Kiem nhiem cac cong tac khac
Nguai 01

ia) Trinh il9 chuyen mon, nghi¢p V{-t

- Tren dai hoc chuyen nganh van thu, hru tru
Nguai

- Tren dai hoc chuyen nganh khac
Ngtroi

- Dai hoc chuyen nganh van thir, luu trfr
Ngiroi

- Dai hoc chuyen nganh khac
Ngtroi 02

- Cao dAngchuyen nganh van thu, Iuu tru Nguoi
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- Cao d~.ng chuyen nganh khac
Ngiro]

- Trung c§p chuyen nganh van thtr, hru trfr
Ngiroi

- Trung c§p chuyen nganh khac
Ngtroi

-Sadp (t~p hu§n ngan han)
Nguo]

b) Ngach c6ng chuc, vien chtrc, chuc danh ngh~ nghiep
van thu

- Chuyen vien cao c§p van thu
Ngiroi

- Chuyen vien chinh van thir
Ngiroi

- Chuyen vien van thir
Ngiroi

- Can SlJ van thu
Nguoi

- Nhan vien van thir
Ngtroi

-Khac
Ngiroi

c) D<) tudi

- Tu 30 tro xu6ng
Nguoi

- Tu 31den40
Nguai 01- Tu 41 den 50
Nguoi 01- Tu 51 den 60
Ngiroi

III. Van ban di, van ban d~n (tinh tir ngay 01101d~n
ni?av31/12 nam bao cao)
- T6ng s6 van ban di

Van ban 3330
Trong <16:+ Van ban quy pham phap Iuat

Van ban
ft- Van ban di~n tu

Van ban
- T6ng s6 van ban den

van ban 9118
Trong d6: Van ban di~n ti'r

Van ban
IV. H6 so' (tinh tir ngay 01101d~n ngay 31/12 nam bao
cao)

- T6ng s6 h6 so phai l~p trong nam
H6sa

Trang do: H6 so tai lieu dien tu
H6sa

- T6ng s6 h6 so da l~p trong nam
H6sa

Trong do: H6 so tai lieu di~n tu
H6sa

V. Trang thi~t bj dung cho van thu (tinh d~n ngay
~1112nam bao cao)

- May vi tinh
Chiec 03



-May in
Chiec 03

- May quet (scanner)
Chiec 01

- May sao ch\lp (photocopy)
Chiec 02

-May FAX
Chiec 01

- May huy tai lieu
Chiec

Noi nh{jn:
- S&Nc')i v1,1;
- LuuVT,VP#
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