SO Y TE TINH GIA LAl CONG HOA XA HOQI CHU NGHIA VIET NAM

BENH VIEN MAT Doc lap - Tw do - Hanh phic
Sé: 130/TB -BVM Gia Lai, ngay 25 thang 7 ndm 2025
THONG BAO

Vé viéc soan thio vin ban ban hanh dam bao ding thé thire,
ky thuat trinh bay theo quy dinh

Thuc hién Coéng van s6 589/SYT-VP vé viéc soan thao van ban hanh
chinh dam bao dang thé thirc, k§ thuat trinh bay theo quy dinh: the thirc van ban,
ky thuat trinh bay, phong chir, ¢& chir; can 1¢, dinh dang, ghi s6 trang, bd cuc,
cach trinh bay trich y€u, dia danh, ngay thang nam, noi nhan, ky hi¢u luu tri,
dat tén file trén van phong di¢n tu.

Giam doc Bénh vién Mat thong bao mot s6 ndi dung sau

1. Cong chure, vién chure, lanh dao cac khoa phong thyc hién dung quy dinh

vé thé thuc, ky thuat trinh bay vin ban hanh chinh theo Nghi dinh sO
30/2020/ND-CP, ngay 05/3/2020 ctia Chinh phu vé cong tac vin thu.

2. Kiém tra, ra soat van ban trudc khi trinh 13nh dao ky; ddm bao van ban
phat hanh phai ding mau, ding quy dinh, khong d€ xay ra sai sot. Tat ca van
ban khi phat hanh phai dugc ky s6 va ban hanh trén Van phong dién tu.

3. Mot s6 luu § khi van ban gui di trén van phong dién tir (IDESK): Cong
chtre, vién chire truc tiép soan thao, lanh dao khoa, phong phai ky s6 dién tu trén

van ban; trich yeu phai phai r6 rang glong nhu trich yéu trén vin ban gidy
(khong duoc viét in hoa toan bo phan trich yéu trén Idesk);

- Pit tén file phai théng nhét, vi du: CV_BVM_ ndi dung, KH BVM noi
dung, BC_ BVM_ ndi dung...;

- Pt tén van ban chinh: Viét tat tén loai vin bén_viét tat tén don vi_ndi
dung chinh van ban (ngan gon).

Vi du: Bao c4o cong tac y t& naim 2025 ctia Bénh vién Mat Gia Lai.
BC_BVM_ Béo c4o cong tac y t& nam 2025.

- bt tén van ban kém theo, Phu luc: Viét tat tén vin ban kém theo vin
ban chinh viét tat tén don vi_ti€u de.

Vi du: Phu luc kem theo Bédo cao cong tac y té nam 2025 cta Bénh vién
Mat tinh Gia Lai.

PL_BVM S liéu kham bénh nam 2025,

4. Trude khi gii van ban di phai kiém tra ki file dinh kém. Tai liéu Scan
phai 10 rang, khong léch trang, khong bi scan nguoc.
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Cac khoa phong trién khai thuc hién./.

Noi nhdn:

- Lanh dao BV,

- Cac khoa phong,
- Luu: VT.
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