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THONGTU
'::':Ban himh Quy eh~v~ eong hie Van thlf, llfu trrr

va bao m~t tai li~u trong Quan oQi

C~ eu Lu~t,Ban harm van ban quy ph?ill phap lu~tngay 03 thang 6 nam 2008;

Can err Lu~t Luu tm nam 2011;
.c

Can err Phap l~nh Bao v~ bi m~t Nha nuae nam 2000;

Can err Nghi dinh s6 110/2004/NB-CP ngay 08 thang 4 nam 2004 vS
eong tae van thu; Nghi dinh s6 09/2010/NB-CP ngay 08 thang 02 nam 2010 sua
d6i, b6 sung rnQt s6 diSu ella Nghi dinh s6 110/2004/NB-CP ngay 08 thang 4
narn 2004 ella Chinh phll vS eong tae van thu;

Can err Nghi diM s6 104/2008/ND-CP ngay 16 thang 9 nam 2008 ella Chinh
phll Quy diM ehrrenang, nhi~rnV\l,quySnh~ va co efiut6 ehrre ella BQQu6ephong;

X6t dS nght ella Chanh Van phong BQQu6e phong;

BQ truOng BQQu6e phong ban hanh Thong tu ban hanh Quy ehS vS eong
tae Van thu, luu tm va bao rn~t tai li~u trong Quan dQi,

f)i~u 1. Ban hanh kern theo Thong tu nay "Quy ehS vS eong tae Van thu,
luu tru va bao rn~t tai li~u trong Quan dQi".

f)i~u 2. Thong tu nay co hi~u l\fe sau 45 ngay kS til ngay leYva thay thS
cae van ban sau:

1. DiSu l~ eong tae van thu ban hanh kern theo QuySt dinh s6 15/QD-QP
ngay 19 thang 01 narn 1981 ella BQtru6ng BQQu6e phong;

2. Quy ehS Bao v~ tai li~u rn~t ban hanh kern theo QUYStdinh s6
1602/QD-BQP ngay 04 thang 8 nam 2000 ella BQ truOng BQ Qu6e phong;

3. Chuang I, IV, V, VI ella Quy dinh ban hanh va quan ly van ban hanh
ehinh ban hanh kern theo QuySt dinh s6 206/2005/QD-BQP ngay 20 thang 12
nam 2005 ella BQ truOng BQQu6e phong;

4. QuySi dinh s6 127/2008/QB-BQP ngay 09 thang 9 narn 2008 ella BQ
tru6ng BQQu6e phong vS quan ly luu tm;

5. QUYStdinh s6 162/2008/QB-BQP ngay 15 thang 12 nam 2008 ella BQ
tru6ng BQQu6e phong vS vi~e quan ly va su d\lng con dfiu.



Di~u 3. T6ng Tham muu truOng, Chli nhi~m cac t6ng cvc, Chi huy cac
co quan, dan vi chiu trach nhi~mthi hanh Thong tu nay.

Chanh Van phong B9 Qu6c phong chiu trach nhi~m t6 chuc th\Ic hi~n
Thong tu nay.!. ~
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Noi nlt~ll:
- Cae ea quan, d011 vi tnre thuQe BQ;
- V\l Philp eh~ BQ Qu6e phong;
- Luu: VT, BML T; 890.
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ChlfO'ng I
QUY D!NH CHUNG

Di~u 1. Ph~m vi di~u chinh

Quy chS nay quy dinh vS nQi dung qmin ly va ho~t dQng nghi~p V\l cong tac
Van thu, luu tm va bao m~t tai li~u trong Quan dQi:

1. Cong tac van thu: So~n thao va ban hanh van ban; quan ly van ban di,
dSn; l~p h6 sa va danh m1;tch6 sa; quan ly va sir d1;tngcon dfru.

2. Cong tac luu tm: Thu th?p h6 sa, tai li~u; chinh ly, xac diM gia tri, th6ng
ke, kiSm tra, bao quan va sir d1;tngtai li~u.

3. Cong tac bao m?t tai li~u: Xac dinh dQm?t, giam m?t, giai m?t tai li~u;
l~p danh m1;tcbi m~t; quan ly tai li~u m?t; bao m?t du li~u thiSt bi cong ngh~
thong tin; bao m~t thong tin trong quan h~ vai d6i tac nuac ngoai.

Di~u 2. D6i tlfClng ap dl}ng

Quy chS nay dugc ap d1;tngd6i vai cac ca quan, dan vi, cac t6 chuc dang,
doan thanh men, cong doan qu6c phong, hQi ph1;tnu, cac doanh nghi~p, hi~p hQi
(sau day gQi chung la cac ca quan, dan vi) va cac ca nhan co lien quan dSn cong
tac Van thu, luu tm va bao m?t tai li~u trong Quan dQi.

Di~u 3. Ghii thich tir ngfr
Trong Quy chS nay, nhfrng til ngu duai day dugc hiSu nhu sau:

1. Van ban hanh chinh la van ban do ca quan, dan vi ban hanh dS quan ly,
diSu hanh, giai quySt cong vi~c thuQc trach nhi~m do phap lu?t quy dinh.

2. Van ban chuy~n nganh la van ban phan anh nQi dung cua chuyen nganh
nhu: Cong tac chinh tri; tac chiSn; hufrn luy~n; d6i ngo~i quan sv; khoa hQc, cong
ngh~; xay d1;tngca ban; kinh tS; tai chinh, kS toan; tu phap; bao hiSm, y tS.

3. Tai li~u la V?t mang tin dugc hinh thanh trong qua trinh ho~t dQng cua
ca quan, dan vi, ca nhan.

Tai li~u bao g6m: Van ban, dvan, ban ve thiSt kS, ban d6, cong trinh nghien
ctru, s6 sach, biSu th6ng ke; am ban, duang ban phim; bang, rna ghi am, ghi hinh;
tai li~u di~n tir; ban thao tac ph~m van hQc, ngh~ thu?t; s6 cong tac, nh?t kY, h6i
kY,but t1ch, tai li~u viSt tay; tranh ve ho?c in; frnph~m va v~t mang tin kh,lc.
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4. Van ban d@n1affii1i~ucua ca quan, dan vi va ca nhan khac gill d@n.

5. Van ban di 1atai 1i~udo ca quan, dan vi ban hanh.

6. Ban thao van ban 1aban duqc vi@tho~c danh may, hinh thanh trong qua trinh
sO?Jlthao mQtvan ban.

7. Ban gac van ban 1aban hoan chinh vS nQi dung, thS thuc van ban duqc ca
quan, dan vi, t6 chuc ban hanh va co chu kY tl1;ICti@pcua nguOi.co th~m quySn.

8. Ban chinh van ban 1a ban hoan chinh vS nQi dung, thS thuc van ban va
duqc ca quan, dan vi, t6 chuc ban hanh.

9. Ban sao y ban chinh 1aban sao d~y du, chinh xac nQi dung cua van ban
va duqc trinh bay theo thS thuc quy dinh. Ban sao y ban chinh phai duqc thl,fc
hi~n til ban gac ho~c ban chinh. .

10. Ban sao l\lc 1aban sao d~y du, chinh xac nQi dung cua van ban, duqc th\fc
hi~n ill ban sao y ban chinh va duqc trinh bay theo thS thuc quy diM.

11. Ban trich sao 18. ban sao mQt ph~n nQi dung cua van ban va duqc trinh
bay theo thS thuc quy dinh. Ban trich sao phai duqc thljc hi~n til ban chinh.

12. Ky dam bao (kY nhay) 1a chu kY dam bao vS nQi dung, thS thuc va kY
thu?t trinh bay van ban.

13. H6 sa la mQt t?P van ban, tai 1i~uco lien quan vai nhau vS mQt v&ndS,
mQt S\f vi~c, mQt dai tuqng C\l thS ho~c co mQt (ho~c mQt sa) d~c diSm chung
nhu: Ten 10~i van ban, ca quan ban hanh van ban, thai gian ban hanh hinh thanh
trong qua trinh theo d5i, giai quy@tcong vi~c thuQc ph~m vi chuc nang, nhi~m V\l
cua mQt ca quan, dan vi hay mQt ca nhan.

14. L?p h6 sa la vi~c t?P hqp va s~p x@pvan ban, tai 1i~uhinh thanh trong
qua trinh theo d5i, giai quy@tcong vi~c thanh h6 sa theo nhUng nguyen t~c va
phuang phap nh&tdinh.

15. Danh m\lc h6 sa 1abang ke ten h6 sa c~n l?p trong nam cong taco

16. Tai li~u lUll tru 1atai li~u co gia tri ph\lc V\lho~t dQng th\fc tiSn, nghien
CUukhoa hQc, lich su duqc l\fa chQn dS lUlltru.

Tai 1i~u lUll tru bao g6m: Ban gac, ban chinh; trong truang hqp khong con
ban gac, ban chinh thi duqc thay th@b~ng ban sao hqp phap.

17. TM 1i~u lUll tru truySn thang 1atai li~u b~ng gi&y,phim, anh, bang ghi
am, ghi hinh.

18. Tai 1i~u lUll tru di~n tu la tM 1i~u dUQ.ct?o l?p a d?ng thong di~p du
1i~u,hinh thanh trong qua trinh ho?t dQng cua ca quan, dan vi va ca nhan, duqc
l\fa chQn dS lUll tru ho~c 18. thong di~p du 1i~udUQ.Csa hoa til tM 1i~ulUll tru tren
cac V?tmang tin khac.

19. H6 sa tai 1i~udi~n til 1at?P hqp cac tai li~u di~n ill co lien quan vm nhau
vS mQt v&ndS, mQt S\fvi~c, mQt dai tuqng C\lthS duqc hinh thanh trong qua trinh



theo d5i, giai quy@tcong vi~c thuQcph~m vi chuc nang, nhi~m vv cua ca quan, don
vi va ca nhan.

20. L~p h6 so tai li~u di~n tu la vi~c ap d\lng cac bi~n phap leY thu~t eua
cong ngh~ thong tin nh~m lien k@tcac tai li~u di~n ill hinh thanh trong qua trinh
theo d5i, giai quy@tcong vi~c thuQc ph~m vi chuc nang, nhi~m vv cua ca quan,
don vi, t6 chuc va ca nhan thanh h6 sa.

21. Phong lUll trU la toan bQtai li~u lUll tn] duqc hinh thanh trong qua trinh
ho~t dQng cua ca quan, don vi, t6 chuc ho?c ca nhan.

22. LUll tru co quan la t6 chuc th\Ic hi~n ho~t dQng lUll tru d6i vai tai li~u
lUll trfr cua ca quan, dan vi.

23. LUll trfr hi~n hanh la nai bao quan, su d\lng co thai h~n tai li~u cua co
quan, dan vi.

24. LUll trfr chuyen d\lng la noi bao quan tai li~u duqc xay d\l1lg theo tieu
chudn quy dinh cua Nha nuac.

25. Bi m~t la nhUng tin vS vv, vi~c, tai li~u, v~t, dia diBm, thai gian, lOinoi co
nQidung quan trQng thuQc IInh V\fC quan S\I,qu6c phong cAnphai giu kin, n@udB1Q
se gay nguy h~i cho cong tac qu6c phong, quan S\Icua Nha nuac va Quan dQi.

26. Danh m\lc bi m~t 1a bang kS c,ac thong tin co dQ Tuy~t m~t, T6i m~t,
M~t cua ca quan, dan vi duqc c~p co thdm quySn quy@tdinh.

27. Xac dinh dQ m~t la vi~c can cu VaGdanh m\lc bi m~t cua ca quan, dan
vi, muc dQ tac h~i n@utai li~u bi lQ, ph~m vi ph6 bi@ndB quy@tdinh dQ m~t cho
timg van ban, tai li~u.

28. Giam m~t la thay d6i muc dQ bi m~t cua van ban, tai li~u da duqc xac
dinh truac do.

29. Giai m~t Ia xoa bo muc dQ m~t da duqc xac dinh truac do cua van
ban, tai li~u.

ChU'O'ng II
CONG TAc VAN THU

Ml}.c 1
SO~N THAo vA BAN HANH VAN BAN

Di~u 4. mnh thuc van ban
1. Van ban quy ph~m phap lu~t g6m: Lu~t, phap l~nh, nghi quy@t,nghi

dinh, quy@tdinh, thong tu, thong tu lien tich.

2. Van ban hanh chinh g6m: Nghi quy@t,quySt dinh, chi thi, quy chS, quy
dinh, thong bao, huang d~, chuang trinh, kS ho~ch, dg an, ta trinh, dS an,
phuong an, hqp d6ng, bao cao, bien ban, cong di~n, cong van hanh chinh, bim ghi
nha, ban cam k@t,ban thoa thu~n, gifiy chUng nh~n, gi.1yuy quySn, gifiy cong tac,
gifiy giai thi~u, gifiy nghi phep, gi~y mai, gifiy uy nhi~m, gifiy bien nh~n h6 sa,
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phiSu giri, phiSu trinh, phiSu giai quySt van ban, phiSu trinh van ban (dai vai v~n
d@don gian), phiSu trinh giai quySt cong vi~c, phiSu chuySn, phiSu bao, thu congo

3. Van ban chuyen nganh g6m: Chi l~nh, m~nh l~nh, quySt tam, sa d6, ban
d6, ban ve, m&ubiSu nghi~p V\l,van b~ng, chUng chi, the.

4. Van bim clla Dang g6m: Cuang 11nhchinh tri, diSu l~ Dang, chiSn lugc,
nghi quySt, quySt dinh, chi thi, kSt lu~n, quy chS, quy dinh, thong tri, huang d&n,
thong bao, thong cao, tuyen ba, lai keu gQi, bao cao, kS ho~ch, quy ho~ch,
chuang trinh, dS an, to' trinh, cong van, bien ban, gi~y giai thi~u, ,gi~y chung
nh~n, gi~y di duang, gi~y nghi phep, phiSu giri.

5. Van ban clla doan thanh nien, cong doan, ph1,1nil g6m: Nghi quySt,
quySt dinh, diSu l~, bao cao, kS ho~ch, cong van, bien ban.

J)i~u 5. Th~ thtfc va kY thu~t trinh bay van ban
1. Th~ thuc va k:Y thu~t trinh bay van ban quy ph~m phap lu~t va van ban

hanh chinh thlJc hi~n theo quy dinh CllaBQtruang BQQuac phong.
2. Th~ thuc va k:Y thu~t trinh bay van ban chuyen nganh thuQc thfun quySn

ban hanh clla B{)Quac phong do co quan dAunganh CllaBQdv thao, thang nh~t vm
Van phong BQQuac phong trinh BQtruang BQQuac phong xem xet, quySt dinh.

3. Th~ thuc va ky thu~t trinh bay van ban clla Dang thlJc hi~n theo huang
dful cua Van phong Quan uy Trung uang.

4. Th~ thuc va k:Y thu~t trinh bay van ban Clladoan thanh nien, hQi ph1,1nft,
cong doan do Ban Thanh nien Quan dQi,Ban Ph1,1nft Quan dQi va Ban Cong doan
quac phong dg thao, thang nh~t vai Van phong BQ Quac phong trinh Chu nhi~m
TBng e\lc Chinh tri ban hanh.

J)i~u 6. Trinh til, thii ty:cso~n thao van ban

Can cu vao tinh ch~t, nQidung cong vi~c, nguOi dUng dAuca quan, don vi giao
cho ~p th~ ho~c ca nhan so~ thao ho~c chu tri so~n thao van ban theo mnh tv sau:

.1. Xac dinh hinh thuc, nQi dung, dQrn~t, dQkh~n va ph?rn vi phB biSn;

2. Thu th~p tai li~u, xu ly thong tin lien quan dSn nQi dung cAnso~n thao;

3. TB chuc so?n thao van ban;

4. TB chuc l~y y kiSn cac ca quan, don vi va ca nhan co lien quan (truOng hqp
van ban co nQidung lien quan);

5. Nghien cUu, tiSp thu y kiSn d~ hoan chinh ban thao;

6. KiSrn tra, th~m dinh tinh phap lyva thS thuc, ky thu~t trinh bay;

7. Trinh c~p co th~rn quySn xern xet, ky ban hanh.

Di~u 7. Duy~t ban thao, sua chu'a, b8 sung ban thao

1. Bim thao van ban phai do nguai co th~rn quySn kYvan ban duy~t. Nguai
kY van ban phai xern xet k:Y vS nQi dung, quySt dinh di) m~t, di) kh~n (nSu co),
ph?rn vi phB biSn cua van ban.
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2. TruOng hqp sua chua, b6 sung ban thao van ban da duqc duy~t phai bao
cao nguai duy~t van ban xem xet, quySt diOO.

f)i~u 8. f)anh may, nhan ban
1. Nguai oo~ ban thao, tai li~u dS daOOmay, OOanban phai dang kYvan S6

Dang kY danh may, in sao van ban (Mftu s6 08, Ph\! I\!c I); danh may dung nQi
dung ban thao da dugc duy~t, dUng thS thuc va kY thu~t triOObay van ban quy
diOO.TruOng hqp phat hi~n co sg sai sot ho~c khong r5 rang trong ban thao thi
phai hoi I~i don vi, ca nhan so~n thao ho~c nguai duy~t ban thao do; .

2. Ban thao van ban, tai li~u khi da daOOmay, sao xong phai giao l~i cho
nguai yeu c~u, nguai nh?n phai kYOO?nvan S6 Dang kY danh may, sao van ban,
tai li~u.

3. Tuy~t d6i giu bi m?t nQi dung van ban, tai li~u; thvc hi~n daOOmay,
OOanban theo dUng s6 Iuqng ban da dugc duy~t, thai gian da hi~p dang.

f)i~u 9. Ki~m tra van ban trU'O'ckhi trinh kYban hitnh
1. Chi huy don vi ho~c ngum so~n thao van ban phai kiSm tra nQi dung,

tinh hqp phap, kY bao dam va phai chiu trach OOi~mtruac nguai kY va truac
phap Iu?t vS nQi dung van ban.

2. ChaOOVan phong, TruOng phong (ban) Hanh chinh (nai khong co Van
phong), nguai duqc giao trach OOi~m(ph\! trach van thu) phai kiSm tra thS thuc,
kYthu~t triOObay van ban, kY dam bao va phai chiu trach nhi~m truac nguai kY
va truac phap Iu?t vS thS thuc, kYthu~t triOObay van ban.

f)i~u 10. Thdm quy~n kYvan ban
1. CO'quan, don vi thgc hi~n theo chS dQthu truOng

a) Chi huy truOng ca quan, don vi co thfun quySn kY t~t ca van ban cua cO'
quan, don vi ban hanh. Chi huy truOng cO'quan, don vi co thS giao cho c~p pho
cua mlOOkY thay (KT.) cac van ban thuQc 1100vgc duqc phan cong ph\! trach va
mQt s6 van ban thuQc thAm quySn cua Chi huy truOng. C~p pho kY thay phai chiu
tnich OOi~mtruac Chi huy truOng cO'quan, don vi va truac phap Iu?t.

b) Chinh uy, ChiOOtrj vien cac cO'quan, don vi co thAm quySn kY cac van
ban vS cong tac dang, cong tac chiOOtrio ChiOOuy, ChiOOtrj vien co thS giao cho
c~p pho cua mlOOkY thay (KT.) cac van ban thuQc 1100Vl,fCduqc phan cong ph\!
trach. C~p phD kY thay phai chiu trach nhi~m truac ChiOOuy, ChiOOtrj vien cO'
quan, don vi va truac phap Iu?t.

c) Chi huy truOng, ChiOOuy, ChiOOtrj vien cac cO'quan, don vi co thS uy
quySn cho chi huy mQt s6 don vi trl,fcthUQCkYthira uy quySn (TUQ.) ho~c kYthira
l~OO(TL.) mQt s6 lo~i van ban. Vi~c giao kYthira uy quySn ho~c kY thira l~nh phai
dugc quy diOOC\lthS trong quy chS ho~t dQng ho~c quy diOOvS cong tac Van thu
cua cO'quan, don vi. Nguai dugc kY thira uy quySn ha~c kY thira l~nh khong dugc
uy quySn l~i cha nguai khac kYoVan ban kY thira uy quySn (ho~c' kY thira I~OO)
thea thS thuc va dugc dong d~u cua cO'quan, don vi uy quySn.
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2. CO'quan, don vi thvc hi~n theo chS dQ t~p thS: Lanh d~o CO'quan, don vi
thay m~t (TM.) t~p thS kY cac van ban cua CO'quan, don vi ban hanh. C:1ppho va
cac thanh vien gill chuc \f\lIanh d~o khac duQ'cthay m~t ~p thS, IcYthay nhfrng van ban
theo uy quy8n cua Ianh d~o va cac van ban thuQc linh vt;CcduQ'cphan cong ph\l trach.

3. Nguai kY van ban phai IcYdung quy6n h~n va chiu trach nhi~m v6 nhUng
van ban do minh kYoChll IcYtrong van ban phai dung vai mftu chll k.Yda dang ky;
khong dung but chi, mvc do ho~c cac Io~i mvc d@phai dS IcYvan ban.

Di~u 11. Ban sao van ban
1. Cac hiOOthuc ban sao: Ban sao y ban chinh, ban sao I\lc va ban tnch sao.

2. ThS thuc ban sao g6m: Ten CO'quan, don vi sao van ban; s6, IcYhi~u ban
sao; dia danh va ngay, thang, nam saQ; chuc V\l, hQ ten va chfr IcYcua nguai co
thfun quy8n; d~u cua CO'quan, don vi sao van ban; nO'i nh~n. S6 ban sao duQ'c danh
s6 rieng va dang IcY,quan Iy vao S6 Dang IcYdanh may, in sao van ban (Mftu s6
08, Ph\lI\lc I).

3. Vi~c sao van ban phai duQ'c chi huy CO'quan, don vi ho~c ngum duQ'c uy
quy8n quySt dinh. Vi~c sao van ban "Tuy~t m~t" phai duQ'c sv d6ng y bfulg van ban
cua CO'quan, don vi ban hanh. Ban sao phai duQ'c dang IcY,quan Iy nhu ban chinh.

4. Ban sao van ban trinh bay dAy du cac ySu t6 thS thuc quy dinh t~i Khoan
2 Di8u nay co gia tri phap Iy nhu ban chinh.

Ml}c 2
QuAN LY VAN BAN III

Di~u 12. Trinh t1}:' quan If van ban di
1.KiSm tra, dang IcYva dong d~u van ban.
2. ChuySn va theo d5i van ban di.
3. Luu va dinh chfnh van ban di.

Di~u 13. Ki~m tra, dang ky va dong d~u van ban
1. T~t ca van ban do CO'quan, don vi ban hanh phai duQ'c dua dSn Van thu

dS dang kY, quan 1y.
2. Van thu co tnlch nhi~m kiSm tra IAn cu6i v8 thS thuc va kY thu~t trinh

bay van ban dS phat hi~n OOUngsai s6t va thong bao cho don vi ho~c nguai so~n
thao van ban sua chua truac khi lam thu t\lC ban hanh.

3. Ohi s6, thai gian ban hanh van ban

4. Vao S6 Dang kY van ban di (Mftu s6 OS, Ph\ll\lc I) ho~c nh~p thong tin
vao CO'sa dll li~u may tioo theo BiSu ghi dang OO~pthong tin van ban di (Mau s6
06, Ph\ll\lc I).

5. Dong d~u cua CO'quan, don vi va d~u dQ m~t, khAn (nSu co) vao van ban.
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Bi~u 14. Chuy~n va theo doi van ban di
1. Van bim da:dang kY, dong dau phai lam thli t\lc gui di trong ngay, ch~m

nhat la ngay lam vi~c tiSp theo. Van ban h~n gia, khful phai gui truac; van ban di
(khong co dQm~t) co th@chuySn dSn nO'inh~n b~ng Fax ho~c chuySn qua m?llg
duQ'cbao m~t theo quy dinh.

2. Thli t\lCgui van ban

a)Van ban gUitIvc tiSp,nguOinh~ van ban kYnh~ vao saDang kYvan ban di;
b) Van ban gm gian tiSp phai cho vao bi va dan kin, dang kYva kYnh~ vao sa

ChuySn van ban (M~u 86 07, Ph\l l\lc I). Khi gUi van ban co nQi dung "T6i m~t",
"Tuy~t m~t" va nQidung quan tn;mgphai kern theo PhiSu giri (M~u 86 17, Ph\ll\lc I);

c) Thli t1;1cbi gm van ban: Ngoai bi ghi ten cO'quan gill, 86 van ban va ten cO'
quan, dan vi nh~. Nhfing bi d\ffig van ban co muc dQm~t, muc dQkhAnphai dong
dAudQm~t, dQkhful tuang ll'ngvm dQkhdn, dQm~t cao nhat cua van ban trong bi.

d) Thu t1;1cgui van ban co nQi dung m~t th\1'chi~n theo quy dinh tiiJ.iKhoan
2, DiSu 68 cua Quy chS nay.

3. Van ban chi gm dSn cO'quan, dan vi, ca nhan co trach nhi~m giai quySt.
Truang hQ'Pgui ngoai m\lc dich giai quySt, nhu: "BS bao cao", "DS ph6i hQ'P",
"DS biSt" thi ghi r5 m\lc dich gUia pharr nO'inh~ cu6i van ban.

~. GUi~an ban theo l}guyencic ~ cap tn,rc tiSp. Tru~g hqp d~c bi~t p~ai &ill
VUqt cap thi dong gm cho cap tren tn,rctiep de bao cao ho~c cap dum tn,rc tiep de biet.

5. Van ban giri dSn cO'quan, dan vi khong co thfun quySn giid quySt thi nO'i
nh~n duQ'cquySn tra liiJ.inO'igui.

6. Can bQ, nhan vien gui van ban co trach nhi~m theo d5i vi~c chuySn van
ban di va xu ly kip thai nhfing truang hQ'Pbi that liiJ.C,ch~m thai gian giai quySt.

Bi~u 15.Luu va dinh chinh van ban di
. 1. M6i van ban di phai lUll 2 ban, ban g6c lUll tiiJ.iVan thu, ban chinh lUll a
dan vi sOiiLllthao; ban g6c phai dugc dong dau va s~p xSp theo thu t\1'dang kYo

2. Dinh chinh van ban

a) Van ban sai sot vS nQi dung phai duQ'cchi huy cO'quan, dan vi ban hanh
van ban co hinh thuc van ban tuang duang dS dinh chinh.

b) Van ban sai sot vS thS thuc va ky thu~t trinh bay thi Chanh Van phong
ho~c Truang phong (ban) Hanh chinh thira uy quySn chi huy cO'quan, dan vi ban
hanh van ban dS dinh chinh.

Ml}c 3
QUAN LY VAN BAN DEN

BiSu 16.Trinh tll quan If van ban d~n
1. TiSp nh~n van bim dSn.
2. Dang kYvan ban dSn.
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3. Trinh, chuySn giao van b:!md@n.
4. Giai quySt van ban d@n.
5. Theo dai, don d6c va kiSm tra vi~c giai quySt van ban dSn.
6. Thai h~ giai quySt van ban dSn.
fl.). 17 T.J. h" W b? c1J.leu . lep n ~n van an en

1. Tai li~u, van ban, dan, thu gui dSn ca quan, dan vi b~t k:Y ill ngu6n nao dSu
phai chuYSnd@nVan thu dang kY,quan ly. Khi tiSp nh~ phai kiSm tra, d6i chiSu s6
ghi tren hi vai s6 ghi a s6 ho~c phiSu chuySn va kYnh~n; n@uphat hi~n thi@uho~c bi
khong con nguyen vyn, thai gian dSn mUQnso vm thai gian ghi tren bi phai l~p bien
ban (M~u s6 01, Ph\! h;lC I), bao cao chi huy ca quan, dan vi va thong bao cho nai
gui van ban biSt dS xu ly kjp thai.

2. Khi rna hi dS dang ky phai d6i chiSu s6 ghi a bi vai s6 van ban co trong
bi va phi@ugui (nSu co); nSu phat hi~n thua, thi@uho~c sai s6 van ban thi kiSm
tra l~i nai girL

3. Nhiing bi ghi ra chuc danh ho~c ten nguai nh~ thi Van thUkhong duqc rna.
4. L~y van ban ra kh6i bi, dong d~u "D@n"(M~u s6 02, Ph\! I\!c I) VaGvi tri

duai s6, kY hi~u van ban; nSu vi tri nay khong con chB tr6ng thi dong sang vi tri
tr6ng duai ngay thang nam ban hanh van ban.

fli~u 18. Dang ky' van ban c1~n

1. T~t ca van ban dSn dSu phai duqc dang ky VaGS6 Dang kY van ban dSn
(M~u s6 03, Ph\! l\!c I) ho~c nh~p thong tin VaGca sa dfr li~u may vi tinh theo
BiSu ghi thong tin van ban di (M~u s6 04, Ph\!l\!c I).

2. Nhfrng hi khong duqc rna thi Van thu dang kY cac thong tin ngoai bi va
chuySn cho chuc danh ho~c nguai co ten tren bi nh~n. NSu la vi~c chung thi
nguai nh~n phai chuySn tra I?i cho Van thu dS dang kY, quan Iy.

3. D6i "ai nhfrng van ban chuySn qua Fax ho~c qua m~g di~n ill, phai ch\!p
I?i 'ho~c in ra va dong d~u dSn. Khi nh~ duqc ban chinh phai dong d~u dSn va lam
thil tvc dang kY (s6 dSn, ngay d@nla s6 va ngay da: dang kY a ban Fax ho~c ban
chuySn qua m?llg di~n tu).

4. Van ban khfuI d@nngoai gia lam vi~c, ngay IS, ngay nghi thi can b9, nhan
vien Van thu co trach nhi~m nh~n va bao cao ngay vai nguai chi huy dS xu ly.

fli~u 19. Trinh, chuy~n giao van ban c1~n

1. Trinh van ban dSn

a) Van ban dSn phai duqc kjp thai trinh cho nguai co trach nhi~m xem xet,
cho y kiSn phan van ban; nguai co trach nhi~m phan van ban ghi y kiSn giai quySt
VaGPhiSu Giai quySt van ban. Nguai phan van ban dSn phai can cu VaGnQi dung'
van ban, quy chS lam vi~c; chuc nang, nhi~m V\l, quySn h?ll cua ca quan, dan vi,
ca nhan lien quan dS phan van ban. '
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. b) van blm dSn co cac d~u chi muc dQ kh~n phld dugc dang kY, trinh va

chuyen ngay sau khi nh?n.

2. ChuySn giao van b~mdSn

a) Can cu VaG y kiSn cua nguc)'i co trach nhi~m, Van thu lam thu Wc
chuySn dSn cac co quan, dan vi, ca nhan giai quySt ngay trong ngay, ch?m nhfit la
ngay lam vi~c tiSp theo.

, b) ChuYSn giao van blm phai chinh xac, dung d6i tuqng co trach nhi~m gild
quyet va gift dugc bi m?t nQi dung van ban.

, c) Van blm chuYSn nh~m dia chi, noi nh?n phai chuySn tra ho~c chuySn
tiep cho co quan, dan vi co trach nhi~m giai quySt (nSu la vi~c gfip) va thong bao
cho noi giri biSt.

I>i~u 20. Ghii quy~t van ban d~n

1. Chi huy truang co quan, dan vi co tnich nhi~m ch~ d~o giai quySt kip
thai van blm dSn. Chi huy pho Clla cO' quan, dan vi dugc giao chi d~o giai quySt
nhUng van ban dSn theo Slf uy nhi~m cua Chi huy truang va nhUng van ban dSn
thuQc cac Hnh VlfCdugc phan cong phv trach.

2. Chi huy Co' quan, dan vi co th@giao cho Chanh Van phong, Truang
phong Ranh chinh (noi khong co Van phong) xem xet, phan van ban va theo d5i,
don d6c vi~c giai quySt van ban dSn.

3. Co quan, dan vi, ca nhan co trach nhi~m giai quySt van ban phai can cu VaG
chuc nang, nhi~m Vl,l,nghien CUu nQidung van ban dSn va dS xufit y kiSn giai quySt.

a) D6i v6i cong vi~c gian dan, dS xufit y kiSn giai quySt b&ng PhiSu Trinh
giai quySt van ban (M~u s6 18, Phv Ivc I).

b) Cong vi~c co nQi dung phuc t~p, lien quan dSn nhiSu Co' quan, dan vi, dS
xufity kiSn gild quySt bkg phiSu trinh giai quySt cong vi~c.

c) Khi chi huy co quan, dan vi cho y kiSn chi d~o giai quySt thi don vi, ca
nhan co trach nhi~m phai t6 chuc th\fc hi~n kip thai va chinh xac. Truang hqp
tren van ban co ghi y kiSn chi d?o clla nguai co thfrm quySn thi phai cv thS hoa
y kiSn chi d?o b&ng mQt van ban khac, khong duqc sao chvp nguyen van ban do
dS gui di.

I>i~u 21. Theo doi, don dde va ki~m tra vi~e giai quy~t van ban d~n

1. Nguai phan van ban dSn co trach nhi~m theo d5i, don d6c vi~c giai
quySt van ban.

2. Chi huy dan vi, bQ ph?n trong Co' quan phai theo d5i, don d6c va kiSm
tra vi~c giai quySt van ban do dan vi, bQph?n co trach nhi~m giai quySt.

3. Nhan vien Van thu co trach nhi~11lgiup nguai phan van ban theo d5i,
don d6c vi~c giai quySt van ban dSn clla cO'quan, dan vi. .
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lliSu 22. ThOi h~n giai quy~t van ban d~n
1. Thai h~n giai quySt van ban dSn duqc tinh ti:r ngay van ban dSn ca quan,

dan vi; Cl,lthS nhu sau:
a) Giai quySt ngay nhl1ng v~n dS c~p bach.
b) Giai quySt theo thai gian yeu cfru cua van ban.
c) Khong qua 03 ngay lam vi~c, vai nhung v~n dS thong thuang.
d) Khong qua 07 ngay lam vi~c, vai nhfrng v~n dS phuc t~p, cfrn l~y y kiSn

nh~~. .
2. Truang hqp khong b~lOdam thai gian quy dinh tren thi bao cao chi huy

xin y kiSn chi d~o va tra Iai cho ca quan, dan vi gui van ban biSt Iy do va nhfrng
vi~c cfrn lam tiSp theo.

Muc4
LAp HO SO VA DOANH MUC HO sa

° •

lliSu 23. Tnich nhi~m I~p hB so'
1. Chi huy ca qUail,dan vi co trach nhi~m chi d~o c6ng mc l~p hf>sa va giao nQp

hf>sa, till li~uvan Luu trfrhi~n h8.nhd6i vai cac ca qUail,dan vi thuQcph~ vi quan ly.
2. Chanh Van phong, Truang phong Hanh chinh (nai khong co Van phong)

ho~c nguai dugc giao trach nhi~m co nhi~m Vl,l:
a) Tham muu cho. chi huy ca quan, dan vi trong vi~c chi d~o, ki@mtra,

huang dfull~p va giao nQp hf>sa, tai li~u van Luu tru hi~n hanh cua ca quan, dan
vi tn.rc thuQc;

b) T6 chuc thl,l'chi~n vi~c l~p va giao nQp hf>sa, tai li~u VaGLUll trfr hi~n
hanh t~i ca quan, dan vi minh.

3. Chi huy cac dan vi chiu tnich nhi~m vS vi~c l~p hf>sa, quan ly va giao
nQp hf>sa VaGLuu tm hi~n hanh cua ca quan.

4. Can bQ, nhan vien lam cong tac chuyen mon phiii l~p hf>sa d6i vai cong
vi~c dugc phfin cong giai quySt.

5. Nhan vien Van thu co trach nhi~m l~p hf>sa cho t~p van ban di lUll t~i
Van thu va nhfrng cong vi~c chung duqc phan cong; cung c~p phuang ti~n: Bia
hf>sa (Mftu s6 11, Phl,l h)c I), TO-Ml,lc ll,lcvan ban (Mftu s6 12, Phl,lll,lc I), TO' KSt
thuc (Mftu s6 13, Phl,lll,lc I); huang dftn l?p hf>sa va thu hf>ihf>sa da:kSt thuc.

lliSu 24. L~p Danh m\lc hB S<Y

1. Can cu VaGchuc nang, nhi~m V\lva kS ho~ch cong tac nam cua ca quan,
dan vi, ca quan Bao m?t luu tru chu tri, ph6i hqp vai cac bQ ph~n chuyen mon
khac xay d\l'ng ban Danh m\lc hf>sa (Mftu s6 14, 14a, Ph\l ll,lc I) dS huang dful
vi~c l~p hf>sa trong toan co. quan, dan vi.

2. Danh ml,lchf>sa cua nam sau phai duqc l?p VaGthang cu6i cua nam truac.

3. Can Cll V~lObim Danh m\lc hf>sa da:dugc chi huy ca quan phe duy~t va
s6 luqng hf>sa duqc giao, can bQ, nl1an vien duqc phan cong l~p hf>sa l~y mQt s6
bia hf>sa, m\lc ll,lcvan ban dS rna hf>sa.
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Di~u 25. Yeu cAu oBi VOl h8 SO' oU'Q'cl~p
1. Phai ph~m anh dUng chuc nang, nhi~m V\l cua ca quan, dan vi, ca nhan

co h6 sa;
2. Van ban, tai li~u duQ'c thu th~p vao h6 sa phai lien quan ch~t che v&i

nhau va phan anh dung triOOtl! diSn biSn cua SlJ vi~c ho~c triOO tl! giai quySt
cong vi~c;

3. Cac van ban, tai li~u trong h6 sa co cac bfulg chUng xac thlJc (chfr leY,
con dfiu) va co thai h~n bao quan tuang d6i dSu nhau.

Di~u 26. Trinh tt}'l~p h8 sO'

1.Ma h6 sa;
2. Thu th~p van ban, tai li~u hiOOthanh trong qua trinh theo d6i, giai quySt

cong vi~c dua vao h6 sa;
3. S~p xSp van ban, rei li~u trong h6 sa;
4. Th6ng ke van ban, tai li~u trong h6 sa vao M\lc h)c van ban;
5. KSt thuc va bien m\lc h6 sa.

Di~u 27. K~t thiic h8 sO'

1. H6 sa kSt thuc khi cong vi~c dfi duQ'cgiai quySt xong. NSu hSt nam rna
h6 sa chua kSt thuc thi s6 h6 sa do duQ'cchuy~n sang nam sau.

2. Khi h6 sa kSt'thuc, cu6i nam can bQ l~p h6 sa phai ki~m tra, s~p xSp cac
van ban, tai li~u trong h6 sa va lam thu tl)CbEmgiao cho Luu tru cO'quan.

Muc5
QuAN LYVA SdDlJNG CON DAu

Di~u 28. Co' quan, oO'nvi oU'Q'Csir d1}ngcon dau
1. Cac ca quan, dan vi trong h~ th6ng t6 chuc cua BQ Qu6c phong tu d.p

tiSu doan dQc l?p, cfip trung doan va tuang duong tra len.
2. Cac doanh nghi~p thuQc BQ Qu6c phong quan ly; d6i v&i Cong ty c6

phfin thi BQ Qu6c phong phai n~m gift c6 phfin chi ph6i.
3. Cac t6 chuc doan thaOOnien, cong doan, ph\l nu trong Quan dQi.
4. Cac Toa an quan Sl!, Vi~n kiSm sat qwin Sl!, DiSu tra hi11hsl!, An niOO

diSu tra, Phong Tuy vien qu6c phong, ca quan Thi hanh an, Thanh tra, Ban CO'
ySu Chinh phu.

5. MQt s6 ca quan, dan vi duQ'ccfip co th~m quySn thanh l?p cho phep.

Di~u 29. ThAm quy~n cho phep sir d1}ngcon dau
1. BQ truOng BQ Qu6c phong quySt dinh cho phep su dl)ng con dfiu cua cac

cO'quail, dan vi cfip trung doan va tuong duang tra len.
2. T6ng Tham mUll truOng quySt dinh cho phep su d\mg can d~u cua cae

ca quan, dan vi efip ti~u doan dQc l?p va tuang duang.
3. Chu nhi~m T6ng cl)e ChiOOtri quySt dinh cho phep su dl)ng con dfru eua

cae t6 chuc doan thanh nien, eong doan, phl) nu.
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f)i~u 30. Miu con d~u

1. BQ tru&ng BQ Qu6c phong quy dinh m~u con d~u cua cac co qu~, dan vi
trong Quan dQi;trir m~u con dfiu cua cac co quan, dan vi thuQc Khoan 2, Dieu mlY.

2. M~u con dfiu cua BQ Qu6c phong, HQc vi~n Qu6c phong; cac Toa an
quan SlJ,Vi~n KiSm sat quan SlJ,co quan Thi hanh an, Thanh tra qu6c phong; cac
Phong Tuy vien qu6c phong, Ban Co ySu Chinh phu va cac doanh nghi~p thlJc
hi~n theo quy dinh cua phap 1u~t.

f)i~u 31. Hinh th~, kich thU'O'ccon d~u
1. Hinh thS con dfiu: Con dfiu cua cac co quan, dan vi 1a con dfiu hinh tron.

M~t con dfiu co 3 duemg chi tron d6ng tam, theo thu tlJ tir ngoai van trong; duemg
chi ngoai va duemg chi thu hai sat nhau; duemg chi ngoai net d~m, hai dUOngchi
trong net manh.

2. Kich thuac duemg kinh con d~u
a) Duemg kinh con dfiu
- Con dfiu cac t6ng C\lCva wang duang: 37 mm;
- Con dfiu cua cac quan khu, quan chung, quan doan, binh chung, binh doan,

hQcvi~n, truemg si quan va tuang duang: 36 mm;
- Con dfiu cfip C\lC,su doan, bQ chi huy quan SlJtinh, thanh ph6 tf1JCthuQc

Trung uang va tuang duang: 35 mm;
- Con dfiu cfip tru~g doan, ban chi huy quan SlJhuy~n, qu~n, thi xa, thanh

ph6 thuQc tinh va tuang duang: 34 mm;
- Con dfiucua cfiptiSudoan, t6 chuc doan thanh men, cong doan, ph\l nu: 32 mm;
- Con dfiu thu nho: 23 mm.
b) Khoang cach giua 2 duemg chi ngoai va duong chi trong
- Lo~i duemg kinh 35 - 37 mm: 5 mm;
- Lo~i duemg kinh 32 - 34 mm: 4 mm;
- Lo~i duemg kinh 23 mm: 3 mm.

f)i~u 32. N(li dung con d~u
1. Con dfiu cfip trung doan va tuang duang tra len i:J giua co hinh Quan

hi~u Quan dQi nhan dan Vi~t Nam; giua hai duemg chi ngoai va duemg chi trong
co nQi dung nhu sau:

a) Con dfiu cua cac co quan, dan vi trlJc thuQc BQ Qu6c phong: Phfrn tren
kh~c BQ Qu6c phong; :phfrnduai kh~c ten co quan, dan vi su d\lng con dfiu. Hai
phan dugc ngan cach bang 2 ngoi sao 5 canh.

b) Con d~u cua cac co quan, dan vi con l~i: Phfrn tren kh~c ten co: quan,
dan vi cfip tren tnJc tiSp; phfrn duai kh~c ten co quan, dan vi S11 d\lng con dfiu.
Hai phfrn dugc ngan cach b~ng 2 ngoi sao 5 canh.

2. Con dfiu c&ptiSu doan dQc l~p va tuang duang i:J giua kh~c ten dan vi su
d\lng con d~u; giua hai dUOngchi ngoai va dUOngchi trong co nQi dung nhu sau:
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a) Con d~u cua don vi thuQchai c~p quan Iy: Phftn tren kh~c ten ca quan, don
vi c~p tren; phftn dum kh~c ten ca quan, don vi quan Iy t11JCtiSp. Hai phftn dugc
ngan cach bfulg2 ngoi sao 5 canh.

b) Con d~u cua don vi thuQc 1TIQtc~p quan Iy: Phftn tren kh~c ten ca quan,
don vi c~p quan Iy; phia duai co 1 ngoi sao 5 canh.

3. Con d~u cua t6 chuc doan thanh nien, cong doan, ph\! nil a gifra kh~c ten
Ban ch~p hanh t6 chuc su d\!ng con d~u; gifra hai duemg chi ngoai va duemg chi
trong co nQidung nhu sau: .

a) Con d~u cua t6 chilc doan thanh nien: Phftn tren kh~c Doan Thanh nien
cQng san H6 Chi Minh; phftn duai kh~c ten ca quan, dan vi cftp quan Iy. Hai phftn
dugc ngan cach bfulg 2 ngoi sao 5 canh.

b) Con d~u cua t6 chuc cong doan

- T6 chilc cong doan thuQc hai c~p quan Iy: Phftn tren kh~c ten ca quan
quan Iy cftp tren; phftn duai kh~c ten ca quan, dan vi quan Iy t11JCtiSp. Hai phftn
dugc ngan cach b~ng 2 ngoi sao 5 canh.

- T6 chilc cong doan thuQc 1TIQtcftp quan Iy: Phftn tren kh~c ten ca quan
quan Iy c~p tren; phia duai co 1ngoi sao 5 canh.

c) Con dftu cua t6 chilc ph\! nfr: Ph~n tren kh~c HQi Lien hi~p ph\! nfr Vi~t
Nam; phftn duai kh~c ten ca quan, don vi quan Iy cftp tren. Hai phftn dugc ngan
cach bkg 2 ngoi sao 5 canh.

Di~u 33. Chfr kh~c tren m~t con dfiu
1. Con dftu phai kh~c dung ten ca quan, dan vi su dVng theo quySt dinh

thanh I~p.

2. Chfr kh~c tren con d~u co hinh Quan hi~u Quan dQinhan dan Vi~t Nam Ia
chfr in hoa, co chan, du d~u. Ngoi sao 5 canh ngan cach co kich thuac dSu va bkg
kich thuac cac chfra giila hai duemg chi ngoai va duemg chi trong.

3. Chfr kh~c tren con d~u khong co hinh Quan hi~u Quan dQinhan dan Vi~t
Nam Ia chfr in hoa, khong chan, du d~u. Ngoi sao 5 caM ngan cach co kich thuac
dSu va b~ng kich thuac cac chfr a gifra hai duemg chi ngoai va duemg chi trong.

4. Ten ca quan, dan vi co nhiSu chfr, dugc phep 'viSt t~t mQt s6 chfr, nhung
phai bao dam ro nghla.

Di~u 34. Thti tl}c kh~c con dfiu m6'i
1. Con d~u mang phien hi~u chinh thuc cua cac ca quan, dan vi
a) Phai co quySt dinh thanh l~p va cho phep su d\!ng con d~u cua cftp co

th~m quySn;
b) Van ban dS nghi cua Cvc Quan Ivc/BTTM.
2. Con d~u cua cac doanh nghi~p
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a) Phai co quySt dinh thanh l~p va cho phep su d\lng con d~u Clla c~p co
th&mquySn;

b) Gi~y chUng nh~n dang kY kinh doanh ho~c gi~y chUng nh~n dang kY
ho~t dQng, gi~y phep dfiu tu, gi~y phep d~t chi nhanh;

c) Van ban dS nghi CllaC\lCQuan h,rcIBTTM.
3. Con d~u cua cac t6 chuc doan thanh nien, cong doan, ph\l nu
a) Phai co quySt dinh thanh l~p va cho duqc phep su d\lng con d~u clla Chu

nhi~m T6ng C\lCChinh tri;
b) Van ban dS nghi clla Ban Thanh nien Quan dQi, Ban Cong doan quac

phong; Ban Ph\l nil Quan dQi.

I>i~u 35. Thii tuc kh~c oBi va kh~c them con dftu.
1. Con d~u bi meo, rna, mon, m~t net chil ho~c bi hong cfin kh~c d6i thi co

quan, dan vi tn,rc thUQCBQ Qu6c phong co van ban dS nghi Van phong BQ Qu6c
phong kh~c d6i. Van ban dS nghi kh~c d6i con d~u, OO~tthiSt phai co m~u con d~u
dSnghi kh~c l~i dong trvc tiSp kern theo.

2. Con d~u bi m~t thi co quan, dan vi trvc thuQc BQ Quac phong phai co van
ban bao cao r5 ly do m~t, dS nghj kh~c l~i va phai thong bao huy bo con d~u bi m~t.
Con d~u kh~c l~i phai co kYhi~u rieng dSpharr bi~t vm con d~u da bi m~t.

3. Kh~c them con dfiu uOt thu hai, con d~u thu 000, con d~u n6i phai duqc c~p
co th&m quySn thanh l~p cho phep bfuIg van ban. Co quan, dan vi trvc thuQc BQ
Qu6c phong phai co van ban dSnghi dS cfip co th&m.quySn xem xet, quySt diOO.

f)i~u 36. ThOi h~n cap phep, kh~c va kinh phi khiic con d~u

1. Trong ph~ vi 10 ngay lam vi~c, kS ill ngay co quySt djnh thanh l~p va cho
phep su d\lllg con dfiu Cllacfip co th&mquySn, C\lCQuarr h,rclBTTM phai co van ban
dSnghi Van phong BQQuac phong kh~c con d~u cho cac co quan, dan vi.

2. Thai h~ kh~c con d~u
. a) Van ban dS nghi kh~c tic 1 dSn 3 con d~u: Trong ph~m vi 03 ngay lam vi~c,

(sau ngay OO~nduqc van ban va h6 so), Van phong BQQu6c phong co trach OOi~m
khic xong va thong bao cho co quan, dan vi dSn nh~.

b) Van ban dS nghi khic tic 4 con dfiu tra len: Van phong BQQu6c phong se
can clI tirng wang hqp C\lthS dS giai quySt.

3. Kinh phi kh~c d~u:
a) KiOOphi kh~c d~u cho cac co quan, dan vi do Van phong BQQu6c phong

dambao.
b) Kinh phi khic d~u cho cac doaOOnghi~p do doanh nghi~p su d\lng con d~u

dam bao. Muc thu C\lthS theo quy dinh hi~n hanh CllaB{>Tai chinh va Be)Cong an.

f)i~u 37. Qmln Iyva sir dt}ng con dau

1. Quan ly con d~u
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a) B9 truemg B9 Qu6c. phong th6ng nh~t chi d~o vi~c quan 1)1, su d\lng cac
lO(;ti con d~u trong quan oQi.

b) Chi huy cac co quan, don vi chiu trach nhi~m tluac BQ tluang BQ Qu6c
phong va tluac phap lu?t vS vi~c quan 1;', su dVng can d~u Cllaco quan va cac don
vi t11JCthuQc.

c) CCf quan Bao m~t luu trfr cae cap co tnich nhi~m giup chi huy qUEm if va sir
d\lng cac Io~i can d~u Cllaco quan, don vi minh.

2. Quan 1yvi~ckh~cC9P d~u
a) Nghiem c~m cac co quan, don vi tv kh~c can d~u ho~c dua ra cac co sa

ngoai quan dQidS kh~c con d~u.

b) Van phong BQ Qu6c phong(Phong Baa m?t luu trfr) co trach nhi~m khac
va huang dful quan 1;', su d\lng cac lo~i can d~u quy dinh t~i DiSu 28, Quy chSnay.

c) Noi kh~c can d~u phai bElDdam an toan, bi m?t va co quy dinh ch~t che.
HSt gio lam vi~c, can d~u da kh~c xong ho~c dang kh~c phai dS van til, ket s~t khoa
l~i va niem xi.

3-Tnich nhiem qmin ly con dAu
a) T~t ca can d~u cua co quan, don vi phai dugc quan ly t?P trung t~i co quan

Baa m?t luu till va do nhful vien Van thu quan 1;'. Noi kh6ng co bien chS Van thu
thi chi huy co qUail,aan vi giao eho mt?tnguai kiem nhi~m quan ly.

b) Can d~u chi dugc su dVngt~i phong lam vi~c cua Baa m?t co qUail,don vi.
Khi kh6ng dUng, can d~u phai dS vao ttl, ket s~t khoa l~i va niem xi.

c) Truang hgp cAn thiSt phai mang can d~u ra kh6i phong lam vi~c (nhu:
Mang di da ngo~i, di d6i can d~u) phai dugc chi huy co quan, don vi cho phep.

d) Nguoi dugc giao quan ly can d~u phai thuang xuyen baa quan va kh6ng
lam biSn d~ng can d~u; ph<ithi~n kip thm can d~u bi m~t, can d~u cAnphai kh~c d6i
dS baa caoehi huy; phai chiu traeh nhi~m truac chi huy va truae phap lu?t vS vi~c
gift gin va su dVng can d~u Cllaco quan, don vi.

4. SU dVng can d~u

a) M6i co quan, don vi chi dugc su d\lllg mQt can d&umang ten ehinh thuc.
Truong hgp cAnco them can dgu cung nQi dung nhu can dgu thu nhgt thi phai co
quySt dinh cho phep Clla c~p co th~m quySn va co kY hi~u rieng dS phan bi~t vai
con dgu thu nhgt.

b) Co quan, don vi co chuc nang cgp van b~ng, chUng chi, chung minb thu
thi dugc su dVng them can d~u n6i, can d~u thu nbC>dS ph\lc vv cho eong tac
nghi~p V\lnhung phai co quySt dinh cho phep cua cgp co th~m quySn va nQi dung
con dgu phai gi6ng nbu can d~u um Cllaco quan, don vi. .

c) Co quan, don vi khi su d1,1ngcan dgu mai phai thong baa cho cac co
quan, don vi co lien quan m~u can d&umai; nghiem c&mvi~c su d1,1ngd6ng thai
02 can d&umai va can d&ucu.
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d) Cac Ban quan If dlf an, Ban chi d~o, HQi d6ng, Dmln kiSm tra sir dv.ng
con d&uthea quySt dinh thanh l?p cua c~p co th~m quy8n.

d) Nguai duQ'c giao qmln ly va sir dv.ng can d&uphai tlf tay dong d~u vao
van ban, gi&y ta cua co quan, dan vi khi da co nQi dung r5 rang, chft kY hqp l~.
Nghiem c&m vi~c dong d~u VilOgi~y to' chua co nQi dung, chua co chft kY ho~c
chft kY khong hqp l~. Khong duQ'c giao can d~u cho nguai khac khi chua duQ'c
chi huy co quan, dan vi cho phep.

e) Mlfc dS dong d~u th6ng nh~t dung mau d6 tuoi.

5. Giao, nh?n con d&u

a) Vi~c giao, nh?n con d~u phai do co quan Bao m?t lUll trll' cac c~p dam
nhi~m. Nguai nh?n con d~u phai co chUng minh thu va gi~y gi6i thi~u cua co
quan, don vi. Giao, nh?n con d~u phai co Bien ban (M~u s6 19, Phv.lv,c I). Bien
ban lam thanh hai ban, ben giao gilt mQt ban, ben nh?n gift mQt ban; giay gi6i
thi~u phai duQ'cdinh kern bien ban cua ben giao.

b) Truang hqp nguai nh?n con d~u khong phai la nhan vien Van thu, bao
m?t thi phai duQ'c c~p co th~m quy8n uy nhi~m va nm giao can d~u phai dong bi,
niem phong; khi v8 tai dan vi phai ban giao ngay cho Van thu, bilOm?t cua co
quan, don vi c~p uy quy8n.

6. V?n chuySn con d&u:Nguo'i v?n chuySn con d~u tren duang phai gift gin
c~n th?n, luon dS can d~u ben nguai, khong giao cho nguai khac gift hQ ho~c
mang v8 nha rieng va phai chiu trach nhi~m bao dam an toan con d~u.

J)i~u 38. Luu mau, thu h8i va huy con d~u

1. LUll m~u d~u: Van phong BQ Qu6c phong (Phong Baa m?t lUll tm) t6
chilc dang kY va lUll trll' vlnh viSn m~u cac lo~i con d~u aa kh~c, c~p cho cac co
quan, don vi.

2. Thu h6i, giao nQp con d&ukhong con gia tri sir dv.ng

. a) Can d~u cua co quan, dan vi co quySt dinh giai thS, chia tach, sap nh?P,
chuySn dBi nhi~m v1,1;con d~u kh~c sai quy dinh cua BQQu6c phong; con d&uco
quySt dinh thu h6i cua c~p co th~m quy8n; con d~u da kh~c dBi phai duQ'c thu h6i,
giao nQp len co quan c&p tren trvc tiSp ngay khi nh?n d~u mai va nQp len Van
phong BQ Qu6c phong ch?m nh~t la 10 ngay, kS til"ngay duQ'cphep su d\lllg con
d~u mai.

b) Cac co quan, don vi trvc thuQc BQ Qu6c phong phai giao nQp can d~u
khong con gia trt su d\lllg vS Van phong BQ Qu6c phong ch?m nh&t 10 ngay (d6i
vai noi cach Ha NQi duai 500 km) va 30 ngay (d6i vai noi cach Ha NQi til 500
km tra len), kS til ngay thu h6i.

c) Khi giao nQp con d~u phai lam bien bim. Bien ban duQ'c l?p thanh hai
ban; ben giao gift mQt ban, ben nh?n gill'mQt ban.

3. Huy con d~u khong con gia trj su d1,1ng:

16



a) Van phong BQQu6c phong (phong Bao m~t 100W) chiu trach nhi~mt6 chuc
huy cac con dAukhong can gia tIi su d\ll1gcua cac co qUail,dan vi trong tom quan.

b) Thanh ph~n t6 huy con d~u g6m: TruOng phong Bao m~t 100 trfrNPBQP,
can bQnghi~p V\lbao m~t, nhan vien T6 kh~c d~u.

c) Khi huy con d~u phai l~p Bien ban huy con d~u (M~u s6 20, Ph\ll\lc I)
co m~u d~u kem theo va co du chfr kY cua cac thanh vien. Bien ban huy con d~u
phai lUll tm vInh vi@n.

ChuO'ng III
CONG TAc LUU TRU

Ml}c 1
TO CHUC LUlJ TRU

f)i~ll 39. H~ th8ng lUll trfr

H~ th6ng t6 chuc lUll tm trong Quan dQi g6m: LUll tm co quan, lUll tm
hi~n hanh va luu tru chuyen d\lng (Ph\ll\lc II).

1. LUll tru co quan duQ'c t6 chuc a cac co quan, dan vi ho?t dQng dQc l~p
(co quan, dan vi co quySt dinh thanh l~p cua c~p co thfrm quySn; co quy diOO
chilc nang, OOi~mV\lva t6 chilc bien chS rieng; co tai khoan rieng; co con d~u va
t6 chilc bao m~t lUll tm rieng).

2. LUll tru hi~n hanh duQ'c t6 chilc a co quan, dan vi co cac dan vi trgc
thuQc ho?t dQng dQc l~p.

3. LUll tm chuyen d\lng duQ'ct6 chuc a BQQu6c phong, T6ng C\lCII, Quan
chung Hai quan, BQtu l~nh BQdQiBien phong va cac quan khu.

f)i~ll 40. Phong lUll trfr

1.Xac l~p ph6ng 1uu tm

a) Cac co quan, dan vi c~p trung doan va tuang duang tra len co quySt
dinh thaOO l~p cua c~p co thfim quySn; co quy dinh chilc nang, nhi~m V\l va t6
chilc bien chS rieng; co tai khoan rieng; co con d~u va t6 chilc bao m~t lUll tru
rieng thi kh6i tai li~u hinh thanh trong qua trinh ho?t dQng cua co quan, dan vi do
duQ'cxac I~p la mQtphong lUll tm.

b) Tai li~u cua mQt phong lUll tru phai dUQ'ebao quan t~p trung, th6ng nh~t
t?i lUll tm eua mQt eo quan, dan vi. Ten phong luu tm la ten eua eo quan, dan vi
hinh thaOOtai li~u.

2. Thanh ph~n tai li~u eua mQtphong lUlltm

a) Tai li~u do co quan, dan vi hinh thanh phong lUll tru ban hanh;

b) Tai li~u eua cae eo quan, dan vi khac gui dSn eo lien quan tnle tiSp dSn
ehile nang, nhi~m V\leua eo quan, dan vi hinh thanh phong luu tru.

f)i~ll 41. Phong lUll trfr ca nhan

1. Xae l~p ph6ng luu tru ea nhan
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Tai li~u co gia tri hinh thanh trong qua trinh ho~t dQng cua Thu truang BQ
Qu6c phong, Hinh d~o, chi huy cac cO'quan, dan vi tf\l'CthuQc BQ Qu6c phong;
cac nha khoa hQc, nha van, nha thO', nha bao, nh~c Sl tieu biSu trong Quan dQi
duQ'cxac l~p la phong lUlltru ca nhan.

2. Thanh phfin phong lUll tru ca nhan
a) H6 So', tai li~u phan anh than th8, sv nghi~p va ho~t dQng cua ca nhan;
b) Bim thao vi8t tay, ban in co but tich, cong trinh nghien cUu khoa hQc,

sang tac, thu tir trao d6i;
c) Phim, anh; bang, dIa ghi am, ghi hinh; tai li~u di~n tu;
d) Cong trinh, bai vi8t vS ca nhan;
d) An phAro, tai li~u do ca nhan SUlltfim duQ'c.

M1}.c 2
THU TH~P, QUA.NLV HO so, TAl LI¥U

Di~u 42. Ch~ oQ l~p va nQp h8 sO', tili li~u vao luu tru

1. Nguai duQ'c giao giai quySt, theo d5i cong vi~c cua co quan, don vi co
trach nhi~m l~p h6 SO'vS cong vi~c duQ'cgiao va nQp luu h6 so, tai li~u vao Luu
trfr co quan; truac khi nghi hUll, thoi vi~c ho~c chuySn cong tac khac thi phai ban
giao dfiy du h6 so, tai li~u cho ngu()'i co trach nhi~m cua co quan, dan vi.

2. Chi huy cac CO',quan, dan vi co trach nhi~m quan ly tai li~u luu trfr cua
co quan, dan vi; chi d~o, kiSm tra, huang dfin vi~c l~p h6 so va nQp h6 So', tM li~u
van Luu tru co quan.

Chi huy cac don vi trvc thuQcCO'quan, don vi co trach nhi~m t6 chilc thvc hi~n
vi~c l~p h6 so, bao quan va nQplUllh6 SO',tM li~u cua don vi van Luu tm co quan.

Di~u 43. ThOi h~n nQp luu h6 sO', tili li~u vao Luu trii' CO' quan

1. Trong thai h~n 01 nam, kS til ngay cong vi~c kSt thuc, trir tai li~u xay
d\ffig co bim; ,

2. Trong thai h~n 03 thang, kS til ngay cong trinh duQ'c quySt toan d6i vai
h6 sa, tai li~u xay dvng Co'ban.

Twang hgp dan vi, ca nhan co nhu cfiu giG l~i h6 So', tM li~u da dSn ht;m
nQp luu dS ph\lc V\l cong vi~c thi phai duQ'c lanh d~o, chi huy co quan, dan vi
d6ng y va phai l~p Danh m\lc h6 SO',tai li~u giG l~i gui cho Luu tru co quan. Thai
gian gift l~i h6 so, tai li~u cua don vi, ca nhan khong qua 02 nam, kS til ngay d8n
h~n nQp luu.

Di~u 44. Thiri h~n luu gin. 116 sO', tai li~u o' Lu'u trii' CO' quan, Llfu tru
hi~n hanh va Luu tru chuyen d1}.ng

1. Thai h~n luu giG h6 So', tai li~lla Luu tm cO'quan

a) Luu trG co quan c~p trung doan va tuang duang: 05 nam, kS til nam
cong vi~c kSt thuc;
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b) LUll tm ca quan cac ca quan, dan vi thuQc t6ng C\lC,C\lCtrvc thuQc BQ
Qu6c phong va tuang duang: 10 nam, kS tiTnam cong vi~c kSt thuc.

2. Thai h~n luu gift h5 sa tM li~u a Luu tm hi~n hanh

a) LUll till hi~n hanh cftp su doan va tuang duang: 10 nam, kS ill nam cong
vi~c kSt thuc;

b) Luu tm hi~n hanh cac ca quan, dan vi tr\l'CthuQc BQ Qu6c phong: 15
nam, kS t11nam cong vi~c kSt thuc.

3. Thai h~n luu gift h5 sa, tai li~u a Luu till chuyen d\lng: 30 nam, kS ill nam
cong vi~c kSt thuc, tm tM li~u chua duqc giai m~t va tai li~u con gia tri hi~n hanh.

Di~u 45. Giao, nh~n hB sO',tai li~u

1. Dan vi, ca nhan giao h5 sa, tM li~u co trach nhi~m hoan thi~n h5 sa ella
cong vi~c dfi kSt thuc, th6ng ke h5 sa vao M\lc l\lc h5 sa, tai li~u nQp luu (M~u s6
02, Ph\ll\lc III) va giao nQp vao Luu tm ca quan.

2. Luu till ca quan, Luu tm hi~n hanh va LUll tm chuyen dVng co tnich
nhi~m tiSp nh~n h5 sa, tai li~u va l~p bien ban giao, nh~n he, sa, tai li~u.

3. M\lc l\lc he, sa, tai li~u nQp luu va bien ban giao, nh~n h5 sa, tai li~u
duqc l~p thanh 02 ban; ben giao gift 01 ban, ben nh~n gift 01 ban.

Di~u 46. Quan Iy hB sO', tai Ii~u cua CO'quan, oO'n vi sap nh~p, chia
tach, giai th~ va chuy~n oBi hinh thrrc sO'hfru

1. Hai ho?c nhiSu ea quan, dan vi sap nh~p thanh mQt thi he, sa, tai li~u Clla
ca quan, dan vi nao l~p thanh phong 1uu tm rieng Clla ca quan, dan vi do va nQp
vao 1uu tm Cllaca quan maio Cac he, sa, tai li~u chua giai quySt xong duqc gift l~i
dS giai quySt tiSp.

2. Ca quan, dan vi tach thanh hai ho?c nhiSu ea quan, dan vi mai thi toan
bQ he, sa, tai li~u truac khi chia tach duqc l~p thanh phong luu tm rieng dS giao
nQp vao luu tm Cllaca quan c~p tren trvc tiSp. Cac he, sa, tai li~u chua giai quySt
xong co lien quan dSn ca quan, dan vi nao do ca quan, dan vi do quan ly.

3. Ca quan, dan vi giai thS thi toan bQh5 sa, tai li~u phai nQp vao 1uu trft
Cllaca quan c~p tren tr\l'c tiSp.

4. Cac doanh nghi~p chuySn d6i hinh thuc sa hfru thanh cong ty c6 ph~n thi
truac 10i chuySn d~i, toan bQ h5 sa, tai li~u phai giao nQp vao luu trft Clla ca
quan cap tren trvc tiep.

Di~u 47. Thu th~p tai Ii~n hrn trfr oi~n tir

1. Tai li~u luu trft di~n til duqc xac dinh gia tri, bao quan theo thai h~n va
th\l'Chi~n giao nQp vao 1uu tru nhu d6i vai tai li~u luu tru truySn th6ng.

2. Tai li~u luu till di~n til khi giao nQpvao 1uu tru phai duqc t6 chuc quan ly
cac ca sa dft li~u luu till theo quy dinh, tieu chu~n, phuang phap clla ca quan quan
1ynha nuac vS 1uu tm.
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3. Khi chuySn giao wi li~u luu tm di~n ill vao luu tm, h6 sa phai ti~p t\Jc
phan anh nQi dung, c~u truc va b6i canh da:duqc hinh thanh. H6 sa phai duqc b~o
v~ khoi hu hong ho~c cac hanh vi huy ho~i, thay d6i; dfr li~u khong bi thay doi,
xoa hay bi m~t. Tnrac khi ti~n hanh giao nQp tai li~u ca quan luu tm cac cfip phai
kiSm tra chfit Im;mgkY thu~t dS bao dam cac yeu cau vS tinh phap ly, tiOOxac thvc,
nguyen Vynva co thS sll' d\lng cua h6 sa.

4. Quy trinh thu th~p tai li~u luu tm di~n tll' vao luu tm

a) Thong bao cho ca quan, don vi va ca nhan vS danh m\lc h6 sa giao nQp;

b) Th6ng nh~t vS yeu cau, phuong ti~n, cfiu truc va dinh d~ng chuySn;

c) ChuySn h6 sa va tai li~u kern theo;

d) KiSm tra dS bao darn cac h6 sa da:nh?n duqc du va dung theo daOOm\lc;
d~g thuc va cfiu truc OOuda: th6ng nh~t; lien kSt chinh xac sieu dfi' li~u vai h6
so; cac cong C\ltra tim, sll' d\lng kern theo; kiSm tra virut;

d) LUll tm h6 sa tren phuong ti~n di dQng va cach ly khoang 01 thang kiSm
tra l~i virut;

, e) ChuySn h6 sa tir phuang ti~n cach ly den nai bao quan; hoan t~t h6 sa
ve vi~c chuyen tai li~u luu trfi' di~n tll' vao luu tm.

Ml}c 3
CHiNH LY HO SO, TAl LI~U

f)i~u 48. Tnlch nhi~m, nguyen t~c chinh If h8 sO', tai li~u

1. Chi huy ca quan, don vi co trach OOi~mchi d~o, t6 chilc vi~c chiOOly h6
sa, tai li~u trong ph~ vi quan ly. Nghi~p Vl) chiOOly h6 sa, tai li~u theo huang
d~n cua Van phong BQQu6c phong.

2. Nguyen t~c chinh ly h6 sa, tai li~u phai l~y don vi phong luu tru lam ca
sa, phai bao darn tiOOnguyen Vyncua phong luu trfi'.

Di~u 49. N{)i dung chinh If h8 sO', tai li~u
1.Nghien cUu, khao sat tiOOhinh tai li~u phong lUll tm can chiOOly;

r r

2. Viet torn tat lich sll' dan vi hiOOthaOOphong va lich sll'phong lUll trfr;
3. Thu th~p, b6 sung tai li~u con thiSu cua phong luu tru;
4. Ch<;mva xay dvng phuong an phan lo~i tai li~u;
5. Phan chia tai li~u theo phuong an da: chQn; kSt hqp xac diOOgia tri cho

tUng h6 sa, tai li~u;
6. Hoan chinh h6 sa va bien rn\lc h6 sa;
7. Xay dvng va hoan thi~n cong C\ltra cUu;
8. Th6ng ke cac h6 so, tai li~u hSt gia tri trinh H(>id6ng xac diOOgia tr! ta.i

li~u xem xet, bao cao c~p co th&rnquySn cho phep tieu huy theo quy dinh;
9. Sa kSt cong tac chiOOly va ban giao tai li~u vS nai bao quan.
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Do). 50 YA
). h). t"loA h" hi'leu . eu cau 0 sO', al I~U sau c III Y

1. Duqc phan lo~i theo nguyen t~c nghi~p Vl,lluu tm;
2. Duqc xac dinh thai h~ bfw qmin;
3. H6 sa duqc hoim thi~n va h~ th<3nghoa;
4. Co M\lc l\lc h6 sa (Mftu s<304, Ph\ll\lc III), M\lc l\lc van bl!m(Mftu s<305

Ph\ll\lc III), ca sa dfr li~u tra Clm;
5. L~p dugc Danh m\lc tai li~u hSt gia tri (Mftu s<3lOa, Ph\ll\lc III).

Muc4
xAc DINH GIA TRI TAl LIEU

o 0 •

Di~u 51. Nguyen t~c xac dinh gia tri titi Ii~u
1. Xac dinh gia tri tai li~u phai bao dam nguyen t~c chinh tri, lich SU, toan

di~n va t5ng hgp.
2. Xac dinh gia tri tai li~u duqc th\l'c hi~n theo phuang phap h~ th<3ng,phan

tich chuc nang, nhi~m Vl,l,thong tin va su li~u hQc.
3. Xac dinh gia tri tai li~u phai din cu vao cac tieu chufuI ca ban sau:
a) NQi dung clla tai li~u;
b) Vi tri Cllaca quan, dan vi va ca nhan hinh thanh tai li~u;
c) Y nghia clla S\l ki~n, thai gian va dia diSm hinh thanh tai li~u;
d) Muc dQtom v~n Cllaphong luu tm;
d) Hinh thuc cua tai li~u;
e) Tinh tr~ng v~t ly cua tai li~u.

Di~u 52. ThOi h~n bao quan tili Ii~u

1. Tai li~u bao quan vinh viSn la tai li~u co y nghia va gia tri khong ph\l
thuQc vao thai gian. Tai li~u bao quan vInh viSn bao g6m tai li~u phan anh chuc
nang, nhi~mVl,l chinh cua ca quan, dan vi.

2. Tai li~u bao quan co thai h~ la tai li~u khong thuQc Khoan 1, DiSu nay
va duqc xac dinh thai h~n bao quan tu 70 nam tra xu<3ng.

30 Tai li~u hSt gia trj c~n lo~i ra dS tieu huy la Uli li~u co thong tin trung l~p
ho~c dff hSt thai h~n bao quan va khong con c~n thiSt cho ho~t dQng th\l'c tiSn,
nghien elm khoa hQc, lieh suo

4. Xac dinh thai h~ bao quan eho tUng h6 sa, tai li~u phai th\l'c hi~n theo
Thong tu s<315/2012m-BQP ngay 21 thang 02 nam 2012 cua BQ twang BQ
Qu<3ephong quy dinh vS thai h~n bao quan h6 sa, tai li~u hinh thanh ph5 biSn
trong ho~t dQng eua cae ea quan, dan vi quan dQi.

Di~u 53. Hgi dAng xac dinh ghi tri tili li~u

1. HQi d6ng xac dinh gia trj tai li~u duqe t5 ehuc a e&p su doan va tuang
duang tra len. HQi d6ng xae dinh gia tri tai li~u eua ea quan, dan vi llClO do Hinh
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dC;lO,chi huy cua co quan, dan vi do quySt dinh thanh l~p va tv giai thS khi nhi~m
V\lhoan thanh.

2. Nhi~m V\!cua HQi d6ng xac dinh gia tri tai li~u
a) Nghien ciiu, tu vfu1giup lanh dC;lo,chi huy co quan, dan vi trong vi~c xac

dinh thm h(;lIlbao quan, Iva chQnill li~u giao nQpvao luu trUcua co quan cfiptren;

b) Xem xet, thong qua danh m\lc tai li~u hSt gia tri dS dS nghi cfip co thAm
quySn quySt dinh cho tieu huy theo quy dinh; .

c) Xem xet, thong qua cac tai li~u da: thay d6i dQ m~t dS dS nghi cfip co
thAm quySn quySt dinh giam m~t, giai m~t cho tai li~u.

3. Thanh phAn cua HQi d6ng xac dinh gia tri tai li~u
a) Chanh Van phong ho~c Pho Chi huy tru6ng (noi khong co Van phong)

cua co quan, dan vi lam chu tich;
b) Ph\! trach lUll tm cua co quan, dan vi lam thu kY;
c) DC;lidi~n co quan, dan vi co tai li~u, lam uy vien;
d) D~i di~n co quan Bfw v~ lam uy vien;
d) D~i di~n co quan nghi~p V\lcfip tren lam uy vien.

4. Chilc trach, nhi~m V\l cac thanh vien HQi d6ng xac dinh gia tri tai li~u

a) Chu tich diSu hanh mQi hOC;ltdQng cua HQi dang;

b) Thu kY ph6i hgp v&i co quan, dan vi co tai li~u l~p Danh m\lc h6 so, tai
li~u co gia tri dS giao nQp vao lUll tm cua co quan cfip tren; Danh m\lc h6 so, tai
li~u hSt gia tri dS dS nghi tieu huy; Danh m\lc tai li~u cAn gifun m~t, giai m~t va
xay dvng cae van ban cua HQi d6ng;

c) Cac thanh vien nghien Clru, cho y kiSn va thong qua van ban dS nghi cfip
co thftm quySn quySt dinh.

f)i~u 54. Huy titi li~u h~t gia tri
1. Chi huy cac co quan, dan vi quySt dinh cho phep huy h6 so, tai li~u hSt

gia tri sau khi duQ'cHQi dang xac dinh gia tri tai li~u xem xet va Chu tich HQi
d6ng xac dinh gia trj tai li~u dS nghi bfulg van ban.

2. Cac co quan, dan vi khong co HQi d6ng xac dinh gia tri tai li~u chi duQ'c
tieu huy cac h6 so, tai li~u trimg thira, tai li~u do co quan, dan vi khac gui dSn
khonglien quan dSn chilc nang, nhi~m V\lcua dan vi.

3. H6 so huy tai li~u hSt gia tri
a) QuySt dinh thanh l~p HQi d6ng xac dinh gia tri tai li~u;
b) Danh m\lc ffiili~u hSt gia tri; to trinh va ban thuySt minh tai li~u hSt gia tri;
c) Bien bim hQp HQi d6ng xac dinh gia tri tai li~u; bien bim hQp thftm

dinh (nSu co);
d) Van ban dS nghi thftm dinh, xin y kiSn cua co quan, don ~i;
d) Van ban thftm dinh, cho y kiSn cua co quan, dan vi co thftm quySn;
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e) QuySt dinh huy tai li~u hSt gia tri (M~u s6 10, Ph\ll\lc III);
g) Bien bEmban giao tM li~u huy;
h) Bien ban huy tai li~u hSt gia tri (M~u s6 11, Ph\ll\lc III).
4. H6 sa huy tai li~u hSt gia tri dugc luu gift, bao quan t:ilica quan, dan vi

co tM li~u tieu huy 20 nam, kS tu ngay huy tM li~u.

Muc5
THONG ICE,KIEM TRA TAl LI~U LUU TRU

Di~u 55. Th8ng ke v~ luu trrr

1. Tai li~u luu tm cua cac ca quan, dan vi phai dugc th6ng ke trong h~
th6ng s6, ca sa dft li~u th6ng ke, quan ly luu tm.

2. H~ th6ng s6 th6ng ke, quan ly tai li~u luu tru g6m:
a) Bien ban giao, nh~n h6 sa, tai li~u;
b) M\lc l\lc h6 sa, tai li~u nQp luu;
c) S6 Th6ng ke phong luu tm (M~u s6 03, Ph\ll\lc III);
d) M\lc l\lc h6 sa;
d) M\lc l\lc van ban;
e) S6 Nh~p tai li~u (M~u s6 06, Ph\ll\lc III);
g) S6 Xufit tai li~u (M~u s6 07, Ph\ll\lc III);
h) S6 Dang kYdQch6 sa, tai li~u (M~u s6 08, Ph\ll\lc III);
i) PhiSu yeu c~u dQc (sao) tai li~u (M~u s6 09, Ph\ll\lc III).

Di~u 56. Ki~m tra tai Ii~u luu trrr

Cac ca quan, dan vi phai thuOng xuyen kiSm tra, d6i chiSu h6 sa, tai li~u
dang quan ly. Hang nam, phai t6ng kiSm ke, d6i chiSu toan bQ h6 sa, tai li~u luu
tm hi~n co, nhfit la tai li~u m~t.

Ml}C 6
BAO QuliN TAl LI~U

Di~u 57. Bao quan tai Ii~u

1. Chi huy cac ca quan, dan vi co trach nhi~m b6 tri nai bao quan tai li~u; cac
thiSt bi, phuang ti~n c~n thiSt (nhu: Gia, tu d\l1lg tai li~u, C?P, hQp, bia h6 sa; cac
phuang ti~n phong, ch6ng chay, n6) va th\fc hi~n cac bi~n phap kYthu~t nghi~p V\l
dSbao v~, bao quan an toan va su d\lng co hi~u qua tai li~u luu tm.

Kho dS tai li~u phai dugc b6 tri a nai kho rao, thoang, xa nai dS v~t li~u dS
chay, n6; phai co nQi quy ra, vao, quy dinh phong, ch6ng chay, n6; cua ra, vao
phai co khoa ch~c ch~n, cua s6 phai co song s~t.

2. Nhan vien luu tm cac ca quan, dan vi phai th\fc hi~n chS dQ dinh ky v~
sinh tai li~u; phai co cac bi~n phap phong, ch6ng m6i, con trung, nfim m6c va cac
tac nhan gay hu h~i tai li~u.
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Di~u 58. Bao quan t~ti li~u Iuu trrr di~n tir

1. Tai li~u lUll tm di~n ill phai duqc bao quan bao dam tinh xac thvc, tin c~y,
tom Vyn,co kha nang truy c~p va chuy@nd6itheo thai gian amoi truemg di~n ill.

2. LUll tm cac ca quan, dan vi co quySn sir d\lngcac bi~n phap leY thu~t d6i
vai h6 sa di~n tlr, nSu th~y c~n thiSt d@lam cho h6 sa di~n ill do d8 dQc, d8 lUlltm
va d8 pharr lo~i nhung phai bao dam khong thay d6i nQi dung h6 sa di~n tir do.

3. Phuong ti~n luu t1'uh6 sa di~n tir co gia tri !au dai ho~c vinh vi8n phai
duQ'c luu tm trong moi truang luu t1'u co diSu hoa khong khi 24/24 gia va nhi~t
dQ, dQ fim duqc kiSm soat a lSoC + 2°C va RH 40% + 5% tuong lmg. Thuemg
xuyen kiSm tra m&u dS bao dam Hnh to~mvyn va khi nang truy c~p. NSu co belt
Icy biSu hi~n xu6ng celp nao, cac h6 sa phai duqc sao luu ngay lchi co thS. Thong
thuemg, thai gian sao luu Cllaphuang ti~n phai duqc thiSt l~p t1'ong khoimg thai
gian duai 10 nam.

Muc7
SU DVNG TAl LIJ~U LUU TRU

Di~u 59. Quy~n va tnich nhi~m cua CO' quan, (fO'n vi va ca nhan trong
vi~c sir dy.ng tai Ii~u

1. Cac ca quan, dan vi va ca.nhan co quySn sir d\lng tai li~u lUll tru dS ph\lc
V\l cong tac nghien cuu khoa hQc, lich sir va cac nhu c~u chinh dang khac theo
quy dinh cua phap lu~t.

2. Trach nhi~m cua Co' quan, dan vi va ca nharr khi su d\lng tai li~u
, a) Ng~ien CUlln~\lc l\lc h6 sa, m\l~ l\lc v~ ban, ca sa dfr li~u ho~c chi d&n
so 1uu trU, so tai li~u de dang kYvan phieu yeu cau dQc, sao tai li~u;

b) Phai gifr gin bi m~t tai li~u; khong sua chua, tfiy xoa, danh deluvan tai li~u;
khong lam nhau, reichtM li~u va chelphanh nQiquy quy dinh khi slr d\lng tai li~u;

c) Khi co yeu c~u sao tai li~u thi phai nQpphi cho luu tru.

3. Trach nhi~m cua luu trfr cac ca quan, dan vi

a) Trinh celp co thfim quySnphe duy~t va cung ccip tai li~u cho nguai yeu
c~u su d\lng;

b) Tuyen truySn, gi6'i thi~u, dam bao cac diSu ki~n thu~n lqi cho vi~c
nghien Clm, su dVng tai li~u lu'll t1'fr;

c) Xay d\ffig trinh ccip co thfim quySn ban hanh cac nQi quy, quy chS vS
vi~c su dvng tai li~u luu trfr.

Di~u 60. Cong b8, gio'i thi~u titi Ii~u
1. Tai li~u duqc gio'i thi~u, cong b6 phai ph\lc V\l duang 16i, chu truong,

chinh sach cua Dang, phap lu~t cua Nha nuac.

2. Chi huy cae eO' quan, dun vi va ca. nhan phai chiu t1'ach nhi~m truac
phap lu~t vS nhfing tai li~u do minh cong b6. .
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3. Vi~c cong b6 tai li~u co lien qUaIl dSn bi m~t nha nu6'c, bi m~t quan S\I th\Ic
hi~n theo quy dinh vS cong mc bao v~ bi m~t ffii li~u clla Dang, Nha nu6'c va Quan dQi.

4. Khi gi6'i thi~u ho?c trfch l\lc tai li~u lUll tru phai ghi ro xu~t xu, noi bao
quan, bao dam quySn tac gia va cac quySn lqi khac theo quy dinh clla phap lu~t.

Di~u 61. Sir dl}ng tai li~u luu trfr di~n tir

1. Th~m quySn cho phep dQc, sao, chUng th\Ic lUll tm d6i v6'i tai li~u lUll
tm di~n tu duqc th\Ic hi~n nhu d6i v6'i tai li~u lUll tru truySn th6ng.

2. Tai li~u lUll tn1' di~n tu thuQc danh m\lc h~n chS su d\lng khong ph\lc V\l
su d\lng tren m~ng di~n rQng.

3. Phuang ti~n, thiSt bi lUll tru tai li~u di~n tu thuQc danh m\lc h~n chS su
d\lng, khong duQ'c kSt n6i v6'i m~ng di~n rQng.

4. Phftn mSm ph\lc V\l cong tac quan ly va khai thac su d\lng tai li~u lUll tru
di~n tu th\Ic hi~n theo hu6'ng d~n Clla C\lC Van thu va LUll tm Nha nu6'c.

Di~u 62. Thu tl}c d~ nghi sir dl}ng tili li~u lUll trrr

1. Nguai dSn nghien cUu, su d\lng tai li~u t~i lUll tm cac co quan, dan vi
phai co chUng minh thu va gi~y gi6'i thi~u ho?c cong van clla co quan, chinh
quySn dia phuang noi cu tru.

2. Gi~y gi6'i thi~u ho?c cong van do chi huyc~p trung doan va tuartg
duang tra len kY (nSu la quan nhan, cong nhan vien chuc qu6c phong); do Hinh
d~o c~p V\l (vi~n) ho?c xa (phuang) va tuang duang tra len ky (nSu Ia nguai
ngoai quan dQi).

3. Gi~y gi6'i thi~u ho?c cong van phai ghi ro: HQ ten, c~p b~c (nSu co),
chuc V\l, dan vi (dia phuang) Clla nguai duQ'c gi6'i thi~u va m\lc dfch, yeu cftu su
d\lllg tai li~u lUll tru.

ChU'O'ng IV
CONGTAc BADM~T TAl LI:(tU

Ml}C 1
xAc DJNH DO M~T, GrAM M~T, GIA.IM~T TAl LI:eU

Di~u 63. DQ m~t eua van ban, tai li~u

Van ban, tM li~u co muc dQ m~t til "M~t" tra len duqc gQi la tai li~u m~t.
DQ m~t Clla van ban, tai li~u duQ'c chia thaOO 3 muc, theo thu t\I til cao xu6ng
th~p gam: Tuy~t m~t, T6i m~t, M~t.

Di~ll 64. Xae dinh dQ m~t

1. Tnich nhi~m xac dinh dQm~t cho van ban, tai li~u

a) Nguai so~n thao van ban co trach nhi~m dS xu~t dQ m~t, dQ kh~n, ph~m
vi ph6 biSn v6'i nguai ky van ban; nSu van ban la M~t ghi chfi' "M", T6i m~t la
"TM", Tuy~t m~t la "TuM" vao cu6i phftn "noi nh~n" clla van ban;
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b) Nguai ky van ban co trach nhi~m xem xet, quySt dinh de>m~t, de>khan,
ph~m vi ban hanh cua van ban, tai li~u;

c) Bao m~t lUll tm cac co qUail, dan vi co trach nhi~m ra so8.1,kiSm tra
giup nguai kY van ban dong d~u muc de>m~t, dl) kh~n va ph~m vi ph6 biSn twac
khi ph8.1hanh. Truang hqp van ban da: co chfr kY cua nguai co th~m quySn ma
chua xac dinh dung de>m~t thi co quan Bao m~t lUll tm phai bao cao nguai kY dS
xem xet; quySt dinh.

2. Can cu xac dinh de>m~t cho van ban, tai li~u

a) Can cu vao ne>idung, tinh c~p thiSt cua tai li~u va d6i chiSu vai danh
m\lc bi m~t dS d\l kiSn dl) m~t cua tai li~u;

b) Muc dl) tac h~i nSu ta1li~u bi ll);

c) Ph~m vi va muc de>ph6 biSn cua tai li~u.

Di€u 65. GHimm~t, giai m~t cho van ban, tai li~u
1. Chi huy cac co qUail,dan vi co th~m quySn quySt diM giam m~t, giai m~t

cho tai li~u do co quan, dan vi ban hanh.

2. Chi huy c~p SIT doan va tuang duang tra len co th~m quySn quySt dinh
giam m~t, giai m~t cho tM li~u lUll tm do co quan, dan vi quan ly theo d@nght
cua Hl)i d6ng xac dinh gia tri tai li~u lUlltm.

Muc2
L~DANHMvCBf~T

Di€u 66. Th~m quy€n quy~t ojnh danh m\lc bi m~t nha nlfO'ctrong
ph~m vi quBc phong

1. Danh m\lc bi m~t de>"Tuy~t m~t", "T6i m~t" thue>cph~m vi qu6c phong
th\lc hi~n theo quySt dinh cua Thu tu6'ng Chinh phu.

2. Be>truang Be>Qu6c phong quySt dinh Danh m\lc bi m~t thul)c dl) "M~t"
cua Bl) Qu6c phong va Danh m\lc bi m~t cua cac co quan, dan vi tf\lC thul)c Bl).

3. Thu twang cac co quan, dan vi tf\lC thul)c Bl) quySt dinh Danh m\lc bi
m~t cua co quan, dan vi tf\lC thul)c.

Di€u 67. L~p, thay oBi danh m\lc bi m~t

1. L~p, thay d6i danh m\lc bi m~t nha nuac
a) Chi huy co qUail, dan vi can cu vao quy dinh vS c6ng tac Bao v~ bi m~t,

chu~ nang, ~~m V}lcua co qUail, dan vi, l~p Danh m\lc bi m~t trinh c~p co thfun
quyen xem xet, quyet dinh.

b) Hang nam, chi huy ~ac co quan, dan vi ra soat l~i Danh m\lc bi m~t, dS
nghi c~p co th~m quySn sua d6i, b6 sung cho phu hQ'Pvai chuc nang, nhi~m Vlf.

2. Trinh tt;rl~p, thay d6i danh m\lc bi m~t .
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a) Van phong, Phong Hanh chinh (noi khong co Van phong) ph6i hQ'Pv6i
co quan Bao v~ cung cftp d\I thao danh m\lc bi m~t;

b) Xin y kiSn Cllacac dan vi co lien quan va hoan thi~n d\I thao;

c) Chi huy co quan, dan vi trinh c~p co th~m quySn xem xet, quySt dinh.

Muc3.
QUANLYTAIL~U~T

I>i~u 68.l>ang ky, nh~n, gill, mU'C}'ntili Ii~u m~t

1. Dang kY, quan ly tai li~u m~t

a) Tai li~u T6i m~t, Tuy~t m~t phai duqc nhan vien Van thu bao m~t co
quan, dan vi dang kYvan s6 va quan ly theo chS d<)rieng;

b) Nhiing bi tai li~u co d~u chfr "A" ho~c ghi ro hQ, ten nguai nh?n thi chi
dang kY 86, ngay tai li~u dSn va cac ySu t6 khac ghi ngoai bi rBi chuySn cho
nguai co ten ho~c nguai duqc chi dinh ma;

c) Nguai nh?n tai li~u m?t phai kY nh?n van s6 clla co quan Bao m~t luu
tm va dang ky vao s6 quan ly tai li~u m?t clla can be>.

2. Gui tai li~u m~t

a) Gui tai li~u T6i m?t, Tuy~t m~t phai gui kem theo PhiSu gui; Bao m~t co
quan, dan vi nh~n van ban phai kYvan PhiSu gui va tra l~i ngay cho co quan gui.

b) Bi gui tai li~u "T6i m~t", "Tuy~t m~t" lam 2 lap bi. Bi trong dong d~u
"T6i m~t" hay "Tuy~t m?t". Bi ngoai, dong d~u kY hi~u chfr "B" nSu la tai li~u
"T6i m~t", chfr "A" nSu la tai li~u "Tuy~t m~t".

3. MUQ11tai li~u m~t

a) Can b<)trong co quan, dan vi duqc mUQ11tai li~u m~t dang bao quan a
Bao m~t co quan, dan vi dS nghien Clm, su dVng thea chuyen nganh; khi mUQ11
tai li~u "T6im~t", "Tuy~t m~t" phai duqc S\l'd6ng y Clla chi huy co quan, dan vi
dang quan ly tai li~u m?t do;

b) Can be> co quan, dan vi khac dSn mUQ11tai li~u m?t phai co gi~y gi6i thi~u
va phai duqc S\Id6ng y Cllacm huy co quan, dan vi dang quan ly i8.ili~u m?t do;

c) Khi cho mUQ11tai li~u m~t phiii dang kY van S6 Dang ky cho mUQ11tai
li~u m?t (M~u s6 04, Ph\ll\lc IV) va lam PhiSu thay thS (M~u s6 05, Ph\ll\lc IV)
van dung vi tri Clla tai li~u; nguai muqn phai kY nh?n van s6 mUQ11tM li~u; phai
tra dUng h~ va khong cho nguai khac mUQ11l~i;

d) Tai li~u "Tuy~t m?t" chi cho muqn nghien cUu t~i ch6,khong duQ'cdua
ra kh6i Bao m~t co quan, dan vi.

d) Vi~c cho muqn tai li~u ill?t gifra can be> trong cung co quan, th\l'c hi~n .
theo nguyen t~c chi cho nguai co lien quan dSn cong vi~c cAn giai quySt va phai
kYnh?n van s6 quan ly tai li~u ill?t Cllanguai giao.
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f)i~u 69. V~n chuy~n tili li~u m~t

1. Van ban, tai li~u m~t chuySn trong nQi bQ ca quan, dan vi phai do nhan
vien Van thu bao m~t chuySn va nguai nh~n phai kYvao s6 dang kY van ban.

2. Van ban, tM li~u m~t chuySn ra ngoai ca quan, dan vi thi nhan vien Van
thu bao m~t phai cho vao bi, dan kin va dang kY vao s6 chuySn dS lien l?-cho~c
nhan vien quan buu chuySn di. Khi chuySn dSn nai nh~n, ngu(Ji nh~n phai kY va
ghi ro hQ, ten vao s6 chuySn.

3. Mang tai li~u m~t di cong tac

a) Can bQ di cong mc chi dugc mang theo nhUng tai li~u "M~t" va "T6i m~t"
co lien quan dSn nhi~m V1). dugc giao. Tai li~u "Tuy~t m~t" khong dugc mang theo
rna chi dugc tnch ghi nhUng diSm th~t c~n thiSt phlfCV1). cho cong vi~c;

b) Tai li~u m~t mang di cong tac trong nuac phai bao cao chi huy ca quan,
dan vi cho phep;

c) Tren duang di va dSn nai cong tac, tai li~u luon mang theo ben ngum,
khong giao cho ngum khong co trach nhi~m gift hQ; qua trinh su dlfng tai li~u phai
dam bao bi m~t, an toan, khong tiSt lQbi m~t cho nguai khong co lien quan biSt.

d) Tai li~u mang di cong tac nuac ngoai phai dugc ca quan Bao v~ va Van
phong BQ Qu6c phong th~m dinh, bao cao Thu twang BQxem xet, quySt dinh.

f)i~u 70. Quan If tili li~u m~t

1. Nghiem c~m mQi hanh vi thu th~p, lam lQ, lam m~t, chiSm do?-t, mua
ban, tieu huy trai phep tai li~u m~t va l?-mdlfng bao v~ bi m~t dS che gi~u hanh vi
vi ph?-m phap lu~t, xam ph?-m quySn, 19i ich hgp phap cua ca quan, dan vi va ca
nhan ho~c lam can tra vi~c thvc hi~n nhi~m V1). cua ca quan, dan vi.

2. Can bQ, nhan vien quan If tai li~u m~t dugc trang bi tu dS bao quan va
dugc c~p S6 Dang kYtM li~u m~t dS dang kY, quan If;

3. Khi nh~n tai li~u m~t, can bQphai dang kY vao S6 Dang kY tai li~u m~t; ,
khi chuySn cho nguai khac hay tra Bao m~t phai yeu cftu kYxac nh~n vao s6;

4. Tai li~u m~t chi dS a ca quan, dan vi, khong dugc mang vS nha rieng.
Truang hgp c~n giai quySt g~p, co thS mang tai li~u "T6i m~t", "M~t" va phai
bao cao chi huy ca quan, dan vi cho phep; d6ng thai, phai co trach nhi~m quan If
ch~t che, bao dam an toano

5. Tai li~u "T6i m~t", "Tuy~t m~t" phai dS trong tu (ket) s~t co khoa, niem
phong va dugc quan If theo chS dQrieng.

6. Can bQ quan If tai li~u m~t co lien quan dSn cong vi~c cua nhiSu nguai,
nSu rai kh6i dan vi tren mQt tu~n phai cho vao c~p, niem xi va gui vao Bao m~t
cua ca quan, dan vi; khi vS thi lam thu i\lc nh~n l?-i.

f)i~u 71. Thu h8i tili li~u m~t

1.Tai li~um~tkhi giai quyStxong phai tra l?-iVan tim, bao m~tCllaca quan, don vi;
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2. T;H li~u m~t, s6 ghi chep t~i cac hQi nghi co dong dfiu thu h6i phai duQ'c
thu h6i d~y duoTruOng hqp nguai d\f hQi nghi co nhu c~u su d\lng phai xin phep
ban t6 chuc va phai lam thu 1\lc kY nh~; d6ng thai phai thong bao cho cO'quan
Bao m~t luu tm cua nguai nh~ tM li~u dS dang kY, quan ly.

3. Khi can bQ,nhful vien chuySn cong mc khac, nghi huu phai tra l~i d~y du ffii
li~u dffnh~ cua Bao m~t cO'quan, dan vi va nhfmg tai li~umuqn cua ngum khac.

Di~u 72. Cae Io~i titi Ii~u nghi~p vI}phiii dang ky
1. S6 cong mc, dimg dS ghi tinh hinh t6 chuc, ho~t dQngcua cO'quan, dan vi;
2. S6 dUng dS d\f thao van ban, tai li~u cua cO'quan, dan vi;
3. S6 ghi cac hQi nghi, t~p hufin;
4. S6 hQc t~p cua hQc vien co ghi chep nQi dung bi m~t;
5. S6 so~ giao an co nQi dung bi m~t cua giao vien;
6. S6 ghi trvc ban cua cac cO'quan, dan vi;
7. Cac 10~isa d6, ban d6 chua tac nghi~p va dff tac nghi~p;
8. S6, mdu biSu nghi~p V\l cua cac nganh;
9. Cac bang ghi am, ghi hinh, rna tiI, rna CDROM, USB, the nha;
10. Cac v~t mang tin khac.

Di~u 73. Dang ky va thanh toan tai Ii~u nghi~p VI}

1. Phuang,phap dang kY

a) Cac lo~i tai li~u nghi~p V\l truac khi cfi~ phat, g~i cho can bQ, nhan vie_n
cO'quan phai lam thu 1\lc dang kY va ky nh~n day du (ke ca nguai chi huy); moi
l~n dang kY, nhan vien Bao m~t van S6 Dang kY, cho muqn tai li~u m~t, dong
dfiu bao m~t, danh s6 trang (nSu la gifiy) va s6 thu t\f.

b) Cac lo~i s6 so~n giao an, s6 hQc t~p, sa d6, ban d6, ... co chua thong tin
m~t cua giao vien duQ'CcO'quan Bao m~t van s6 theo doi, ghi s6 dang kY tM li~u,
dong dAubao m~t, ghi s6 trang va kYnh~ dAyduo

. c) Cac lo~i giao trinh, bai giang, s6 ghi chep nQi dung hQc t~p, SO' d6, ban
d6 ..., co chua thong tin m~t cua hQc vien d8u duqc cO'quan bao m~t dang kY,
dong dfiu bao m~t, ghi s6 to', cfip phat t~p trung cho cac khoa, h~ (tiSu doan) quan
ly hQc vien; khong cfip Ie cho tUng hQc vien.

2. Thanh toan

a) Nhih1g tai li~u m~t cua can bQ, nhan vien cO'quan dff duqc dang kY t~i
Bao m~t, khi su d\lng xong d8u phai tra l?i d~y du (cfip m6i, thu cli), ~Su co nhu
cAu su d\lng thi dang kYmuqn l~i; khi can bQ, nhan vien thuyen chuySn khoi cO'
quan, dan vi phai thanh toan tra l~i cO'quan Bao m~t hm tru dAyduo

TruOng hqp tai li~u m~t phai giri cho nai khac hay dff bi hong c~n huy, .
nhan vien bao m~t phai kY chUng kiSn thanh toan VaGs6 (PhiSu) dang kYo
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b) 86 sO?ilgiao an, giao trinh, sa d6, ban d6 cua giao vien hQcvi~n, nha ~ang
co chua thong tin m~t khi dUngxong phai tra le;tiBao m~t lUll tm; khi co nhu cau su
d\illg thi dang kYmUQTI.le;ti.

c) HQc vien cac hQc vi~n, nha twang khi h@tkhoa hQc, can bQ ph\l trach
hQc vien phai d6i chi@u,thu h6i dfiy du s6 hQc t~p, sa d6, ban d6 co chua thong
tin m~t d@ban giao dfiy du cho Bao m~t lUlltm hQc vi~n, nha truang.

Truang hgp hQcvien cfin tai li~u d@nghien cUu, su d\lng a dan vi till ca nhan
co nhu cfiuphai dang kYva Bao m~t lUlltm hQcvi~n, nha twang lam thu Wc chuy@n
giao b~ng duang quan bUll v@dan vi; ca quan Bao m~t dan vi nh~n lam thu tvc
dang kY, chuy@ngiao cho nguoi su d\lng.

Di~u 74. Hiiy tai li~u m~t

1. Loe;titM li~u m~t thuQc di~n huy
a) Chi duqc huy cac loe;titai li~u dfi h@tmQi gia tri su d\lng, tai li~u trimg

thira, cac ban in hong;
b) 86 sach ghi chep m~t dfi dung h@trna khOng cfin theo d6i them; tai li~u

thu v@trimg thira;
c) 86 sach dang kYnghi~p V\lcua cac nganh sau 20 nam.

2. Phuang thuc huy

a) Tai li~u "M~t" b~ng gi~y duqc phep ban cho ca sa san xu~t gi~y, nhung
phai nghi@nho~c xen nho d@nmuc khong thS ph\lc h6i le;tiduqc;

b) Tai li~u "T6i m~t", "Tuy~t m~t" b~ng gi~y phai d6t te;tich6 ho~c nghi@n,
xen nho te;tich6 b~ng thi@tbi phil hgp (n@uco di@uki~n) d@nmuc khong thS ph\lc
h6i le;tiduqc truac khi ban cho ca sa san xu~t gi~y;

c) Cac tai li~u mang tin khac phai xoa bo h@tthong tin ho~c lam bi@nde;tng
d@nmuc khong thS ph\lc h6i le;tiduqc nfta.

3. Thu tvc huy tai li~u

a) Ca quan Bao m~t lUll tm tITc~p trung doan va tuang duang tra len mai
duqc huy tai li~u, sau khi dfi duqc c~p co th~m quy@nquy@tdinh; d6i vai tai li~u
lUll tm, phai thong qua HQi d6ng xac dinh gia tri tai li~u;

b) Khi huy tai li~u phai l~p bien ban, co th6ng ke dfiy du d6i vai tai li~u
"T6i m~t", "Tuy~t m~t" trinh c~p co th~m quy@nphe duy~t. NQi dung bien ban
noi r6 phuang thuc huy va nguai th1Jchi~n, co chft kY xac nh~n cua cac thanh
vien. Bien ban huy tai li~u lUlla ca quan Bao m~t 20 nam, k@tir ngay huy;

c) Khi huy tai li~u phai do mQt t6 g6m it nh~t hai nguai tra len th1Jchi~n,
trong do co nhan vien Bao m~t;

d) Truang hgp d~c bi~t, phai huy tai li~u ngay dS gift bi m~t thi nguai n~m
gift bi m~t duqc quy@ntv huy, nhung sau do phai bao cao b~ng van ban vai nguai
chi huy va chiu trach nhi~m twac phap lu~t v@vi~c dfi huy tai li~u do.
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Di~u 75. PhB bi~n, sir dl}ng tai Ii~u m~t

1. Yeu c~u vi~c ph6 biSn, S11d\lllg tM li~u m~t

a) Chi nhfrng ca quan, ca nhan trgc tiSp giai quySt ho~c co lien quan thi mai
duqc biSt thong tin bi m~t thuQc ph~m vi cong vi~c. Nghiem cam vi~c ph6 biSn
thong tin m~t thuQcph~m vi bi m~t nha nuac cho nguai khong co trach nhi~m;

b) Chi duqc ph6 biSn, tiSp c~n tai li~u m~t khi duQ'c chi huy ca quan, dan
vi lam ra ho~c tn,rc tiSp quan 1;' tM li~u m~t do cho phep;

c) Nguai duQ'cgiao tim hiSu tM 1i~um~t phai co giay gi6i thi~u Cllaca quan
kern theo cht'mgminh thu; giay giai thi~u ghi r5 nQi dung, yeu c~u c~n tim hiSu.

2. Trach nhi~m clla nguai ph6 biSn, su dVng thong tin m~t

a) Nguai duQ'c giao nhi~m vv ph6 biSn tai 1i~u m~t, phai th\l'c hi~n dung
nQi dung, dung thanh ph~n tri~u t~p, t6 chuc ph6 biSn a nai dam bao an toan;
ch6ng duQ'cvi~c nghe len, ghi am trQm;

b) Nguai duQ'cph6 biSn thong tin m~t phai chap hanh nghiem cac quy dinh
vS quan 1;', giu gin thong tin m~t;

c) Vi~c nghien cUu, su dvng va cong b6 nhfrng tin m~t trong tai li~u luu tru
phai dam bao nguyen t~c, chS dQ vS bao m~t va th\l'Chi~n theo quy dinh vS S11
dVng va cong b6 tM li~u 1uu tru;

d) Cac lo~i bang biSu, sa d6, ban d6 co lien quan dSn bi m~t nha nuac, bi
m~t quan S\l'chi duqc treo a nai quy dinh.

Mue4
BAo M4T DU Lq:UTRONG TIIiET BJCONG NG~ THONG TIN

Di~u 76. Cae lo~i dfr Ii~u, thi~t bi eong ngh~ thong tin efin biio m~t

1. Cac du 1i~um~t va cac thiSt bi luu tm thong tin m~t dQc l~p (ilia tu, ilia
ct'mg, ilia quang, USB, the nha, may tinh, m~ng may tinh);

2. ThiSt bi 1uu giu va khi th\l'c hi~n truySn thong tin di xa (may tinh n6i
m~ng d~u, cu6i, dUOngtruySn m~ng nQi bQ, thiSt bi va ph~n mSm quan 1;', luu tru
thong tin).

Di~u 77. Traeh nhi~m biio m~t dfr Ii~u trong thi~t bi eong ngh~ thong tin

1. Trach nhi~m bao m~t dfr li~u trong thiSt bi cong ngh~ thong tin

a) Chi huy ca quan, dan vi co trach nhi~m xac dinh muc dQbao m~t va xay
d\l'llg quy dinh 811dVng thiSt bi dung chung, rieng Cllaca quan, dan vi minh;

b) Ca quan chuc nang CllaBQ (nhu: Cvc Bao v~, Cvc Ca YSu,Van phong
BQ Qu6c phong, Cvc Cong ngh~ thong tin) nghien cUu ph~n mSm, cung cap cac
giai phap bao m~t dfr li~u thiSt bi cong ngh~ thong tin dung chung, rieng.

c) Can bQ, nhan vien ca quan, dan vi chap hanh t6t m9i quy dinh Clla dan
vi va Quan dQi vS cong tac bao m~t dfr li~u thiSt bi cong ngh~ thong tin do minh
quan 1;'.
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2. Giai phap tang cUOngbao m?t dft li~u trong thiSt bi cong ngh~ thong tin

a) Tang cUOngcong tac giao d\lc y thuc trach nhi~m va b6i duang trinh d<)
chuyen mon nghi~p Y\l vS quan ly, su d\lng cong tac bao m?t dft li~u thiSt bi cong
ngh~ thong tin;

b) Nguai su d\lng thiSt bi va V?tmang thong tin m?t tuan thu m9i quy dinh
trong cong tac bao v~ bi m?t nha nuac;

c) Chu tr9ng vi~c l~p d~t thiSt bi va ph~n mSm ch6ng truy C?P trai phep
ho~c danh c~p thong tin m?t dS bao dam an ninh m~mg; nghien CUucai d~t ph~n
mSm, cong C\lrna hoa cua Nganh CO'ySu Quan d<)i.

d) Thong tin "T6i m?t", "Tuy~t m~.t" khong duqc lUll trft tren thiSt bi
cong ngh~ thong tin dung chung.

I>i~u 78. Qmin If vi~c sir dl}ng cac thi~t bi cong ngh~ thong tin co chua
thong tin m~t

1. Chi huy cac cO'quan, dan vi chi dinh nguai quan ly, su d\lng;

2. Vi~c di chuySn vi trf, thay d6i m\lc dfch su d\lllg thiSt bi cong ngh~
thong tin phai duqc c~p co thftm quySn quySt dinh cho phep va co SlJgiam sat
ch~t che cua cO'quan chu quan;

3. Cac thiSt bi cong ngh~ thong tin co chua thong tin m?t bi hong phai duqc
sua chfta t~i cO'quan, dan vi Quan d<)ico du nang IlJc, trach nhi~m va dung thftm
quySn cho phep. TruOng hqp phai sua chua a ngoai Quan d<)iphai co SlJgiam sat
ch~t che cua cO'quan chu quan.

4. TruySn thong tin m?t di xa b~ng thiSt bi cong ngh~ thong tin phai su
d\lng ph~n mSm rna hoa do Nganh CO'ySu Quan d<)icung c~p;

5. Cac thiSt bi cong ngh~ thong tin khi mua s~m phili duqc kiSm tra an ninh
truac khi dua van su d\lllg;

6. Khong kSt n6i thiSt bi co chua thong tin m?t (may tinh ca nhan, m~ng
ni?i bi?,USB, the nha,...) vai cac thiSt bi co n6i m~ng Internet.

7. Can b<),nhan vien co nhu c~u mang thiSt bi chua thong tin m?t di hlm vi~c
a nm khac phai duqc chi huy cho phep va dang k:Y vai Bao m?t cua cO'quan, dan vi.

Ml}c 5
BAo M~T THONG TIN TRONG

QUAN Hlj;VOl DOl TAe Nude NGOA.I

I>i~u 79. Qmln If tai li~u, m~u v~t mang oi cong tac ho~c chuy~n giao
cho oBi tac nU'O'cngoai

1. Thftm quySn quySt dinh cho phep
a) Tai li~u "Tuy~t m?t" Bi? tfUang Bi? Qu6c phong trinh Thu tu6ng Chinh

phu quySt dinh;
b) Tai li~u khac do Bi? tfUang Bi?Qu6c phong quySt dinh.
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2. Quy trinh bao cao mang tai li~u di cong tac ho~c chuy@ngiao (tai li~u,
m~u v~t) cho d6i tac nuac ngoai

a) CO'quan, dan vi tn;rc thuQcBQco van ban dS nghi kern theo tai li~u (m~u
v~t) bao cao BQ truang BQQu6c phong va Cvc Bao v~/TCCT d@th~m dinh, Van
phong BQQu6c phong trinh BQtruang quySt dinh.

b) Nguai duQ'c giao mang tai li~u m~t di cong tac ho~c chuy@ngiao (tii
li~u, m~u v~t) cho d6i tac nuac ngoai phai lam Ban Cam kSt bao v~ bi m~t nha
nuac (M~u s6 01, Phvlvc IV) co xac nh~n cua Thu truang dan vi va gui kern van
ban dS nghi.

3. Thu tvc mang (chuySn giao) tai li~u v~t m~u

a) Truac khi rnang tai li~u di cong tac hay chuySn giao cho d6i tac nuac
ngoai, nguai duQ'cgiao nhi~m V\l mang (chuySn giao) phai dang kYvai Bao m~t
cO'quan va khi vS phai lam thu tvc thanh toan dS quan ly. Trong thai gian cong
tac a nuac ngoai, phai quan ly ch~t che s6 tai li~u, m~u v~t mang theo.

b) Truang hqp chuySn giao tai li~u, m~u v~t cho d6i tac nuac ngoai phai co
bien ban giao nh~n va van ban yeu c~u d6i tac cam kSt bao m~t thong tin, khong
duQ'c tiSt lQ cho ben khong co lien quan. Khi chuySn giao xong, hoan t~t h6 So',
nQp vaGBao m~t cO'quan dS dang kY,quan ly.

f)i~u 80. HB SO' mang tai li~u, mau v~t di eong tae hay ehuy~n giao eho
dBi tae nuO'engoai

1. Van ban dS nghi th~m dinh, xin phep rnang tai li~u, rn~u v~t di cong tac
hay chuySn giao cho d6i tac nuac ngoai, co kern Phv lvc Th6ng ke tai li~u, m~u
v~t (M~u s6 2a, 02b, Phvlvc IV);

2. B~mcam kSt bao v~ bi m~t nha nuac cua nguai duQ'cgiao nhi~rn vv thlJc
hi~n vi~c chuySn giao ho~c mang tai li~u di nuac ngoai cong tac;

3. Cac van ban kern theo (ban sao) co lien quan dSn chuySn di cong tac
(quySt dinh cho phep doan di, chuang trinh, kS ho~ch ho~t dQng);

4. Van ban th~m dinh cua Cvc Bao v~/TCCT; .

5. Van ban cua cO'quan chilc nang trinh Thu truang BQQu6c phong;

6. QuySt dinh cho phep mang tai li~u, m~u v~t cua c~p co th~m quySn.

f)i~u 81. Ti~p nh~n hB SO' tai li~u, trang thi~t hi, mau v~t eua dBi tac
nuO'c ngoai cung c~p, chuy~n giao, cho t~ng

1. T~t ca h6 So' tai li~u, trang thiSt bi, m~u v~t cua d6i tac nuac ngoai truac
khi chuySn giao cho Co' quan, dan vi phai bao cao BQtruang BQQuac phong xem
xet, quySt dinh;

2. Truac khi dua vaa su dVng, h6 sa tai li~u, trang thiSt bi, m~u v~t phai
duQ'c Co' quan bao v~ th~m dinh nQi dung, kiSm tra an ninh va co y kiSn tra lai
b~ng van ban;
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3. Bao rn?t ca quan, dan vi t6 chilc dang kY theo quy dinh. TruOng hqp nQi
dung h6 sa tai li~u khong th@hi~n bftng tiSng Vi~t thi l?p s6 kY hi~u rieng d@
dang kY, qufm 1;'.

ChuO'ng V
QUANLyc6NGTAcvANTH~
LUUTRUvABAo MAT TAl LIEU. .

f)i~u 82. NQi dung quan If eong hie Van thu, Iuu trfr va bao m~t tai li~u

1. Xay d1,ITlg,ban hanh va chi d~o, huang dfin th\Ic hi~n cac chS dQ, quy
dinh vS cong tac Van thu, luu tm va bao m?t tai li~u;

2. Quan 1;' th6ng nhfit nghi~p V\l Nganh;

3. Thanh tra, ki@mtra, giai quySt khiSu n~i, t6 cao vi~c thgc hi~n cac chS
dQ,quy dinh d6i vOi cac ca quan, dan vi thuQc quySn;

4. Nghien cUu khoa hQc, img dt,lllgkhoa hQc cong ngh~ van cong tac Van
thu, luu tm va bao m?t tai li~u;

5. Dao t~o, b6i du5ng can bQ,nhan vien cua Nganh;

6. T6 chilc sa kSt, t6ng kSt; nghien cUu, dS xuit thgc hi~n cong tac thi dua
khen thuang;

7. Hqp tac qu6c tS trong 11nhvgc cong tac Van thu, luu tm va bao m?t.

f)i~u 83. Traeh nhi~m quan If eong me Van thu, IU'Utru'va bao m~t titi li~u

1. Van phong BQQu6c phong co trach nhi~m giup BQtruOng BQQuac phong
thgc hi~n quan 1;' cong tac Van thu, luu tm va bao m?t ffii li~u trong Quan dQi.

2. Chi huy ca quan, dan vi cac cfip co trach nhi~m chi d~o, t6 chilc th\Ic hi~n
cong mc Van thu, lUlltrfr va bao rn?t ffiili~u; d6ng thm, wg dvng khoa hQccong ngh~
van cong mc Van fuu, lUlltrfr va bao m?t ffiili~u trong ph~ vi ca quan, dan vi minh.

3. Chanh Van phong, TruOng phong Hanh chinh (nai khong co Van
phong) nguai duQ'c phan cong ph\! trach giup chi huy ca quan, dan vi t6 chilc
quan 1;' cong tac Van thu, luu tm va bao rn?t tM li~u.

4. MQi ca nhan trong qua trinh theo d5i, giai quySt cong vi~c co lien quan
d@ncong tac Van thu, lUll trfr va bao m?t tai li~u phai chftp hanh nghiem quy dinh
cua Quy chS nay.

f)i~u 84. Nhi~m V\l eua cO'quan Bao m~t luu trfr
1. Cong tac Van thu
a) Ti@pnh?n, dang kYvan ban d@n;
b) Trinh, chuySn giao van ban d@n;
c) Theo d5i, kiSm tra vi~c giai quy@tvan ban d@n;
d) Danh may, in, sao van ban;
d) Dang kY, lam thu tl,lcphat hanh van ban di va thea d5i chuySnphat v~ ban di;
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e) Quim ly s5 sach va ca sa dfr li~u dang kY,quan ly van hill; lam thu Wc c~p
gi~y gi6'i thi~u, dang kYvao S5 Dang kYgi~y gi6'i thi~u (Mfiu s6 15, PhlfllfC I); gi~y
cong mc, dang kYvao S5 Dang kYgi~y cong mc (Mfiu s6 16, Ph\lllfC I) cho can hQ,
nhan vien ca quan, dan vi;

g) Qmin ly, su d\lng con d~u;

h) L~p Danh mlfCh6 sa hang nam, huang dfin l~p va nQp h6 sa vao LUll tm
cua ca quan, dan vi.

2. Cong tac LUll tm

a) Huang dfinphuang phap l~p h6 sa va thu h6 sa do can hQl~p vS lUlltrfr;

b) Th6ng ke, bao quan, ph\lc V\lyeu c~u khai thac nQi dung tai li~u lUll trfr
cua ca quan, dan vi;

c) LVa chQn, th6ng ke chuy€n giao h6 sa vao LUll tm hi~n hanh:

- T5 chuc vi~c thu, nQp h6 sa; tai li~u cua cac ca quan, dan vi thuQc thanh
ph~n cua phong;

- Xac dinh gia tri, th6ng ke va ki€m tra tai li~u lUll trfr;

- T5 chuc chinh ly tai li~u lUll trfr;

- T5 chuc bao quan tM li~u lUll trfr;

- T5 chuc phlfCV\l vi~c khai thac nQi dung tai li~u lUll trfr.

3. Cong tac Bao m~t

a) Ph6i hqp v6'i ca quan chuc nang xay d\ffig Danh m\lc hi m~t cua ca
quan, dan vi trinh c~p co thAmquySn quySt dinh;

h) Dang kY, quan ly cac tai li~u m~t;

c) Huang dfin ca quan, dan vi hao m~t v~t mang tin di~n tu;
d) Giup ca quan thuang tl1Jc cua HQi d6ng giam m~t, giai m~t tai li~u.

D,). 85 T'" h A , b" h" ''';t t A h ;t.).;t" ,leu • leu C uan can Q, n an vlen ulfq"C uyen C Qn, uleu uQng vao
lam cong tac Van thlf, Ilfu tru va bao m~t tai li~u

1. Phai co l~p truang chinh tri kien dinh vling yang, tuy~t d6i trung thanh
voi Dang, voi chli nghia xa hQi, voi T5 qu6c va nhan dan.

2. Lich su chinh tri gia dinh va ban than ro rang, trong s~ch.

3. Co nang l\fc trach nhi~m hoan thanh nhi~m Vlfduqc giao, s~n sang chiSn
d~u hy sinh bao v~ Dang, Nha nuoc, chS dQxa hQi chu nghia, dQc l~p chli quySn
an ninh qu6c gia.

4. Co phAm ch~t d~o duc t6t, l6i s6ng trong s~ch lanh m~nh, co y thuc t5 .
chuc leY lu~t nghiem minh, y thuc canh giac cach m~ng, gifr gin va hilOv~ hi m~t
quan S\f,hi m~t Nha nu6'c.

5. Phai dugc dao t~o nghi~p V\lvan thu, hao m~t, luu tm til sa c~p tra len.
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I>i~u 86.l>ilO t~o, bBi dU'o-ng, t~p hu~n nghi~p VI}

1. Van phong BQ Qu6c phong ph6i hQ'Pt6 chilc dao t~o trung cftp, cao d~ng,
dl;tihQc, sau dl;tihQc cho can bQ,nhan vien nganh bao m~t lUll tm trong toan quan;
phc3ihqp t6 chilc t~p huftn va b6i duang nghi~p V\lcho cac co quan, dan vi.

2. Van phong cac t6ng C\lC,quan khu, quan chUng, quan do€m,binh chung
ph6i hqp vai Van phong BQ Qu6c phong t6 chilc dao t~o so cftp cho can bQ, nhan
vien nganh bim m~t lUll tm cua dan vi; t6 chilc t~p huftn, b6i duang nghi~p V\l
cho can bQ, nhan vien va cac d6i tuqng lien quan.

3. Dinh kY 5 nam mQt l~n, t6 chilc t6ng kSt va HQi thao nghi~p V\lcong tac
Van thu, lUll tm, bim m~t toan quan.

I>i~u 87. Ch~ dQ ki~m tra

1. ChS dQkiSm tra

a) KiSm tra dinh kY: Co quan nghi~p V\lcftp tren t6 chilc kiSm tra vi~c thlJc
hi~n cac chS dQ, quy dinh cua co quan nghi~p V\l cftp duai theo dinh kY h~ng nam
ho~c 6 thang. Vi~c kiSm tra dinh kY phai co kS hol;tch truac va huang d~n nhUng
nQi dung c~n kiSm tra.

b) KiSm tra dQt xuftt: Co quan nghi~p V\l cftp tren t6 chilc kiSm tra co quan
nghi~p V\l cftp duai nSu phat hi~n co biSu hi~n vi ph~m cac chS dQ, quy dinh ho~c
theo yeu c~u cua cftp co th~m quySn.

2. Thftm quySn kiSm tra

a) Van phong BQ Qu6c phong chu tri ph6i hQ'Pvai cac co quan co lien
quan t6 chilc kiSm tra vi~c thvc hi~n cac chS dQ, quy dinh vS nghi~p V\l cong tac
Van thu, lUll tru va bao m~t tai li~u trong toan quan;

b) Van phong cac co quan, dan vi tflJCthuQc BQ Quac phong t6 chuc kiSm
tra vi~c thlJc hi~n cac chS dQ, quy dinh vS nghi~p V\l cong tac Van thu, lUll tm,
bao m~t tM li~u cua co quan, dan vi tflJCthuQc.

I>i~u 88. Ch~ dQ bao cao

1. Bao cao t6ng hqp

a) Bao cao dinh kY: Co quan Bao m~t luu tm cac cftp co nhi~m V\lgiup chi
huy co quan, dan vi t6ng hqp tinh hinh bao cao len co quan nghi~p V\l cftp tren;
cac co quan, dan vi trgc thuQc BQ Qu6c phong co nhi~m V\l bao cao vS BQ Qu6c
phong (qua Van phong BQ Qu6c phong) truac ngay 20/12 dS t6ng hQ'P.

b) Bao cao dQt xuftt: Co quan Bao m~t lUll tm cac cftp co nhi~m V\l giup
chi huy co quan, dan vi bao cao theo yeu c~u cua co quan nghi~p V\lcAptren.

c) Bao cao nhanh: HAng thang, co quan Bao m~t lUll trU cApduai t6ng hqp
bao cao tinh hinh ban hanh va qwin ly van ban, con dftu len co quan nghi~p V\l cAp
tren b~ng di~n tho~i. Bao m~t lUlltrU cac co quan, dan vi 1flJcthuQc BQ bao cao vS
Van phong BQ Quac phong (qua Phong Bao m~t lUll tm) vao ngay 20 dS tang h9p.
TruOng hQ'Pngay 20 trimg vm ngay ngm thi bao cao vao ngay lam vi~c truac do.
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2. Bao cao th6ng ke cong tac van thu, luu trfr: Hang nam, co quan nghi~p

Vlf cac c~p phai bao cao th6ng ke theo mfiu ban hanh kem theo QuySt dinh s6
13/2005/QB-BNV ngay 06 thang 01 nam 2005 vS vi~c ban hanh chS dQbao cao
th6ng ke co sa cong mc van thu, luu tm va QuySt dinh s6 14/2005/QB-BNV ngay
06 thang 01 nam 2005 vS vi~c ban hanh chS dQbao cao th6ng ke t6ng hQ'Pcong tac
van thu, luu trfr cua BQtruang BQNQiVlf.

3. Binh leY 2 nam (vao nam ch~n) cac co quan, dan vi co nhi~m V\l th6ng ke,
bao cao mfiu cac con d~u len co quan nghi~p V\l c~p tren, co quan, dan vi trvc
thuQc BQ co trach nhi~m bao cao vS BQ Qu6c phong (qua Van phong BQ Qu6c
phong) truac ngay 20/12 dS t6ng hQ'P.

ChuO'ng VI
TO CmJC THVC HI~N

f)i~u 89. Cong tilc dam bao

Van phong BQ Qu6c phong chu tri, ph6i hQ'Pvai evc Tai chinh/BQP xay
dlJ11gdinh muc, l~p, phan b6, dlJ toan ngan sach bao dam kinh phi cho ho~t dQng
cua cong tac van thu, luu trfr va bao m~t tai li~u cua cac co quan, dan vi trong
to~m quan theo quy dinh hi~n hanh trinh BQ truang BQ Qu6c phong xem xet,
quySt dinh.

f)i~u 90. T6 ch.rc th\fc hi~n
Van phong BQ Qu6c phong co nhi~m vv huang dfin, kiSm tra vi~c thvc

hi~n Quy chS nayjy
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01. Mftu Bien b~mxac dinh m~t d~u niem phong (ch~m giO')

02. Mftu con d~u "DSn"

.03. Mftu S6 dang kYvan ban dSn

04. Bi@ughi thong tin dang nh~p van ban dSn

05. Mftu S6 Dang kYvan ban di

06. Bi@ughi dang nh~p thong tin van ban di

07. Mftu S6 Chuy@nvan ban

08. Mftu S6 Dang kYdanh may, in sao van ban

09. Mftu S6 Dang kYsa d6, ban d6

10. Mftu Bi chuy@nvan ban thong thuang

10a. Mftu Bi chuy@nvan ban trang tr9ng

11. Mftu Bia h6 sa

12. Mftu M\lc l\lc van ban

13. Mftu TO' kSt thuc

14. Mftu QuySt dinh ban hanh Danh m\lc h6 sa

14a. Mftu Danh m\lc h6 sa kern theo quySt dinh

15. Mftu S6 Dang kYc~p gi~y gi6i thi~u

16. Mftu S6 Dang kYc~p gi~y cong tac

17. Mftu PhiSu gui

18. Mftu PhiSu trinh van ban dSn

19. Mftu Bien ban giao, nh~n con d~u

20. Mftu Bien ban huy con d~u.
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M~u s6 01. Bien bfm xac nh?n bi van ban bi m~t niem phong (ho~c ch?m gia)

BO Quae PRONG
VANPHONG

CQNG HoA xA HQI cHiT NGHlA ~T NAM
DQcl~p -T\f do - H~nh phuc

BIENBA.N
Xac nh~n hi van han hi m~t niem phong (ho~c ch~m gio-)

H6i gia ngay thang nam 20 .

T~i. .
HQva ten................................... C~p b?c .

Chuc V\l .

Dan vi cua nguai chuySn van ban .

HQ va ten...................................... c~p b?c .

Chuc V\l .

D . , . nh" - b?an V! ngUO'l ~n van an .

Ph't h'" b' - b? ;. , d" "t I'd" khA l'a Hfn 1 van an SO , CO Qm~ a , Q an a .

bi m~t niem phong (bi rach, bi boc ..., hay ch?m gia).

Chung toi lam bien ban dS nghi 1a cO'quan, dan vi gui van
ban (tr~m Quan bUll) kiSm tra nguyen nhan bi van ban bi m~t niem
phong (ch?m gia) va thong bao kSt qua kiSm tra cho dan vi nh?n van ban biSt.l.

xACNH~
Ciia cO'quan, oO'nvi

(chfi kY, con d6u)

NGUmN~

(ehii kY)

NGUmCHUYEN

(ehii kY)
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Mftu s6 02. Con d~u dSn (20 mm x 40 mm)

TEN Cd QUAN, DdN vr
11-----------

S6 den .
Ngay thang naffi 20 .

Ghi ehu: Van thu (jm6i co quan, dan V! nhat thiet phai co dau den de lam thu tl;lcdang ky van
ban den cua co quan, dan V!.
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M~u 86 03. S6 Dang kY van ban dSn (190 mm x 270 mm)

'"

S6
d~n

(1)

sa
van
ban

(2)

Ngay
van
ban

(3)

CO"quan
ban hanh

(4)

Trich y~u

(5)

sa
ban

(6)

S6 to'

(7)

DQ I Ky
m~t nh~n

(8). I (9)

LtrU TraBao m~t Huy

h8 sO" Ngay Ky Ngay sa Ky I K'
s6 tra nh~n huy ban chUng h'Yki.( uyen
(10) I (11) (12) (13) (14) (15) I (16)

,._--j---_.

_._-J--.--

-~----

--+-------t---------
...--+-- ---1--

.----i----j-----I------t---.-----l---

--+-----.-.--1-.-----.--------.----
--.-----.Mt-~.--__;-----.t----.-". __, _

I--------i------t-----.--f-------t-.

---+-_._---
+------.1--------.-- ..---.-. , .

---;----- ..1-.- ..----t----."' .•..-- ~ .._~

Ghi chit: Hu6ng dful su d\U1gs6

Vi~c l~p s6 tuy thuQc vao s6 lUQ'Ilgvan ban den cUa cO'quan, don vi (neu trong mQt nam van ban den cua cO'quan, don vi du6'i 2000 s6 van ban
th3.1~p1 quy€n; neu tren 2000 s6 van ban phai l~p s6 t6ng hQ'Pva cac s6 pharr hQ d~ theo doi d~n cac phong, ban, ...).

Yeu c~u ghi s6:

- T~t ca van ban den cO'quan, don vi d~u phai dang ky vao s6 nay (neu l~p nhi~u s6 thi s6 "Van ban den" phai dugc xac dinh ill s6 t6ng hgp, b~t
d~u ill s5 01 cUangay d~u nam d~n s5 ...cUa ngay 31 thang 12 nam d6).

- S6 ghi phai s~ch se, ro rang theo yeu c~u cQtml,lc cua s6.

- Cac cO'quan, don vi it "Van ban den", s6 nam nay dUng khong het chuy€n qua nam sau.
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M~u s6 04. BiSu ghi thong tin dang nh~p van ban dSn

1. S6 thu tg (s6 dSn);

2. Ngay dSn;

3. Tac gia (ten ca quan, dan vi ban hanh);

4. S8 va kY hi~u van ban;

5. N gay, thang, narn van ban;

6. Ten lo~i van ban;

7. Trich ySu nQi dung van ban;

8. Mil h6 sa (theo khung phful lo~i h6 sa);

9. Muc dQ rn~t (M~t, T8i rn~t, Tuy~t rn~t);

10. Muc dQ khAn (khfuvthuqng kh&nlhoa t8c);

11. S8 to';

12. Y kiSn phful ph6i;

13. Thai h~n giai quySt;

14. File van ban dinh kern.

Glti cltu: Tu)' theo d~c thu cua tUng co quan, dan vi c6 th~ b6 sung them thong tin dang nh~p
nhung thll tv va nQi dung vfu1phai duQ'c giu nguyen.!.
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Mfiu s6 05. 86 Dang kY van ban di (190 mm x 270 mm)

..--------.- __ .__ R_._._~ ._. .~.__ .__ .--t-------I--.-----1-- ...---.,---- • _

--.-.--.---------.---.-.-,~.-. .__ .__ .__ .__ ~~._._H__ • • ~_. _

______ . •__ ...-"R

----_ _---- .._------------_. __ _---~-_._---

_ ...--_ ...._-------------_._---.---

s6 I s6 trr I ::t
LU"U I GhiTrich y~u I ban So ho CO' quan nh~n chtiKy lU"U

sO'

(3) (4) (5) (6) (7) (8) (9) (10)

----_.- --- ---------__L___ ..__.._._..__

----------------- __ _-------._---_._.

(1) I (2)

-_ .._ ...._---------------_._-_._-------~~._----+---,-----...----

s6 Ngay,
van thang
ban di ban hanh

Glti eltli: Hu6ng dfrn Str d\lIlg sf>

Vi~c l~p 01 hay nhi~u sf>my theo rnuc dQphat hanh van ban cua cO'quan, don vi (n€u cO'quan, don vi trong 01 nam phM hanh dum 1.000 s5
van ban l~p 1 quy~n; dang kyvan ban phat hanh ti:rs5 01 d€n s5 ... Clla ngay 31 thang 12 nam do. N€u phM hanh ti:r 1.000 s5 van ban tro len thi co
th~ l~p sf>d~ dang ky theo nhom ho~c tUng lO1;l.ivan ban).

Yeu du ghi sf>:

- T~t ca van ban cua cO'quan, don vi phat hanh deu phai dang ky vao sf>nay;

- Ghi sf>sl;lchse, ra rang theoyeu c~u cua tirng cQt ml)c (cO' quan, don vi phM hanh it van ban co th~ dUng sf>nay d~ chuy~n van ban d€n
tUng dan vi, ca nhan nh~ va kYtr\!C ti€p vao s6).

- f)6i vai cO'quan, don vi ban hanh it van ban, sf>nam nay dUng khong h€t thi chuy~n qua nam sau.!.
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M~u s6 06. BiSu gill dang nh~p thong tin van bill di

1. s6 va IcY hi~u van ban;

2. Ngay, thang van ban;

3. Ten lO<;iivan ban;

4. Trieh ySu nQi dung van ban;

5. Ma h6 sa (theo khung phan lO<;iih6 sa);
6. 8Q m~t (M~t/T6i m~t/Tuy~t rn~t);

7. 8Q khin (khin/thuqng khin/hoa t6e);

8. s6 trang;

9. Chile V\!, e~p b~e va hQten nguai IcY van ban;

10. Nai nh~n;

11. s6 luqng ban phat hanh;

12. File van ban dinh kern.

Ghi eltu: Tuy thea d~c thu cua timg cO'quan, dan vi co th€ b5 sung them thong tin dang nh?P
nhung thu tv va nQi dung tren phai duQ'cgift nguyen.!.
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Mau s6 07. S6 ChuySn van ban (130 mm x 190 mm)

Ngay Ten ngrrOi S8van ban sa IrrQ11g DQ Ngay, gifYten
chuy~n va CO' quan nh~n van ghi trenbi bi m~t

ngrrOinh~n va
ban kY nhan

(1) (2) (3) (4) (5) (6)

----- ._--- _ .. ._-_._--_ ...._ . --,_ .._----- ----_ ..__ ._--_ .._-----

--_._-- _ .._--_._-_ .._----------.- _ .._------ -------_._-_.-_._-_. -_._---_.- _ ..._-" ..-_ ...._--_ ..._._ ..._ ..__ ._.._ ....

._ •• _M ••__ ••• ____ ._-_._----_ ...._----_._--_ ..-_._- .__._------_._-- .._._ ......._---_ ......._- .__ ........... _ ...__ .__ ........ -_ .._ ......._ .._----_ ....__ .

---------- --- --- -_._--- _._._ ..---- -_ .."_.
_ ........_---_._- -----------_._._--_._-_ ..._ ..._. --- ._...-_ ...._-_.--- _ ....._-_ ....- _ ..._ .._-----_._._--

._---_._-_. ---------- ._ ...._ ..__ ...__ ._ ......._- _ .._-".__ . --'_."-"---''''---

_.__ ..._ ...._- _.__.'._---_._----------- .__ . -_ .._-_ ....._--_ .....-..- .__ .__ ....._._--_ .. -_._._ ..__ .__ .....__ ... ' .._-
_.__ .._ .._ •..... _ ...._.- -_ .._---_ ..__ ._-_._---_ ..._.- .,_._._--_._--- __ ••••••• ___ ._ •• __ h __ _ ...._---_ ...... _ .._. .__ ......_-_ ..._._--_ ...._._---_ ....

----_ ........ _ .._ ...__ .- _.__ ...._----_._---_ .._ .._------ ._ ....__ ._. __ . ..._ ..._.__ ..__ .-...._._-_ .•....- _ ..... _ ......_-_ .... ._.__ ..._ ...._-----.-_ ..__ ..-

......•....__ .......... __ .__ .. -------------_ .._.__ ._---_ ....- --_ ...__ ._------- ..._ ..........__ ....•...•.•__ ._~.__ .... ......_ ...... _ ......__ .. ...__ ...._---_.--_._ ...._ .._--_. __ .....

_ ..._ .._-'._ ...._-" --_.__ ..._----------_ ...- ------_.- ._._.._ ...._-_._ ....-.... _ ...._- •........•_-_ ....... _ ..._ .. -_ ........__ .-_.._-_ .......__ .

.._--_._ ..._-_ ..-. ---_ .._ ....__ ....._._- ....__ .•..._---- ......_-_._ ..._---_ .•...._ ... _.__ ...._._ .._-_ ..._ .. ._-_._._._ ...._._--_.- ..-._ ...

_.__._...._--- .._ ....._------ _ ..... __ .__ .- - .._._._ ..........._.-_. _ ......__ .._ ......__.- .._ •.._--_ .._._-_ .•........__ ._ ..._ ...._.

Ghi dUI: S6 nay dUng d~ chuy~n giao van ban cUa ca quan, dan vi vm Quan bUll ho~c vm ca
quan, dan vi khac; xong, cling co th~ dUngd~ chuy€n giao van ban trong nQibQca quan, dan vi./.
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M~u s6 08. S6 Bang kY danh may, in sao van ban

So
TT
(1)

Ten ngrrOi,coo
" Aquan yeu cau
(2)

Trich yeu nQidung van
ban
(3)

ThOi ian
Nh~n Tra
(4) (5)

S6 S6
to' ban Ky nh~n

(6) (7) (8)

Glti c1ul: S6 nay dUng d~ dang ky kbi nh~, giao van bill, tai li~u danh may, in sao cho call bQ.

Yeu du ghi s6:

- Ghi chep s~ch se, ro rang theo dUng yeu du cua tUng CQtml)c;

- 86 nam nay chua dUng hSt co thS chuySn qua nam sau./.
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M~u s6 09.86 Bang kY sO'dB, b~mdB

sa ThOi. I Coo quan ph at T ' h ~ A'd b? tlA sa sa D{) C<Yquan, tI<rn vi
Kynh~n Ghi

TT gian i hanh rIC yeu nC}I ung So', an 0
tir ban m~t nh~n ch6

(1) (2) 1 (3) (4) (5) (6) (7) (8) (9) (10)

----- f...~

~

f-----~---

------r------t----------+-----------------------------------I---I----~--
t--- -~-~-- ------ ~ ~-=-=r----
------1----,------------.------- ------------------------'----+------1----+---------------------f----------------,----

-------+------- ---

---t------I------

i----t-------.-
------t----------t--------------------t------

----------~-----I--- -3-------f-------E-----_ __'_' __' " '_'_' "" .R_ ..._... ,__" . . _

,----- -_.__._------- ----_._._ ..._- ._--_ ....._.,

I- .--f-- _ ---------1-------+- .+_._. . 01 _ -----+-----------------+----------
--------- -1-----

Glti eltu: 86 mlYdimg dS dang ky so, ban dB eua co quan, dan vi ban hanh, dang ky ill s6 01 eua ngay d~u nam va k~t thue vao ngay 31 thang 12
eua nam eong tae.

Yeu du ghi s6:

- Ghi ehep ro rang, s~eh se thea yeu e~u ella tirng eQt IDl,le;

- 86 dimg khong h~t ehuySn nam sau.!.
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M~u s6 10. Bi chuySn van ban thong thuOng

TEN co QUAN, DON VJ (1)
S6: (2) .

(4)

(5)

Kinh gui: (3) .

(6)

Glti cltu: Tuy theo nhu cAlichuyen van ban cua cO'quan, don vi co the in nhiSu hay it theo 3 lo~i
kich cO'sau day:

1. Kich cO'I6n: 250 mm x 350 mm.

2. Kich cO'vita: 180 mm x 250 mm.

3. Kich cO'nh6: 120 mm x 180 mm.

Yeu cau: Chfit lugng gifiy lam bi phai dai, khong nhin duQ'c nQi dung van ban chua
trong bi.

(1) T€n ecyquan, don vi gm van ban. In dAy du ten gQi theo quy~t dinh thanh l?p,
khong in ten ccyquan, dan vi chu quan.

(2) Ghi s&cua van ban chua trong bi.

(3) Ghi ten cO'quan, dan vi, ca nh?n nh~n bi va dia chi (n~u co).

(4) Vi tri dong dfiu dQrn?t, khdn eua van ban chua trong bi.

(5) Vi tri dong d~u h6a t8c - hl(n gia.

(6) Vi tri dong dfiu xac dinh trach nhi~rn rna bi.!.

11



M~u 86 lOa. Bi chuySn van ban trang tn;mg

TEN co QUAN, DON VI (2)
( 1) (2a) .

. . .. . . . . ..(2b) .
S6: (2c) .

(5)

(4)

Kinh gui: '" (3) .

(6)

Glti eltu: Tuy thee nhu du cong vi~c, co quan, dan vi c6 th~ in mQt sa bi chuy~n van ban
trang tn~mg.Nhung cling phai thee 3 lo~i kich cO'sau day:

1. Kich cO'100:250 mm x 350 mm.

2. Kich cO'vira: 180 mm x 250 mm.

3. Kich canho: 120 mm x 180mm.

Yeu eau: ChAt luqng giAy him bi phai b6ng, dyp, khong nhin duQ'c nQi dung van ban
chua trong bi.

(1) Bi~u tuqng co quan, dan vi gm van ban (nSu c6).

(2) Ten co quan, dan vi. In d~y du ten gQi thee quy~t dinh thanh l~p, khong in ten co
quan, dan vi chu quan.

(2a) Ten ca quan, dan vi bang tie'ng Anh (ne'u can).

(2b) Dia chi tf\l sa co quan, dan vi; sa di~n tho~i, sa Fax, sa Telex; dia chi thu di~n tlr
(E-mail), trang thong tin di~n tlr (Website).

(2c) Ghi sa cua van ban chua trong bi.

(3) Ghi ten co quan, danvi, ca nhan va dia chi (n~u c6) nh~ van ban.

(4) Vi tri d6ng dAudQm~t, kh~n cua van ban chua trong bi.

(5) Vi tri d6ng dAuhoa tac - hyn gia

(6) Vi tri d6ng dAuxac dinh trach nhi~rn rna bi.!.
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M~u s6 11. Bia h6 sa

QUAN DQI NIlAN DAN VI~T NAM

Hosa

(Tic ngay din ngay )

Phong s6: .
Muc luc h6 sa: .i . J..
Ho sa so: .,
S" ,o ta: .

THor HAN BAa QuAN

11





M~u s6 12. M\lc l\lc Vall ban

MVC LVC VAN BAN , ,
H" "o sa so .....

sa sa,kY Ngay,

TT hi~u thang,
van ban nam

(1) (2) (3)

CO' quan
ban hi'mh

(4)
Trich y~u nQidung

(5)

TO'
.(so

(6)

Ghi
chii

(7)

._-----_._. -_._----_._._._-- ------_._ _------_ .._----_ .._---_ .._--- -_._--_ .._-_._-_._._---_._ .._--------_._-_. __ .__ .-._.-.'---' -_._._ ..- .._._ .._-----

-_.__ ._---_ _--_ _ -.-._.-_ _ ..__ _-_.__ ._._------- -------_._-------- _ ---_ _ _--_ ..-.._---_ _-_.--_._ -_.__ ._--- __ ._-- ---_ _.

---_ __ ..__ .._. -----_ --_._ _._ _----- _ .._ .._ .._-----_ .. -_ ..__ ._--_ _ .._ _ __ - _.__ .__ _ .._._._----_ _-.- _ __ ..__ _ _-_ _ _ ..__.-"-'---"--' _-------_.
-----_ _._ -_ ..__ _--_ _-_ _ _. --_ .._ ----- _--- .._._ .._-_._------_ .._._._._ _- -_._ -._._----_ _-----_.- ---_._-_ _-_._- __ .._ _ ..- ._._ _._._._-- ..__ ._ _--

_ .._ __ ......•..- _-_ .._----_ __ _---_ ..-.._--_ _ ......•._. __ ..- _ .._--_ _--_ .._-_ _._- --_ .._ _--_ .._-- _ ..__ __ ._.__ -_._ .._._---.--_ _-_._.- ----_ _ .

.._-_.- -_._ .._. __ ._.__ _._--_ _..•- - __ .._--_ _- _._--_ _ --_ .._-- -------_ ..__ .__ _-_ .._-----_ _----_ .._- ..-_._.-_ ..- _ _._'--"- ._----_._ ..

---'-"--- ._-_ ..__ ....._-_ .._ .._-- -'---"' .."--'-,- '--_._-_ ..._---_._ ..._-- _._ ..-----_._-_ .._._._-_ .._._._-_ ..__ ._-_._------- .__ ._---- ..._---_ .._.

_._---- _.__ ._ __ _-_._ -. _ .._.- _-_._- --_ .._---_._----- .--'- _ ..- ..--._ __ .__ ._ __ .__ ._ .._-_._ _----_ ..-._---- _._----_. -_ --_..__ .__ .

- _--_ _-- _._-------_. __ ._.__ ._.__ _._-----_. --_._---_._---- ._---_ .._ .._._--------_._-_._-----_ _ ..__ ._--_ ---- -------_.- .._.__ ._-----

f-------. ----.- ...-..-...--.-.----.-----...---.----.-----------------.--- .-.----..-.-.-.---.--.-.---.---..-.--.------------. - ..-.-- ---- ...--

'---'--"- ----_._-_ ...._-- .__ ....._-_ ..- --_.__ .__ ._.__ ..._-_. _ ..--_ ....._._-_._-_._-_._._-------- ..-_._-.---- ---_ ...._-- •._- .._._-_.
----- ----------- .._._-_._---1---._-_._ .._--_ ..--...-----....-.-----...--.--.- ...-----.-- .....--.-- ..---- ..--- ..-..------ ..

---- ----..-----.-.---- ..--------- f----.-----.-.--- ----..-.-.----.-....-.--- ..-.-..-- ..--.----------- ...•---. ---.----

f------.- ---------.---.- -------.---- .------------ .-.-.--.---------.-----.--- -.-..- - ..-- ..- ..-..- ------. -.-.---.-----..

._----- --_._- ..._---_._-- -_ ...__ ._- _._--_._-----_ ... -----_._---_ ..._------_._------------_. _._----- -----_.-
_._._- --------_ ...._._- ._._ .._._-----_ .. -_._.__ ._._--- -------_ .._ .._._._--_.-._ .._--_.-._--_ __ __ .._.- ..---- _ _ .._ _--_._-_._-
-_._-- _._-_.--_ .._---- ----_ _-- -------_. __ _- ._ - .._ .._--_ __ _-------_.__ _-_._-_._- --_.-
---- -------_.- _ ...-------- .__ .__ ...__ . ..__ .._--_._--------_._---- ...__ ._..._-_ .._ ..-

.---..--.- ----_ ...__.-1-- .._---- ..-..._------..-.--.---.---- ..-....---.-- ....--.- ..-..-- ...--.-.-- ..---.- -.---.-.- --"'---"--

._-_._-- _._"'-'--'--'---"--' --_._._----
------- --------_ ..

----_ ...- "---'--"'-"--""---'--

._--_..__ ..-.---- -_._-_ ..._ ..__ ...__ ...--_ ..._._-.__ ._-----_._ ....._-------- .__ ._._._-- ..__ .._-.__ ..

1--'---'- -----.- ...-.-- ....-.--...----- .-..------- ..
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M~u s6 13. TO'k@tthue

TOKETTHUC

H6 sa nay g6m: to', vi@tb~ng ehu: .
r r r

Buge danh til so: Ben so: .

f)~e diSm ben trong: .

.......................... .

............................ .

.................................. . , .

NGUOl CHiNH LV

Ghi ehu: Trinh bay tren khE> gi@.y A4

Ngay ... thang ...nam 20 ....
NGUOl VIET TO' RET THUC

15
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M~u 14. Quy@tdinh ban hanh Danh rn\lc h6 sa

BO Quac PRONG
TONG CVC IMU cAN

CONG HOA xA HOI CHU NGHiA VIET NAM. . .
IlQc l~p - Tl}' do - H~nh phuc

S6: /QU-TC Ha N9i, ngay ... thimg ... nam 20 ...

QUYETDJNH
V~ vi~e ban hanh Danh ml}e hB SO' eong vi~e nam ...

CHU NHI$M TONG CVC

Can CllLu~t Luu till narn 2011;

Can Cll Quy chS vS cong tac Van thu, luu till va bilO rn~t ban hanh kern
theo Thong tu s6 !2012!TT-BQP ngay thang nam 2012 clla BQtruOng
BQQu6c phong;

Xet dS nghi cua Chanh Van phong Tang C\lC,

QUYET IlJNH:

I>i~u 1. Ban hanh kern theo QuySt dinh nay "Danh rn\lc h6 sa cong vi~c
clla Tang C\lCnarn .

Di~u 2. QuySt dinh nay co hi~u h,rckS tir ngay kYo

I>i~u 3. Chi huy cac dan vi va ca nhan co lien quan chiu trach nhi~m thi
hanh QUYStdinh nay.

Chanh Van phong (ho?c TruOng ban BilOrn~t luu trfr) co nhi~rn V\lhu6ng
d~n vi~c l~p h6 sa va thu h6i, bao quan theo quy dinh clla phap lu~t.l.

Noinhan:
- Nhu f)'iSu 3;
- Luu: VT,oo.; N50.

KT. CHU NHI~M
PHD CHU NHI~M

(chft kj, con dilU)

Thi~u tmyng Nguy~n Van M
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M~u s6 14a. Danh rn\lc h6 sa ban hanh kern theo quySt dinh

B<)Quae PRONG
TONG CVCH~U cAN

CQNG HOA xA HQI CHiT NGHiA VI~T NAM
DQcl~p - T\f do - H~nh phuc

Ha N(ji, ngay. .. thang ... nam 20 ...

DANH MUC HO sa NAM 20 •••.
S8,kY
hieu HS

(1)

Ten h6 sO'

(2)

thOi h~n
bao quan
(3)

NguOi l~p
h6sO'
(4)

Ghi cht'i

(5)

--_ •.......•.........._- ....•_ -_ _._ •.........._ .._ _ _- _ ........•......... -.....•........................•. _ _ _ .._._.- - _ _ .._._ _ -- _ _ ...•.......-................•......•

......_-_._-_._ .._ -. ._ _ ---_ .. _ _ _ _ _._.__ _ •..•..._ .._ - _ -_ _.__ .._ .._ _ .•.......•_ - _ __ -- .._._ ..........•_--_ .._.. _ __ _ _ _ _-

.._ _ _ _.- _ _._ ...................•.................. _ _ _ __ _-- ..-- _ -- -................•........... _-_ _ _ ...•........•... _.- _ _ _ __ _ _ __ .

Ban Danh m\lCmiy... h6 sa, bao g6rn:
- h6 sa bao quan vinh viSn;
- h6 sa bao quan lau dai;
- h6 sa bao quan t~rn thoi

KT. CHiT NHI~M
PHD CHiT NHI~M

(chu kj, con ddu)

Thi~u tmyng NguySn Van M

Glti eltu: Ban Danh m\lc h6 sa eua nam pha.i l~p xong tir thang 12 nam truae d~'tri~n khai vao
dAu nam eong tae.l.
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M~u sa 15. 86 Dang kY c~p gi~y gi&i thi~u

\r

s6
TT HQva ten cap

b~c Don vi
ThOih~n

Til' Den
ngay ngay

NguOi kY
.f.gIay

Noi d~n va nqi
dung cong vi~c Tai li~u mang theo Ghi chli

(1) (2) (3) (4) (5) (6) (7) (8) (9) (10)

1-. .---1--- ..-------- -------

f-----~-

-.--1----------1----

----------1--._-------_._._--_ ..------
___ .__ .• ._1.__ . ._.. .1._. . .__ • . ._. .~--.-----

..--.---.-_.--+--. ---- ....----- ..--+----.-----I---------- ..-----t------- _

,------------+__ ..--...-----1--.-.--.-- ..----+--.---- ...-- .__.__._---+---_._._--_ .._._-__ _ ___.__ _----- .._-_._--_ .._----_._-
-_._-_.-+-----_.+ .._-----1-._._------_ ..._.._...1-- ..--.._------....--.- ....-.--~.----..-- ....-.---.-.-.-...---------+__--.- ..--.--

=~=:======:- ..-==~=~==~=_:===:==..=-.....--I- ---~~==~=l==:==::~~-==~=::=~-===-==
--- .._--,------_._....._._-----1------- -~ • .•• •. _6 __ •__ • •__ I__ __ . .• • .1-- _

--.--. __ ___l ._.

>---_.

I---.-.........t-- ..

--------
-............j. .._----~ .._---_ .._- ..

I----- ...--.-t----.---_---- _
.__ -----4 ._ -.._--_ .._--\-- ....._ .._._----_._-_ ..

.---f---- ..-- . ...__. ----1----.---.-.---1- ..--- ..- ..-....---..--.-...---..-.----..--\----"-"-
------1---------~---~. ._
.--- __ , •• r _+_~

_ .._- _ ..._-----------~----_ ..._...._.__.._-_ .._------I--

-..--------.-------- ..---I-------------------\- ..

-----_._-_ .._----_ .._.__ ._-_ ..--1------

:

--------
---I--. ~..

-- -....•-._--- ..•. .---1--- ..--.- ..-- ..-.--.- ..-..-J------
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Mfiu s6 16.86 Dang Icy dip gi&ycong tac

~
~

ThM h~n eli
Tir ngay I Din ngay

sa
TT
(1)

Hqva ten

(2)

cip b~c

(3)

Don vi

(4) (5) (6)

NguM kY giiy

(7)

Noi eli

(8)

j---------- ..-+----. --1------...-.-------

--.----------f-----

--~,

----J--.

----

--------t------ N._~ .

---- ..----+----.-----t--.-------.-.---~.--.--------.--

-_ .._--------j--_ _--_ __-_._,

._---.--_._----+------_ .._----_ .._---1---._--_._.-
I----I ..------_._--------'--j .._._-_._-~-

f-.----

...._--_._--j---_.

---.---_._----+.

f--.

-----

•• R~ _

---1-----.--- _

------< .__.R. _

..-----.---.--- ..-..-------.-----1-----.---.----.--

------j------------+-.

-_ .._--_._-----_._-----------_.-
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Mfiu 86 17. Phi~u gui

S6 s6 S6 S6 DQ Dovan lugng Trich y~uIT to' m~t khfuIban ban....•...... --,- ......•..... __ ...._ .... --~"...." ....._-- ................ - ._ ..._.- ...,....__ . .,-_.-P._ ..._--_. ...-..-_ ...__ .__ .._ ........ _._.__ ........_ ...- ..... _.H ......... __ .

....._-_.- .__ .....P-_.-_ ..._-_ ........ _ ...._ .._ .. .......... _-_ ... ..._ .._ .._-_ ..~.. _ ............... _- _.__ .........._ .._ .........._....__ ...._ ...•p.__ .•...-_ ...•...•...-_ ...•..

........_--- _ .......-..._.....P..- -_ ......~._- ... -_ ...... _ .. -_ .._ ........ _ .._- .._ ...__ .._._ . ......._._-_ ..._._--.P_ .........._,p ...•.._P .............--_ .........._.

._-_ ....._- ...._ ..._ ..__ ... ............. _ .._ ...._ .... ............ _,._,- .._ ........ _ ...... _ ........- .•.... .•....••_p_ ......••.....,-_. __ ..•.._--_ ..._ ...._-_ .._ .._ ..._ ...

._ .............._- .._ ...... ,........ _ ...... ..._ ..._._._,_ ...._-, ...... _" ...... _. _ .............._- .- .•....._ .._p ...•_- ._........................... __ ..._ ....__ .._.__ .......... _._ ....... _ .....-

--_ ...... _ ...._ ........ ........._-_ ....... ...._-_ .................. ...__ ...._ .._ ..... ....... __ ........ _ ....... ,........ _ ...- ....._ ........ ._..............._......_......".....,',.._ .._.,............._...- ....- ..."..........._P

Kinh gfri: .

* D~ nghi tra l:;liphi~u nay

NGU01Gll
(Ky, dong ddu)

cip b~c, hQ ten

Ngay ... thang nam 20 ...

S6: /PG-VP
PHIEUGll

cip b~c, hQ ten

Nh" " h't '~ gw p u ngay .

NGUOIN~N

I B<)quae P!IoNG
i VANPHONG

I
I
i
I

I

I

I
I

I
i

I

PHIEUGll
S6: /PG-VP

Kinh gfri: .

Ngay .... thang ... nam20 ..

Tong cQng: van ban

NGU01Gll

S6 S6 S6
D9 Dovan hrgngTT ban ban m~t khfuI

••••••• N •• _~._
•• N __ •• __ ~ •• _ __~ __ N._._N ........__ ....... ..._-----

"'_'_'N"'N"" ..._,--""'- _____ •• N ••

••• _. __ •••••••••• H ...- .............-

--._-"-"- _._ ......._- ____ ~N •••••• _ .--_ .......... .-" ............_--
_ ..._- ................... _-- ...._-_ ........... _-- -_ ....._-- •••••••••• H ____ ._ •••• _ •••

.................. -..- ._----_._ ...... ...._._._.- ........ _. .N" ••.•••••••__ •••••••• n•••••____ ••••••••

........._-- ......._--_ ..__ ._........._--- -,,--"'.'---_ ..' •••••••• _ •• H ••••••••• _.
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Mftu 86 18. Phi~u trinh van ban den *

BO Qu6e PHONG
VANPHONG

CQNG HOA xA HQI CHiJ NGHiA ~T NAM
DQcI~p - T,! do - HlInh phuc

Ha N(Ji(5), ngay ..... thOng ..... nam 20 ...

PmEU TRiNH VAN BANBEN

Kinh gfri: Thli tru6ng .

Van phOng B(>tlll~nh kinh trinh ThU w6ng van ban 56: .
, / /20 . :l- 'Angay.... .... cua ve Vl«C: ...•...

.............................................................................................................
V€ vAn d~ nay, Van phong B(>tlr l~nh xin d~ xuAt nhu sau: .

.........................................................................................................................

.........................................................................................................................

........ .. .. ~ .

Kinh trinh ThU tru6ng cho y ki~n: .
.................................................................... .../.

clIANH VAN PHONG

(Chit 10/, dau)

DlIi fa Nguy~n Van T
Ghi ehu:
* Phi~u trinh van ban d~n (d6i vm nhOng vAndS dan gian) c6 th8 in san tren
giAykh6A5 (148 mmx210mm).
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M~u s6 19. Bien ban giao, nh~n con d~u

\~:

TEN Cd QUAN COO QUAN
TEN CO QUAN, DON VI

S5: /BB- (1) ...

CONG HOA xA HOI CHU NGHiA VIET NAM. . .
DQc l,p - TV do - H~nh phuc

(2), ngay .... thang ... nam 20 ...

" .,
BIEN BAN

VA .". h" dl.e vu;c glao, n ~n con au

1. Ben giao : .
D6ng chi: C~p b~c : Chile V\l: .

2. Ben nh~n .
Dang chi: C~p b~c: Chuc V\l: .

ChUng minh thu s6: .
Gi~y gi6i thi~u s6 , Ngay thang nam .
Nh" dl. d' dJ.. dA dJ.. >::'~n: con au; trong 0: con au ong, con au go.

Bien ban nay l~p thanh 02 ban: Ben giao gift 01 ban, ben nh~ gift 01 ban.!.

NGUOIN~

(chff kY)

C~p bac, hq va ten

NGUOIGIAO

(chff kY)

C~p bac, hq va ten

THONG ICEMAu DAu

CHi HUY BEN GIAO

(chfr kY, con diLU)

C~p bac, hq va ten

86 - A Ghi chu
S6 M~u con dAn Ghi chuTT Man con dan TT

Glli clui: 1. Chfrvi€t t~t ten cO' quan, dan vi giao d~u, 2. Dia danh.
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M&us6 20. Bien bfm huy eon dau

TEN CO QUAN em) QUAN
TEN co QUAN, DON VI

sf>: /BB- (1) ...

CONG HOA xA HOI CHU NGHiA VIET NAM. . .
DQclip - Tl}'do - H~nh phuc
(2), ngay .... thang ... nam 20 ...

" ..
BIEN BAN

V~huy con dAuh~tghi tri sir dl}ng

Can eu DiSu 38, Quy ehS vS e6ng tae Van thu, lUll trU va bao m~t tai li~u;. "
h'" d-th'nhl" T"h' d" h" ., . ·om nay t~l:........................................ a a ~p 0 uy eon au et gm tf! su
d\U1gg6m:

1. D6ng chi: Cap b~e : Chuc Vl): ............•.....

2. D6ng chi: cap b~c: Chue Vl): ........•.....•...•....

3. D6ng chi: cap b~e: Chuc Vl): .

T6 huy con dau da'.tiSn hanh thBng kS va huy eae eon dau eua .

TA ~ d~ h' d~ d'ong so con au uy: eon au; trong o: con
dau d6ng, eon dau g6 (eo thBng ke m~u eon dau kern theo).

Vi~e huy eon dau kSt thue vao h6i: ...gi(y:...phut, ngay ...thang ...nam 20 ..../.

NGUOI CHUNG KIEN

(chit kYJ
cAp bac, hq va ten

D~I DI~N TO HUV

(chit kYJ
cAp bac, hq va ten

TRUONG PHONG BAo M~T LUU TRU
(chft 10/,con d6u)
cAp bac, hq va ten

THONG KE MAD DAu

S8 x ' Ghi chu S8 Miu con diu Ghichu
TT Mau con dau TT

Ghi ehu: 1. Chit vi8t ten ca quan, dan vi t8 chuc huy d~u, 2. Dia danh.
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LUll trfr chuyen d\lIlg Tang C\lCII, BTL BQ dQiBien
phong, Quan chung Hai quan va cac quan khu

LUll trfr chuyen d\lng BQQu6c phong
(Trung tam LUll trfr BQ Qu6c phong)

LUll trfr hi~n Luu trfr LUll trfr cO' LUll trfr hi~n Luu tm cO' Luu tm hi~n Luu tm hi~n
hanhBCH hi~nhanh quan cac dan hanhBQ quan cua cac hanhQuan hanh cac cO'
quan S\I, BQ su doan, vi ttvc thuQc T6ngTham cO'quan, dan chungPhong quan, dan vi
d9i Bien viIngHai T6ng C1,1CIIva mUll vacac vi ttvc thuQc khongKhong ttvc thU9C

phong tinh, quan cac BQ tu I~nh t6ng C1,1C BQ (khong co quan va cac B9 (co dan
thanhph6 dan vi cO'sa) quan doan vi cO'sO')

'-

:

LUll trfr co
quanBCH

quan S\l' qu?n,
huy~n, thi va
cac d6nBP

LUll trfr
cO'quan cac
trung, Iii
dam

Luu trfr cO'
quan cac
C1,1Cva cac
dan vi trgc

thuQc

Luu trfr
hi~n hanh
cac C1,1C(co
dan vi cO'

sO')

LUll trfr cO'quan
cac dan vi tn,rc
thuQc C1,1Cva
tuang duang

LUll trfr cO'
quan quan
chlingvacO'
quan c~c
quan doan

Luu tm
hi~n hanh
cac su dam
va tuang
duang

Luu tm cO'
quan cac trung
doan va tuang

duang

Luu tm cO'
quan cac
dan vi

trgc thuQc
C1,1C



1"""-------------------------------------------------------------------------



01. Bien bim giao, nh~n h6 sa, tai li~u
02. M\lc l\lc h6 sa, tai li~u nQp lUll
03. sa Th8ng ke phong lUlltm

04. M\lc l\lc h6 sa

05. M\lc l\lc van ban

06. sa Nh~p tai li~u

07. sa Xufrt tai li~u

08. sa Dang kYdQc h6 sa, tai li~u
09. PhiSu yeu c~u dQC(sao) tai li~u

10. QuySt dinh huy tai li~u hSt gia tri

10a. Danh m\lc tai li~u hSt gia tri

11. Bien bim huy tai li~u hSt gia trio





Mdu s6 01. Bien bim giao, nh~n h6 sa, tai li~u

TEN cd QUAN COO QUAN
TEN co QUAN, DON VJ
86: /BB- ...

CONG HOA xA HOI CHU NGHiA VIET NAM. . .
DQcl~p - Tl}.' do - H~nh phtic
... , ngay .... thang ... nam 20 ...

" ?BIEN BAN
V~ vi~c giao, nhin tai Ii~u

Can eu Quy ehS eong tae van thu, lUll tm va bao m~t tai li~u;
Can cu .

Hom nay, ngay thang nam 20 , chung toi g6m:

1. Ben giao nQp tai li~u: , .
H '" C" b"Qva ten:........ ap ~e: .
Chue Vl,l: .••...•..•.••.••....•.......•.....•••... Dan vi: .

2. Ben nh~n tai li~u .
HQ va ten: C~p b~e: .
Chue Vl,l: •.•...•.....•.•..••.............•........•. Dan vi: .

Cling th6ng nh~t giao, nh~n tai li~u ella: ., ,
T"l'" h'.•• - I:'\" - "al lyU l-U nam LIen nam gom .
Danh s6 til: DSn .

Kern theo ml).ell).e: .
Tinh hinh d6i ehiSu khi giao va nh~: .

Bien ban nay l~p thanh 02 ban: Ben giao gift 01 ban, ben nh~ gift 01 ban.!.

BENNH~N

(chit kY)

c~p bac, hQva ten

DAI DIEN BEN NHAN.. .
(chi1:10/,co~ ddu)

cAp bac, hQva ten

BENGIAO

(chit kY)

cAp bac, hQ va ten

D~I DI~N BEN GIAO
(chi1:10/,con ddu)

cAp bac, hQva ten

2
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M~u s6 02. M\lc l\lc hi:> sO',tai li~u nQp hm

1.Bia: 210 x 297mm

TEN CO QUAN, DON VI

MVC LVC flO SO, TAl LI~U NQP LUU

Ph6ng: '" .,Tu nam: Den nam: .

N.A.M: .

II. NQi dung: 210 x 297mm

H6 sO'
Tieu <l~h6 sO' ThOi gian S61U'Q1lg Thoi h~n Ghi chus6 Dau Cuoi to- bao quan

(1) (2) (3) (4) (5) (6) (7)
._....~........ __ ...._-_ ... ...........•....... _-----_ ..._- ...._-_._-- ................ __ ..__ ......... _.,.-. .......__ .._.__ ................ ......_--_ .._-_ .._ ......._-- ..... ...._ ....._-_.- ......__ ..........._--- _._ ...................... _ ......... _-_ ..... ......-............. -........... _-_. __ ._............................... ---_ ..........._ ..........-_.-
................. _ ..__ ...._ ... ............... __ ......._-_ ......__ ..._-_ ..._ ...._ ...._-_._--_._-_ ............ _- .........__ .._ ........... ....... __ ....._.__ ...................._-- ._.............._--- ..-...._ ..............._ ...... _ ........... _ ................................ - •••••••••...~•••••••••~•••~~. ___ •••H._' •••••'.H••~~~~~,~ •••_ •••••• -~.._~~~..~~~._--.~._-
••H••.••~~•••__ ••••__ •••__ •••_ • ..~-'_..__ ....._.__ ...~_...._-_ .......~_._-.~_.._-_ ......_ ..__ ._ ....~.._ .......... _.- .._ ...__ .._---_._._~.. ..._--_ .................... ~~......__ .._ .. -_ ...__._~--_._-~~....._-~~--_.--_ .._~~.~....._ ......._.~_.~_... ..~~...._~~~._.._._ .......~_._...............~......__ . ............ __ .__ .._.~~...---
...~._......._-_ ......_. - ••- ••••-_ ••••__ •••••••_H~••••••••_. __ ••••••_._ •••••••••___ ••••••___ ••••••••••••••••____ •••••~••••••••__ ••~_ •••__ ••••••••••••••••_. --_ ......_ .......__ ................... ••H•••••••••••••••__ •__ •••••••••••~,•••••••••••~•••_._~ ••••• ................. ~..._._ ..._.__ .......... _~.....~..._~....-._ ...~.........~......_ ........ _ ............... _ ...- _ ....~....~............... _~_.._._--_ ..
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M~u s6 03. S6 Th6ng kS ph6ng lUll trfr

1. Bia: 210 x 297mm

II. N9i dung: 210 x 297mm

TEN CO QUAN, DON VJ

SOTHONGKEPHONGLUUTRU
SA.

0: .

Bit dfiu: Ngay thang nam .
K@tthuc: Ngay thang nam .

NAM: .

~
\r,

.'

sa
Ten phong ThOi~an HfisO" Noi de (0 ghi)

Ghi chtiphong Bau Cuai Bau CuM Biu Cuoi(1) (2) (3) (4) (5) (6) (7) (8) (9)
--~--_ .._~----_._.._._~ --"-'-'--- ---_._.__ .- ._-_._-_ ..._.__ ..- --_._--" ,---- ~--._ .._._----_ .....-._.-- -_ ......__ ....._---_.--- ..__ .... _ ....__._-_ ...-.
--•..__._- _._----_._ ...__._--- ----_._----_._-_ ... _._._----_._----. _._-----,----- ._~._--_..._-- ----_ ..._._ .._-- -_ ....._--_ .._- ------_ ..
--:-_ ...•- ----_._---- ...- - ...._ ....-.-_-_._._-- ---"-'---, ~._- --_ ............. _--_ ...._- ._----------- 1--._ ....._--_._------ ----_ ...._--- ........_-_ .._ .._ ....--_ .._ ...._.---- -_._._ .._--_. -'-- -- ---- ------ ...._ ..._-- -----_._--- r---._-.-.-- ..-.---.- .. .__ .__ ._---_.------
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M~u s6 04. M\lc l\lc hB sa

I. Bia: 210x297rrnn

TEN CO QUAN, BON Vl

MUCLUCHosa. .
Ph6ng: ~ .
T' ~ f)" ~u nam:................ en nam: .

Ph6ng s6: .
M\lc l\lc s6 (quy@n s6): .
T~(yi hf:lIl bao quan: .
S" ,o to': .

l\r~: .

II. l\rQi dung: 210x297mm

H6 SO'
Tieu cl~h8 SO' Thiri ~ian S8 Thiri h~n bao Ghi chiiI-

Dau Cu6i hrQ1lg tir quanso
(1) (2) (3) (4) (5) (6) (7)

----- . .__._-------- ------
_. - --

-
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Mfiu s6 05. M\lc l\lc van ban

I. Bia: 297x210nun

TEN CO QUAN, DON Vl

MUC LUC VAN BAN. .
Phong: ~ " .. '" .
T' v D" Wu nam:. .. . . . en nam: .

Ph" , ~ong so: '"
M\lc I\lCs6 (quySn s6): .
T~(yih~ bilOquan: .
S" ,o ta: .

]\J~: .

II. ]\JQi dung: 297x210mm

HA ~o sa so: .

S6
TT
(1)

S6, kY hi~u
VB
(2)

Thiri gian
ban himh
(3)

Co-quan
ban hanh
(4)

Trich y~u

(5)

Tir
r.so
(6)

Ghi
ehu
(7)

.._ •.•....._, •........ __ ............•_-_ •.....•- _ .•..-.......•........... _--_ .......•.... _ - _ , _ _ , _ _ __ _ .._ ,-,- __ - - _--_ _ _ ..-
_ ~---_._-_ _~_ __ .. _- ..__ .._-_.- -- - ..-_. __._ __ .H. _ _ .. _._ __ . _ _ _ _ __ .__ .._ , _._ __ ..__ __ _ _

_ _-- - _ __.M._ ..__ _ . _ _._. _ .._ .. __ . __ .._ .._....... . _." , _ .._ ..,.._ .. , _ _ .._ ,__ " .

....__ __ .- .._- _ .••.......... _ .............•...... _- _ _ .._ - _ ......................•........ _ _-_ -- __ _- _ _ _ _ .._ _ .._ _ _ ............•......................

~_--_ .....•...._ ..- __ _-- _ •........................ , - _._ .._ _ _ _ ..~._-_.._ __ , _ - __ ._ , __ _ _ .•...... ,-_ _ __ _ .._ , -.- .._-_ .

....__ _- _-' _ ,•......- •............... _ _ _ __ __ _--_ _ .._ - _- - _- _ _. _ - .........• _ .

....__ - --_ __ __ ._ _ , , _-_ .._, __ _ -_ _ _ -.._-_ _ _._ ..- _ , _ .., __ -..__ , _._._ ,., .._ " _,-_ _.- _._ .

_ _.__ _ _ __ .._ _._ __ _ _--_ ..__ ._ --- _-_ ..- , " _ ,., .._-_._._.... .. _ _._ .._ _ _ _ _._ ,,, _.__ _" .._ .._ _-_ ,

...._-- _ _.. . , , _ '..,.._--_ - ._--,•...•.................... _ __ .._ __ ,_ _ _ _--_ .._ "' - _ , -._ , _-_ --,_ _ _.. .. __ .•...- _ , _ - ._ ~ -.,_ .._ .

•• ,~ __ •••• ~ •• R_ "' •• ~ •••••••••••• ••• _ •••••••••• _ •••••••• _ •• _ ••••••••••• _ •• R_ •••••••••••••••••• __ •••••••••• _ ••••••• _ ••••••••••••• _ •• _ •• •••••••••••••••••••••• _ •••••••••• , ••••• , ••••••••••••••••••••••••• ~_ •• _ •••••••••••• _ ••• _ ••••••••••••• __ ~, •••••• _ •• ••••••••• ~ •••• _ •• _ •• ~, ••••••••• __ ••••• _ •••••••••••••••••• _ •••••••

_ •••••• ,-_ ••• ,,, •••••• - --- ••••• _ •••• __ ._ ••••••• _ •••• _ ••••••• _R ••••• _,_ ••••• __ •••••••••• _ ••••••••••• •••••••••• _ ••••• __ ••••••••••••••••••••• _ ••••• •••••••••••••••• __ ••••••••••••• _ ••••••••••••••••••••••••••• ._ ••••• _ •••••• _ •• _ ••••••••••••••••••• _ •• _ ••• __ •••••••••••••••••••••••• _ •••••• , •••••••• _ •••••
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Mftu s6 06. S6 Nh~p tai li~u

1.Bia: 210 x 297mm

II. NQi dung: 210 x 297mm

TEN CO QUAN, DON VI

SO NHAp TAl LIEU. .

S6: .
, ,
B~ A-~. N' th ' ~at UCl.u: gay.......... ang nam .
K8t thuc: Ngay thang nam .

NAM: .

~

So ThOi gian Savin bin Ten cO"quan, Ten phong sa ThOi gian sa Dic di~m tili lieu Ghi chuIT giao nQp giao ni)p ca nhan nQp phong tili lieu lU'0112 . .
(1) (2) (3) (4) (5) (6) (7) (8) (9) (10)

-- - -
- -

-- _._--- -------
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M~u 86 07. 86 Xufit tai li~u

I. Bia: 210 x 297mm

II. N9i dung: 210 x 297mm

TEN CO QUAN, DON VI

SO XUAT TAl LIEU•
86: .

B~t d~u: Ngay thang nam .
K@tthuc: Ngay thang nam .

NAM: .

~
l

L

:

s6 ThOi gian Van ban lam can Ly do xu~t s6 phong s6 h8 SO' Ml}cll}cha sO', Sa IU'Ql1gh6 sO', Ghi chuTT xu~t crr tai li~u tai li~u xu~t di
(1) (2) (3) (4) (5) (6) (7) (8) (9)

............................. _ •••••••••••••• M ••••••••••••••••••••••• __ •••••••••••••••••• ._-_ ........................ __ .............................. _ ............ _- ....._ .............. _-_ ................_.- ........................ __ ...._ .... ......................... __ ..............•.......................... __ ..." ........ ........... _ ........................ _ ................................. .................................................................... .................... .............. .......................... -_ ........... _ .......-.....-_ ........ .............,_....._.._._..~...~_~.M_.......~.

_.__.__ .M._....._ -~._-_._-_.__ ._._--_._ ....~-____ M~__ .~__ .M._._ ..._
1'-.-....-----.--.-- ....--- ..---- ..-- ---~-_.~~~-~.._~.~._~._-_._...... __.- ..~~.._._ ...... __ ...._._ ...._.__ ..- ....._-_ ...._ ...- __ •• ~ •••••••• __ •• __ •••• ~ ••• ___ ••••••••••• __ H_._ ••• _ •••• _ ••• ._~~.....•-.~.~..._~......__ .._ .._.__ ._._._ ....__ . --_ ...._~.....__ ._._--_.~.

....•............. _ ........... _ .................. _ ..._._--_._ ............ _ ............. - ........... _ ............ _-- ......... __ ..................... _.__ ..-........ _ ..- _.M._ ...__ ..._....... _. __ .._ .......... H.~ ••• H •••• _...... •• •••••••••••• _ •••••••• ............. -......._ ............... _ ................. _ .................. _ .. •• •••••••••• _ •••••••••••••••• _ •••• H ••••••••• _ ••• _ ••• ~~ •• ~~~~.~ •••• .._ ••••••••••• ___ H_ ••••••••••• ~ •••••••••• _ ••••• __ ••••••••••••••••••••••••• .......................... _ ............. _ ...........•........ __ ._ ......... H ••••• ~ ••••••••• _ ••••• _ ••• _._ •••••••••• _ •• _ •••••

I
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Mau s6 08.86 Dang kY dQc h6 so", tai li~u

1.Bia: 210 x 297mm

TEN CO QUAN, BON VI

.2:"" , ,. '- •••.

SO DANG KY DQC HO sa, TAl LI¥U
86: .

B:. d;" N' th' ~at au: gay.......... ang nam .
KSt thuc: Ngay thang nam .

NAM: .

II. NQi dung: 210 x 297mm

~
~

S6 ThOi Hq, ten, Cap Don vi Ten Nqidung Sa hrqng Kymuqn Kytra Ghi
TT cian sa chtlnl! minh bac phonl! ch1i
(1) (2) (3) (4) (5) (6) (7) (8) (9) (10) (11)

._- ...- -- --
._--- ---_ . .._- -'-' ----I--

-~-- -- ,..--' -- -- -------',

9 ..



M~u s6 09. PhiSu yeu c~u dQc (sao) tai li~u

~ A ~ '-PHIEU YEU CAUDQC (SAO) TAl LI~U

H ,,.. S:" h' '00 C:.. b"Qva ten: 0 c rmg ml ap ~c: .
Chuc Vl.:l: ••••••• ; •••••••••••••.•••••.••• ; •••••••••••••••••• Dan. vi: , .
C" ~ (' ,.. . ,. h'" ) " , h ' ~ong van gmy glO1t lttU so ngay t ang nam .
Do cftp.
M\lc dich nghien cUu : .

So Ten phong ~ ' S8 van ban ThOi gian CO" quan ban Trich y~u
TT

So ho sO" van ban himh
1 2 3 4 5 6 7

.__._---- ----------- ---_.- ._---- -_._---

'-~----_.__ ._--- --- ---------- _._--~_.._-_.__ .
_____ ..__.______.__ ._._________ .___.____ ..__ ._._____.___ ._ri .._"_'___ '__

---- --.---_.__.- ..._-----.----- .- ._._----_ ..- _._------- ._-_.- -

--- -------- -_._--- ._-_.- --_ ...---_.- -_._--_._---- ----_._--_ ..._----_._ .....__._------_._. __._--------_ ....._----

-----, ----------- ._------ --_._-_._--_._._ .1---._._-----_ ..__._-------_ .._----- -----_._-_._._-_ .._ ....__ .._-----_._--------_._----_.

..-

..

NGUOIYEUeAu

B~i hi Nguy~n Van A

Y KIEN eVA NIlAN VIEN LUU TRU

Trung uy Ph~m Thi H

PHE DUY:E:T
(Chucv¥)

B~i ta Biti Van B

10
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M~u sf, 10. QuySt dinh huy tM li~u hSt gia tfi

..

TEN Cd QUAN COO QuAN
TEN co QUAN, DON Vl

S6: /QD- ..

CQNG HOA xA HQI CHU NGHiA VI~T NAM
DQc l~p - T\f do - H~nh phuc

•••• J ngay ... thang ... nam 20 ...

QUYETDINH
V~vi~c huy titi li~u h~t ghi tri

(CHUC DANH NGUm KY)

Can cu Lu~t LUll tm narn 2011 ;

Can cu Quy chS v@cong tac Van thu, lUll tm va bao rn~t tai li~u ban hanh
kern theo Thong tu sf, ... /2012/TT-BQP ngay ... thang ... narn 2012 cua BQ
truemg BQQuf,c phong;

C~ , Q ~ d'nh ~ /Ql:'\ ' h' ~? Aan cu uyet! so .u- ngay tang narn cua ve
vi~c thanh l~p HQi d6ng xac dinh gia tfi tai li~u;

Xet d@ughi cua Chu tich HQi d6ng xac dinh gia tfi tai li~u (Tatrinh sf,
/TTf-HDXDGTTL ngay ... thang ... narn ....),

QUYETDINH:

Di~u 1. Cho phep tieu huy h6 sO',tai li~u hSt gia tIi thuQc Phong
lUlltm (co Danh rn\lc tai li~u hSt gia tfi kern theo).

Di~u 2. Giao cho (cO'quan bao rn~t lUll tm) t6 chuc huy theo
dung quy dinh cua phap lu~t.

Di~u 3. Chu tich HQi d6ng xac dinh gia tIi tai li~u va cac d6ng chi co lien
quan chiu tfach nhi~rn thi hanh QuySt dinh nay.!.

Noi nhfjl}:
- NhuDieu 3;
- LUll: VT, .... ;H06.

CHi HUY co QUAN, DON VJ

(chft kYJ con ddu)

11
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Mftu 86 1Ga. Danh ffi\lC tai li~uhSt ghi trt

DANHMUC
Tid li~u h~t ghi tri

(Kern thea quyit ainh s8 /QD- ..
ngay thcmg narn 20 eua .... .)

sa sa, kY
TT hieuVB

(1) (2)

CO" quan
ban hanh

(3)

Trich y~u nQidung

(4)

Ly do huy

(5)

Ghi
chii

(6)

--- ._-_ - _ __ __ ..-_ _ .._ .._-_._._._---------_._ ..- ---_.-- ..- .._-_.- _ ..__ __ -

.._- -'-"-'-'-"-'-- -_ __ ._._--_ _. _ -_ .._ _-----_.- .._ ..•_--_ __ .._.- _ __ .._-_ .._--_ ..__ _-
-_ .._. ------ -_ .._-_._ .._-_ __ _._-_ ....•._-_._-_ _._-_ .._--_.- ..__ ._--_ .. ---_ .._----_ .. ---_ .._-_.
---_ .._- _ .."'_ _ _-_ .. _ ..__ .._---_ _------_.-_ .._-----_._-_ - __ .._ __ .._-- _ __ _._.-

.._-- ._-~-.-..._-.- -_._._--_._. -_. __ .__ ._.,_.-_._._---------_._-----_ ..._._.------- .._--_._ ...-

----_._-_._ ..•.._ .. _ ..._-------_ .. -_ .....__ ._----------_ ....._._---_ ..- ----------_ ..----_ ..-

._---_ ..- _ .._--_ ..._-- --_._._--_._ ...__ ....._-_ ...._ .._ .._-_.__ .__ ._.

-_ - .._ ..__ .._ ..__ - _- -_._ _ _._---- -_ .._ .._-_._--_ .._--_ .._----_ .._-_ .. --------_.- .._-_ -

1---.._. --- ..- ..--- ---. ...---_ _ -..-._---------_._ .._---.- .._--- _._-_.-

---_. __ .. _---------_ ..-_ .._-_ ..

--.f-- ...-..---

---+ _--- ----_ _--- _-_ .

_ .._---_ ...- --_ .._------ -----

._-------_ ..._-

_..- ....._--_._---_._--_ ..._ .._ ....__ ._--_ .._-_.__ .._._--_ .._--_ .._-----_ .._ .._-_.__ .._-_.
--_ ..------_ .._- ---_ .._ ...__._-_ .... ----_ ..__ ._._ .._-----_ ..__ ..- ---_ ..----_ .._----

...- _._-_ ..._--- - ...._-_._----

-- -_ ...._..- ---_ ..._-_ ... --_._--_ ..

._-- ----_ ..._---_._ ..

--- ..-f-- ..----.-- ..---------- -- ...--- ..---------

-._- -_ .. _ ..__._-_ ...._-_ ...__ ....

_ ..._----_ ..-_ ..'--_ ..
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M~u s6 11. Bien bi'mhuy tai li~u hSt gia tfi

TEN CO QUAN CHU QUAN
TEN co QUAN, DON Vl

S6: /BB- ..

CONG HOA xA HOI CHU NGHiA VIET NAM. . .
D{)cI~p - T\f do - H~nh phuc

...., ngay ... thang ... nam 20 ...

BIEN BAN
Huy Uti li~u h~tghi trj

Can cil QuySt dinh s6 /QD- TM ngay thang narn cua .
vS vi~c huy gia tfi tai li~u hSt gia tfi;

Hom nay, vao h6i gia, chung toi g6rn:

1. D6ng chi: Cc1pb~c:

Chilc Vl): D~i di~n

2. D6ng chi:

Chilc Vl):

3. D6ng chi:

Chilc Vl):

Cc1pb~c:

D~i di~n

Cc1pb~c:

D~i di~n

Dff tiSn hanh huy s6 tai li~u hSt gia tfi thuQc Phong: .

PhU011gphap huy: .

Chung toi dff tiSn hanh huy hSt s6 tai li~u ghi tfong Danh rn\lCkern theo
QuySt dinh tren.

Bien b~mnay l~p thanh 02 ban, lUll h6 sO'01 ban va 01 ban gui cO'quan
nghi~p Vl) cc1ptfen./.

CHi HUY CO QUAN, DON VJ

(ehii kp, con dim)

D~IDI~N
CO" quan bao v~

(ehii kp)

cfip b~c, hQ va ten

D~I DIJj:N
T6 huy tili Ii~u

(ehii kp)

13



•.

1. Mfiu Ban Cam kSt bao v~ bi m~t nha nuac va bi m~t qu6c phong

2. Mfiu Ph1,111,1cth6ng ke tai li~u mang di cong mc nuac ngoai

2a. Mfiu Ph1,111,1cth6ng ke thiSt bi (mfiu v~t) chuySn giao cho d6i tac nuac
ngoai

3. Mfiu sa Theo d5i cong van, tai li~u m~t cua can bQ

4. Mfiu sa Dang leY v~t mang tin.



/



~-------~ --- - - ---- - -~._-----_._---- •.._._--_ ..---. - - ... -_ .. -- ~-"._. _ ..... -_. _ .._ ...~ - _. _._-_ .. -- -- .__ ._-_ ..._--------- - --_._------_. --------_._---_.__ .--------_ .._-- ._._--_. -_.- - ------..
•

Mfiu s6 01. Ban Cam kSt bao v~ bi m~t nha nuac va bi m~t qu6c phong

CQNG HOA xA HQI CHV NGHiA VI~T NAM
DQc l~p - Tl}.' do - H~nh phuc

BA.NCAMKET
BAoveBiMATNHANV6CVABiMATQu6cPHONG

HQva ten: .
Ngay sinh: .
Q" ,ue quan: .
C~p b~c: .
Chilc V\l: .
:L\ ." ,van VI cong tac: .
:L\ d '? d'" , . ,vUO'C an VI cu I cong tac tal nuO'c: ... .
T' , th' ~ dJ.. , th' ~u ngay..... ang nam....... en ngay..... ang nam .
Toi hiSu r~ng, vi~c gift gin bi m~t nha nuac, bi m~t qu6c phong la dS bao

v~ IQ'iich T6 qu6c Vi~t Nam va Quan dQi nhan dan Vi~t Nam. Toi dfi duQ'chQc
t~p cac quy dinh vS bao v~ bi m~t cua Nha nuac, BQQu6c phong;

TOI XIN CAM KET:

- Th\Ic hi~n nghiem mQi quy dinh bao v~ bi m~t nha nuac, bi m~t qu6c
phong trong quan h~ giao dich vai ngueri, t6 chilc nuac ngoai duQ'cThu tru6ng
BQ cho phep.

- Khong dS m~t, lam IQnhfrng bi m~t Nha nuac, qu6c phong mang theo
va nhfrng nQi dung khong thuQc ph~m vi duQ'cphep trao d6i.

Toi xin chiu trach nhi~m truac phap lu~t va ky lu~t quan dQi vS nhfrng vi
ph~m leri cam kSt cua minh.l.

CHirNGNH~N
CVA THV TRUONG DON VJ

(chft kY, dong d6u)

C~p b~c, hQ ten

Ngay. ..... thang .....nam 20.....
NGUaI CAM KET

(chft kY)

C~p b~c, hQ ten
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Mfiu s6 02. Ph\ll\lc th6ng kS tai li~u mang di cong tac nuac ngoai

Ph1}l1}c
THONG KE TAl LI~U

(Kern thea C6ng Wln (Quyit tlfnh) s6 ./ ..- .
ngay thang. .... narn 20.... cua .)

, ,
89 Ohis0 ThOi gran Ca quan Trich , 8an S0

TT ban hanh ban hanh yeu V! tinh IUQ'Ilg m~t chu
(1) (2) (3) (4) (5) (6) (7) (8)
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Mfiu s6 02a. Ph\ll\lc th6ng kS truSt hi (mfiu V?t) chuySn giao cho d6i mc nuac ngom

Ph1}I1}C
THONG KE THIET Bl (MAU V~T)

(Kern thea C6ng van (Quyit dfnh) s6 ./ ..- .
ngay .... thang. .... narn 20..... cua .)

sa
Mil sa Lo~i thi~t hi Don sa

TT (m~u v~t) vi tinh IU'Q'Ilg
DQm~t Ghi ch6.
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M~u s6 03. 86 Theo d6i cong van, tai li~u m~t cua can bQ

..
•

86 Ngay 86 86 Ngay Ca quan 86 86 D9
Chuy~n sang nguO'i khac ho~c tra bao m~t

TT nh~n d~n van van ban ban Trich y~u bc!m to' m~t Chfr GhicM
bc!m hanh Ngay H9 ten Dan vi

leY
(1) (2) (3) (4) (5) (6) (7) (8) (9) (10) (11) (12) (13) (14) (15) .
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M~u s6 04. S6 Dang leY v~t mang tin

1. Bia (190 x 290) mm

DON VI .

II. N<)idung ben trong s6 (190 x 290)

.K.... ."
SO DANG KY

V~t mang tin m~t

Ngay bat dau .
N '- k~' h'gay et t uc .
Q j! ~,uyen so .

M~u s6 narn 2012

IT Ngay HQ va ten Cap b~c Don vi Chung lo<;ti S6hi~u TB, Dung luqng Chfrky Ohi chuthang tern
(1) (2) (3) (4) (5) (6) (7) (8) (9) (10)
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