UY BAN NHAN DAN QUAN 6 CONG HOA XA HQI CHU NGHIA VIET NAN
TRUONG THCS HAU GIANG Dgc 1dp — Ty do — Hanh phic

S6: 64a/QD-HG Qudn 6, ngay 16 thang 9 ndm 2024
QUYLT PINH

Ban hanh Quy ché céng tic Viin thw, Luu triv
Truong Trung hoc Co sé Hiu Giang

HIEU TRUONG TRUONG THCS HAU GIANG

Can cir nhiém vu va quyén han ciia Hi¢u trucng truong THCS quy dinh
tai Thong tu so 32/2020/TT- ~-BGDDT ngay 15 thing 9 ndm 2020 ciia Bé Gido
duc va Dao tao Ban hanh Diéu I¢ ruong trung hoc co s6, truong trung hoc
Ppho thong va truong phé théng cé nhiéu cdp hoc,

Cdn cir Ludt Luu trit ngay 11/11/2011;

Cdn cit Nghi dinh 56 01/2013/NP-CP ngay 03/01/2013 ciia Chinh phi
quy dinh chi tiet thi hanh mét sé diéu clia Ludt Luu trit;

Cdn civ Nghi dinh s6 99/2016/NB-CP ngay 01/7/2016 ciia Chinh phi
quy dinh vé quan Iy va sir dung con ddu;,

Cdn cit Nghi dinh s6 30/2020/NP-CP ngay 05/3/2020 ciia Chinh phii vé
cong tdc vén thu;

Theo d€ nghi ctia nhan vién [am cong tic Vin thu trudng.

QUYET DINH:

Piéu 1. Ban hanh kém theo Quyét dinh ndy Quy ché ¢ong tac Vin thu -
Luu trit truong THCS Héu Giang.
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Dicu 2. Quy¢t dinh nay c¢6 hiéu luc thi hanh ké tu ky va co6 hiéu lyc dén
khi c6 vin ban mdi bd sung.

Piéu 3. Céc bd phan, cd nhan thudc ngudn nop luu tai liéu vao Luu trit
truong THCS Hau Giang va Hiéu truedng chiu trach nhiém thi hanh Quyét dinh
nay./.

Noi nhin:

- Nhu diéu 4
- Luu: VT,HS08
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by, --—”“'/x -
Huynh Haiih Diém Phic






UY BAN NHAN DAN QUAN 6 CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG THCS HAU GIANG DPjc 14p — Ty do — Hanh phic

QUY CHE
Quy ché cong tac Vin thw, Luu triv trweong THCS Hau Giang
(Ban hanh kém theo Quyét dinh s6 64//QD-HG ngay 16 thang 9 nim 2024 cia
Truong THCS Hau Giang)

Chuong I
QUY DINH CHUNG

Diéu 1. Pham vi di¢u chinh va doi twong ap dung

1. Pham vi ap dung

a) Quy ché nay 4p dung cong tdc quan ly va hoat dong van thu, luu trix
tar Truong THCS Ky Tién.

b) Trudng hop cac co quan ¢6 co quan, td chirc hodc don vi trye thude
khong co quy dinh khac véi quy dinh cia co quan cap trén thi co thé quy dinh
ap dung chung cho tat ca cac co quan, to6 chirc va don vi truc thude.

2. Dot tugng diéu chinh

a) Cong tac van thu bao gom céc cdng viéc v€ soan thao, ky ban hanh
van ban; quan ly vdn ban; 1dp ho so va ndp ho so vao Luu trilr co quan; quan ly
va st dung con dau, thiét bi luu khoa bi mat trong cdng tac van thu,

b) Cong tac luu trlt bao gom céac cdng viéc ve thu thap, chinh 1y, xac
dinh gia tri, bao quan, thong ké va st dung tai li¢u hinh thanh trong qua trinh
hoat dong cua co quan.

Dicu 2. Giai thich tir ngi

1. Cong tac van thu bao gom vi€c soan thao va ban hanh van ban, t6
chitc quan ly va xtr ly van ban, 1ap ho so cong viée, quan 1y va str dung con
dau.

2. Cong tac luu trlr bao gdm vi€e thu thap, chinh 1y, xac dinh gia tri tai
li€u, bao quan, t6 chuc khai thac, sir dung va ti€u huy céac ho so, tai liéu luu triy
hét gia tri.

3. HO so la mét tap van ban, tai liéu cd lién quan voi nhau vé mot van
de, mot su viéc, mdt doi tugng cu the.

4. Lap ho so la viéc tap hop va sap xCp vin ban, tai liéu hinh thanh trong
qua trinh giai quyét cong viée thanh ho so theo nhitng nguyén tac va phuong
phap nhat dinh.

5. Ban goc van ban 1a nhiing ban thdo cuodi cung dugc nguoi ¢d tham
quyén duy¢t va tir do hinh thanh ban chinh van ban.
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6. Ban chinh van ban la ban hoan chinh vé& noi dung va theé thirc van ban
duoc co quan ban hanh. Ban chinh ¢6 thé dugc 1am thanh nhidu ban c6 gia tri
nhu nhau.

7. Ban luu van thu 1a ban chinh vin ban c¢é chi ky truc ti€p (chit ky
twoi) clla nguoi c6 tham quyén.

8. Vin ban s6 1a dang vin ban & dang t&p tin trén may tinh.

9. Vin béan di 1a van ban do truong THCS Hau Giang hodc cac b phén
thugce truong THCS Héu Giang ban hanh, giri ndi b hoiic gui co quan, don vi
khac.

10. Véan ban dén l1a van ban do cic co quan, don vi khac ban hanh gui
dén truong THCS HAu Giang.

11. Co s¢ dit ligu van ban 1a tap hop hé thong trich yéu vin ban va tep
van ban dinh kém trén may tinh.

Diéu 3. Trach nhi¢m thye hién.
1. Trach nhiém ctia Higu trudng trong viéc quan ly cong tac van thu —
Luu trir:
- Ban hanh, chi dao viéc thyc hién ché do, quy dinh v€ cong tdc vin
thu — luu trft theo quy dinh ctia phép luat hién hanh.

- Kiém tra viéc thuc hién cic ché do, quy dinh vé cong tac trinh bay
vin ban dbi véi cac bo phan truc thudc; giai quyét khiéu nai, t6 cao
va xUr ly vi pham phép luat vé céng téc vin thu — luu trit theo thAm
quyén.

2. Mdi can bd, cong chie, vién chiic, nguoi lao donbg thudc truong
THCS Héu Giang trong qua trinh giai quyét cong viée lién quan dén cong tac
véan thu — luu trlt phdi thye hién nghiém tc céc quy dinh tai Quy ché nay.

Di¢u 4. Nguyén tac Quan ly viin ban dén, viin ban di

1. Tét ca van ban dén, vin ban di ctia nha truong,trir truong hop phap
luat c6 quy dinh khéc, déu phai duge quan ly tap trung, thong nhat tai vin thu
cua nha trudng.

2. TAt ca vin ban gri dén nha truong bang bit ct hinh thirc nao (duong
buu dién, Fax, do lanh dao, vién chiic nhan vé) déu duoc tiép nhan va lam thu
tuc ding ky vin ban “Pén” tai vin thu. Vin ban dén, viin ban di thudc ngay
nao phéi dugc dang ky, phat hanh hodc chuyén giao trong ngay, cham nhét la
trong ngay lam viéce tiép theo. Vin ban dén cé dong cac diu méc do khén:
“Hoa tde” (ké ca “Hoa toc” hen gi®), “Thuong khin” va “Khan” (sau day goi
chung 14 vin ban khan) phai dugc déng ky, trinh va chuyén giao ngay sau khi
nhan duoc. Vin ban khén di cin dugc hoan thanh thu tuc phat hanh va chuyén
phat ngay sau khi vin ban duoc ky ban hanh.

3. Vén ban, tai liéu mang bi mét nha nude (vin ban mat) dugc dang ky,
quan ly theo quy dinh ctia phép luat hién hanh vé bao vé bi mat nha nude.



Pictu 5. Nguyén tic quan Iy luu triv

I. Trudng THCS Hau Giang thong nhit quan 1y tai liéu Luu trit hién
hanh.

2. Hoat dong vin thu, luu trit duge thuce hién théng nhét theo quy dinh
cua Phap luat.

3. Tat liGu Phéng Luu trr truong THCS Hau Giang dugce nha truong

thong ké.

Ditu 6. Ché dd bio v¢ bi mat nha nuée trong cong tic vin thu, lwu
triv

Moi hoat dong trong pham vi cong tac van thu, luu trie cf}a cO quan, td
chire phai tuan theo cac quy dinh cua phap ludt hién hanh v€ ché d bao vé bi
mat nha nude; quy dinh tai Nghi dinh s6 33/2002/ND-CP ngay 28 thang 3 ndm
2002 cua Chinh pht quy dinh chi tiét thi hanh Phap 1énh Bao v¢ bi mat nha
nuoc.

Chwong II
CONG TAC VAN THU

Diéu 7.Thé thire va k§ thuit trinh bay vin ban

1. Thé’ thirc va ky thuat trinh bay van ban quy pham phép ludt cua
UBND cac cap thyc hién theo quy dinh tai Nghi d’jnh 50 34/2016/ND-CP ngay
14/5/2016 cua Chinh phu quy dinh chi tiét mot so6 di€éu va bién phap thi hanh
Luat ban hanh van ban quy pham phap luat.

2. Thé thtc va ky thuat trinh bay vin ban hanh chinh thuc hién theo quy

dinh tai Nghi dinh s6 30/2020/ND-CP ngay 05/3/2020 ctia Chinh phu vé céng
tac van thu.

3. Vin ban chuyén nganh: Thyc hién theo huéng dan co quan quan ly
nganh.

4. Van ban trao do1 vdi co quan, to chirc hodc c¢a nhan nudce ngoai: Thuc
hién theo céc quy dinh hién hanh cta phap luit va theo thong 1€ quoc té..
Dicu 8. Soan thio van ban

Soan thao van ban hanh chinh va cac van ban khac duoc thuc hién nhu
sau:

1.Can ctr tinh chat, ndi dung cua van ban can soan thao, nguoi ding dau
co quan, to chuc giao cho don vi hodc ca nhan soan thao hodc chu tri soan thao
van ban.

2. Pon vi hodc cd nhan dugc giao nhiém vu soan thao van ban ¢ trach
nhiém vé ndi dung va tinh chat phap ly ctia van ban.
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Dicu 9.Ti¢p nhan, ding ky vian ban dén

1. Tiép nhén van ban dén thuc hién nhu sau:



a) Van ban dén co quan, td chirc bit ky ngudn nao déu phai qua van thu
lam tha tuc tiép nhén, dang ky.

b) Vin ban dén ngoai gi0 hanh chinh, vao cac ngay nghi, ngay 18, ngay
tét, nhan vién thuong tryc - bao vé cla co quan, t& chitc co trach nhiém tiép
nhan, cét gilt an toan va ban giao day du cho van thu vao dau glo sdng ngay
[am viéc tiép theo; dbi véi vin ban khin hodc néu phét hién thiéu ho#ic mét bi,
tinh trang bi khong con nguyén ven hoidc vin ban duoge chuyén dén muén hon
thot gian ghi trén bi phéi bdo cdo ngay Hiéu trudng dé xir ly kip thoi.

¢) Tét ca vin ban gri dén nha tr uong bang bat ci hinh thirc nao (duong
buu di¢n, Fax, do lanh dao, vién chiic nhan vé) déu duoc tiép nhén va lam thi
tuc dang ky vin ban “Dén” tai vin thu. Trong truong hop gip, céc ban Fax
duge xtr [y nhu vin ban dén dé dam béo thoi gian, nhung sau d6 phai cé ban
chinh vin ban dé d¢am bao tinh phap ly.

2. Béc bi, gt viin ban dén thyc hién nhu sau:

a) Vin thu khong boc bi vin ban dén co6 dong déu chix ky hiéu do “Mat”,
“Ti mat”, “Tuyét mat” (bi van ban mat) va diu “Chi nguoi ¢o tén mdi duoc
boc bi”; vdn ban giri cho tb chitc Dang va cic Doan thé, cac bi vin béan gui
dich danh nguoi nhan, dugc chuyén tiép dén noi nhén.

Déi vé6i nhiing védn ban gui dich danh nguoi nhén, néu 13 vin ban lién
quan dén cong vi€c chung clia co quan, t6 che, nguol nhan van ban ¢ trach
nhiém chuyén lai cho vin thu dé ding ky.

b) Van thu béc bi tit ca cac loai vin ban dén khong thudc quy dinh tai
diém a khoan nay. Khéng [am hu hai hodc de sot van ban trong bi, kiém tra dbi
chiéu vin ban véi sd, ky hiéu ghi trén bi; néu phat hién ¢6 sai sot, nhim 13n
hodc vin ban giri dén khéng ding dia chi phai bdo céo lai hodc gui tra lai co
quan gui van ban trong truong hop can thiét, vin thu 14p bién ban, ddng thoi
bao cdo Hi€u trudng;

©) Déi v6i vin ban ¢6 ddu hoa tée hen gid, don thu khiéu nai, nhitng van
ban can duoc kiém tra, xac minh; van ban cé ngay phat hanh gui cach qué xa
ngay nhén (trén 30 ngay), trén bi va vian ban c6 do mat, d6 khan hoiic sb ky
hi¢u khong thong nhét gitta ngoai bi va trong vin ban, vin thu phai git lai bi
va dinh kém vin ban dé theo dbi.

3. Dong diu “Pén”, ghi 50, ngay dén thyc hién nhu sau:

a) Van ban dén cua co quan, td chirc phai duoc tap trung tai vin thu dé
lam thu tyc tiép nhén, dang ky, trr nhiing loai vin ban dugc ding ky riéng theo
quy dinh cta phap luat.

b) Vin ban dén thude dién dang ky tai vin thu phai dugc déng d'iu
“Dén”; ; ghi s6 dén va ngdy dén (ké ca gior dén trong nhiing truong hop can
thiét). Bm V01 ban Fax phai chyp lai truée khi dong dau “Dén”; ddi voi vin
ban dén duogc chuyen phat qua mang, trong trudng hop can thIct c6 thé in ra
va lam thu tuc déng dau “Bén”.



¢) Déi véi nhiing van ban dén khong thuge dién dang ky tai vin thu thi
khoéng phai déng déu ¢ Ben ma duoc chuyén cho don vi hodic ca nhan c6 trach
nhiém theo doi, giai quyét.

4. Vin ban dén duoc ding ky vao sd ding ky van ban dén hodc co sé dit
li€u van ban dén trén may vi tinh.

Vin ban mat dén duoc ding ky bang mdy vi tinh thi may vi tinh khong
dugc nbi mang LAN hoic Internet.

Piéu 10. Quin ly vin ban di

Van ban do co quan, t6 chirc phat hanh (got chung 1a van ban di); trudce
khi thuc hién thi tuc dé phat hanh, véan thu kiém tra vé hinh thirc, thé thirc va
ky thuét trinh bay van ban; ghi s6 va ngay thang vin ban; déng ddu co quan va
dau khan, mat; diang ky van ban di; Lam tha tuc chuyén phat va theo dai viéc
chuyén phét van ban di; Luu vin ban di.

Vin ban di dugc dang ky vao sd ding ky vin ban di hodc co s& dit liéu
vin ban di trén may vi tinh theo hé thdng chung cta co quan, td chirc do vin
thu thdng nhat quan 1y.

Mau S6 ding ky vin ban di va viée diang ky van ban di, k& ca ban sao
vdn ban va van ban mat thyc hi¢n theo hudng dan tai (Phu luc VI) kém theo
Quy dinh nay.

Diéu 11. Péng diu, chuyén phat viin ban di

1. Béng dédu thue hién theo quy dinh.

2. Thyc hién thi tuc chuyén phat hanh vin ban.

3. Van ban di phai dugc hoan thanh thu tuc van thu va chuyen phat ngay
trong ngay ky vin ban d6, cham nhat 1a trong ngay lam viéc tiép theo.

Chuyén phat van ban mét dugc thyc hign theo quy dinh tai Pidu 10 va
Diéu 16 Nghi dinh s§ 33/2002/ND-CP va khoan 3 Thong tu sd 12/2002/TT-
BCA(AL11).

4. Vin thu co quan c6 trach nhiém theo ddi viéc chuyén phat vin ban di,
cu thé nhu sau:

a) Lap phiéu gui dé theo ddi viée chuyén phat van ban di

b) Dbi véi bi van ban gii di nhung vi Iy do nao d6 ma buu dién tra lai
thi phai chuyen cho don vi hogc ca nhan soan thao vén ban do; dong thoi, ghi
chti vao s6 giii vin ban di buu dién dé kiém tra, x4c minh khi can thiét.

d) Truong hop phat hién van ban bi that lac, phai kip th&i béo cdo nguoi
duoc giao trach nhiém xem xét, giai quyét.

Diéu 12. Lwu viin ban di

1. M6i vin ban di phai luu hai ban: Ban géc luu tai Vin thu O quan, t0
chtic va ban chinh lyu trong hd so ctia don vi soan thao van ban (hé so cong



vi¢ce). Ban goc luu tai Van thu co quan, to chiic phai co chit ky truc tiép cua
ngudi ¢6 thim quyén, duoc dong diu va sap xép theo thir ty ddng ky.

2. Vige luu gitt, bao vé¢, bao quan va st dung ban luu vin ban di c6 dong
dau chi cac mirc d6 mat duoc thire hién theo quy dinh ctia phap ludt vé bao vé
bi mat nha nudec.

3. Van thu co quan c6 trach nhiém lap s0 theo ddi va phuc vu kip thoi
yeu cdu st dung ban luu tai van thu theo quy dinh ctia phap luét va quy dinh cy
thé cta co quan, to chirc. Mau S4 six dyng ban luu va viéc ghi so thyc hién
theo huwéng dén tai (Phu luc X) kém theo Quy dinh nay.

Dicu 13. LAp Danh muc hd so

1. Cén ctr chu yéu dé lap Danh muc ho s0, bao gom:
a) Chuc nang, nhi¢m vy, quyén han, co cu td chic ctia co quan, don vi,
b) Quy ché lam viéc cia co quan;

c) Ké hoach, nhiém vu cong tac hang ndm cua co quan, don vi va cua
mdi cdn bg, cong chire, vién chiic;

d) Danh muc hd so, Bang thoi han bao quan tai liéu va Muc luc hé so
cua co quan, cia nhitng nam trude.

2. Xay dyng khung d€ muc ctia Danh muc ho so.
3. Xay dung Danh muc ho so.
Di¢u 14. M¢ ho so, cip nhit viin ban vao ho so, hoan thién hd so

1. Can bg, cong chirc, vién chirc duogc giao giai quyét, theo doi cong viéc
cta nha truong c6 trach nhiém mo ho s0. M hd so 1a viéc lay mot to bia hd so
va ghi nhiing thong tin ban ddu vé hd so, nhu: ky hiéu hd so, tiéu dé hd so,
nidm mé& hd so. Bia hd so duge thuc hién theo Tiéu chuan qubc gia TCVN
9251:2012 “Bia ho so” ban hanh kém theo Théng tu s6 07/2012/TT-BNV ngay
22 thang 11 ndm 2012 cta Bo Noi vu.

Can b9, cdng chire, vién chiic dya vao Danh myc ho so va bia hd so da
c6 dé mé hé so, bd sung va hoan thién hd so.

Tiéu dé hd so cin ngan gon, 16 rang nhung phai khai quat duoc noi dung
cua cac van ban, tai ligu s& hinh thanh trong qué trinh theo doi, giai quyét cong
vige. Viée viét tiéu dé hd so thyc hién theo hudng dan tai (Phu luc XII) kém

theo Quy dinh nay.

2. Can bg, cong chirc, vién chiic cO trach nhi¢m cap nhat tat ca van ban,
tai liéu trong qua trinh theo ddi, giai quyét cong viée vao hd so tuwong tng, ké
cd tai liu phim, anh, ghi 4m

3. Hoan thién ho so thuce hién nhu sau:

a) Kiém tra mtrc do dAy du cta vin ban, tai lidu c6 trong hd so, néu thiéu
can bd sung cho du; xem xét loai ra khoi hé so nhiing védn ban tring, ban nhap,
ban thao néu da c6 ban chinh (trkr ban thao vé van dé quan trong cé ghi v kién
chi dao ctia lanh dao co quan hoiic v kién gop v cia cac co quan hiiru quan);



b) Sip xép cac vin ban, tai liéu trong hd so theo trinh tu giai quyét cong
vi€c hodc theo thot gian, tén loai, tdc gid cua van ban; xem x¢ét thoi han bao
quan cua hé so (thue hién theo Bang thoi han bao quan hd so, tai liéu cia co
quan, t6 chtc).

c) Néu hét nam ma coéng viée chua giai quyét xong, thi chua thue hién
viée két thiic, hd so s& duoc chuyén sang nim sau theo ddi giai quyét va dua
vao Danh muc hd so nam sau.

Pidu 15. Quén Iy va sit dung con diu

a) Khong giao con dau cho nguoi khac khi chua dugce phép bang vin
ban ctia ngudi ¢6 thim quyén;

b) Phai tu tay dong dau vao cac van ban, gidy to clia co quan;

¢) Chi duge dong dau vao nhiing vin ban, gidy to sau khi da cé chir ky
clia nguoi c6 tham quyén;

d) Khong duoc dong dau khéng.

Chuong IIT
CONG TAC LUU TRU

DPiéu 16. Trach nhiém ciia Lwu triv co quan

1. Gilip ngudt dung dau co quan, to6 chirc huong dan viée 1ap ho so va
ndp luu ho so, tai liéu vao Luu trit co quan.
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2. Thu théap, chinh 1y, x4c dinh gia tri tai licu, théng ké, bao quan va to
chire st dung tai li€u luu trir.

3. T chiic huy tai lidu hét gia trj theo quyét dinh ctua ngudi ding dau co\
quan, td churc. X
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Di€u 17. Lap ho so' va nop luu ho so, tai liéu vao Luwu trir co quan /o //
Lap ho so va ndp luu ho so, tai liéu vao Luu tri co quan thyc hién nhy’
sau:

a) Can b0, cong chic, vién chic duge giao giai quyét, theo doi cong
viée clia co quan, to chirc c6 trach nhiém 14p ho so vé cong viée duoc giao va
ndp luu hd so, tai liéu vao Luu trlt co quan; trudc khi nghi huu, thoi viée hoac
chuyén cong tac khac thi phai ban giao day du ho so, tai li€u cho nguoi co
trach nhi€m cua co quan, t6 chirc.

b) Van thu nha truong cé trach nhiém tham muu cho Hi¢u trudng trong
viéc chi dao, kiém tra, huéng dan viée 1ap hd so va ndp luu hd so, tai lidu vao
Luu trlr nha truong.

d) Nguoi dirg dau don vi cta co quan, to chirc ¢é trach nhiém to chirc
thuc hién viéc lap ho so, bao quan va ndp luu ho so, tai liéu vao Luu trlt co
quan.

Dicu 18. Thoi han ndp lwu ho so, tai liéu vao Lwu trit co quan



I. Trong thoi han 01 nam, ké tur ngay cong vige két thuc nguoi don vi
cla co quan, to chirc ¢ trach nhiém ndp luu hé so, tai liéu vao Luu trit co

quan.

Dbi véi hd s0, tai liéu xdy dung co ban thdi han 03 thang, ké tir ngay
cong trinh duoc quyet toan

2. Truong hop don vi, ca nhan c6 nhu cau gift lai hd so, tai ligu da dén
han ndp luu dé phuc vu cong viée thi phai dugc Thu tr Lrong co quan, t§ chirc
dong y va phai lap Danh muc hé so, tai liéu gifr lai gui cho Luu trit co quan;
thoi gian gitr lai hd so, tai lidu cia don vi, ca nhan khong quéa 02 nam, ké tir
ngay dén han ndp luu.

Piéu 19. Thu thép tai li¢u vao Luu trit co' quan

1. B§ phén, ca nhin giao hd so, tai lidu co trach nhiém hoan thién hd so
clia cong viée da két thuc, thong ké Muc lyc hd 50, tai liéu ndp luu va giao ndp
vao Luu trit co quan.

2. Luu trlt co quan c6 trach nhiém tiép nhan hd so, tai liéu va lap Bién
ban giao nhan hd so, tai lidu.

3. Muc luc hd so, tai liéu ndp luu va Bién ban giao nhan hd so, tai lidu
dugce 1dp thanh 02 ban; don vi, ¢4 nhan giao ho so, tai liéu gitt 01 ban, Luu tri
co quan giir 01 ban.

Diéu 20. Chinh 1y tii li¢u

1. Nguoi ding dau co quan, td chitc ¢6 trach nhiém chi dao, t6 chuce viée
chinh 1y tai liéu thudc pham vi quan ly.

2. Tai liéu sau khi chinh 1y phai bao dam cic yéu ciu sau day:

a) Puoc phén loai theo nguyén tic nghi€p vu luu tri;

b) Duoc x4c dinh thoi han bao quan;

c) Ho so duoc hoan thién va hé théng hoa;

d) C6 Muc luc hé so, co sé dit lidu tra ctru va Danh muc tai liéu hét gia
tri.

Diéu 21. XAc dinh gi tri ti lidu

1. Xac dinh gid trj tai lidu phai bdo ddm nguyén tic chinh tri, lich st,
toan dién va téng hop.

2. Xac dinh gid trj tai li¢u dugc thyc hién theo phuong phap hé théng,
phén tich chirc ndng, théng tin va st liéu hoc.

3. Xac dinh gia trj tai li¢u phai can clr vao cdc tiéu chuin sau day:
a) NoOi dung cua tai liéu;
b) Vi tri cua co quan, t6 chitc, cd nhan hinh thanh tai lidu;

c)Y nghia ctia sy kién, thoi gian va dia diém hinh thanh tai liu;
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d) Muc do toan ven cia phong luu tri;

d) Hinh thtrc cua tai li¢u,

e. Tinh trang vat 1y cua tai liéu.

Diéu 32. Hiy tai liéu hét gia tri

1. Tham quyén quyét dinh tiéu huy tai lidu:

a) Chu tich UBND tinh xem xét d& nghi cua Giam ddc S¢ Noi vy Quydét
dinh huy tai li€u hét gia tri tai Luu trlt lich st tinh.

b) Giam dbe cac s, nguoi dung dau co quan, to chitc, Chu tich UBND
cap huy¢n, cap xa quyct dinh huy tai li¢u hét gia tri tai Luu trlr co quan.

2. Tham tra x4c dinh gia tri tai licu thuc hién nhu sau:

a) Giam ddc S& Noi vu Quyét dinh thanh 1ap “Hoi déng thim tra xéc
dinh gia tri tai li€u” dé tham tra tai liéu hét gia tri tai Luu trtr Lich st; tham
dinh tai li¢u hét gia tri can huy cta cac co quan, to chic thude ngudn nop luu
ho so, tai liéu vao Luu trit lich st tinh va UBND céap huyén.

b) Cht tich UBND cép huyén thim dinh tai lifu hét gia tri cin hiy ctia
cac phong, ban chuyén mon truc thuoc UBND cap huyén,va cap xa.

3. Thii tyc quyét dinh hay tai lidu hét gié tri thyc hién nhu sau:

a) Nguoi ding dau co quan, t6 chirc Quyét dinh thanh lap “Hdi dong xéac
dinh gia tri tai liéu” trude khi ti€u huy. Theo dé nghi ctia “Hoi ddng xédc dinh
gia tri tai li¢u” nguoi dung dAu co quan, t6 chic thude Danh muc co quan, td
chuc nguon nop luu tai lieu vao Luu trit lich su tinh dé nghi Sé Noi vu tham
dinh tai liéu hét gia tri can huy; nguoi d{rng dau co quan, td chirc khong thude
Danh muc co quan, t6 chirc thuéc ngudn nop luu tai liéu vao Luu trir lich su
tinh d& nghi Luu tri co quan cua co quan, t6 chiic cap trén truc tiép co ¥ kién
d6i véi tai liéu hét gia tri can huy.

Can ¢t vao y kién thdm dinh cua “Ho1 dong thidm tra xac dinh gia tri tai
liéu” hoic v kién cua co quan cép trén truc tiép, nguoi c6 thAm quyén quy dinh
tai Khoan 1, Diéu 32 Quy dinh nay; quyet dinh tiéu huy tai licu.

b) Theo dé nghi cua “Hoi déng thdm tra xdc dinh gia tri tai li¢u” S& Noi
vu co quan thuc hién nhiém vy quan ly nha nuéc vé luu trlt, Chu tich UBND
tinh Bac Giang Quyét dinh huy tai li¢u ¢ thong tin trung lap tai Luu trlr lich
Su.

4. Huy tai liéu hét gia tri phai bao dam huiy hét théng tin trong tai lidu va
phai dugc lap thanh bién ban.

5. H6 so huy tai liéu hét gié tri, gdm co:

a) Quyét dinh thanh Iap cac Hoi ddng;

b. Danh muc tai lidu hét gia tri; to trinh va ban thuyét minh tai lidu hét
gia tri;
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¢) Bién ban hop Hoi dong xéc dinh gia fri tai liéu; Bién ban hop Hoi
ddng tham tra x4c dinh gia tri tai liéu;

d) Vin ban dé nghi thim dinh, xin ¥ kién cta co quan, t& chirc c6 tai liéu
hét gia tri;

d) Vin ban tham dinh, cho ¥ kién cua co quan c6 thim quyén;
" é) Quyét dinh huy tai liéu hét gia tri;
g) Bién ban ban giao tai liéu huy;
h) Bién ban hy tai liéu hét gi4 trj.
6. Hd so huy tai liéu hét gid tri phai dugc bao quan tai co quan, t& chirc
c6 tai liéu bi hay it nhat 20 nam, ké tu ngay huy tai liéu.

Chuong IV
TO CHUC THUC HIEN

Diéu 36. Trach nhiém thue hién

1. Lanh dao Truong THCS Hau Giang c6 trach nhiém phé bién, trién
khai thyc hién Quy ché nay dén toan thé can b, cong chirc trong pham vi quan
ly.

2. Nhén vién van thu Tr wong THCS Hau Giang c6 trach nhiém dén déc,
theo ddi viéc thue hién Quy ché nay.

3. Trong qua trinh thyc hién, néu phét sinh vuéng mac, can diéu chinh,
bd sung. Pé nghi nhan vién vin thu co y kién dé xem xét stra @6i, bd sung Quy
ché cho phu hop tinh hinh thuc t&./.
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PHU LUC 1
So dd bd tri cac thanh phin thé thire viin ban trinh bay trén mjt
trang gidy kho A4 (210 mm x 297 mm) |
(Kém theo Quyét dinh sé /2013/QD-UBND ngay  thing — ndm 2013 cia
UBND tinh Bic Giang)
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METgaa,

Ghi cha:
O s6 Thanh phan thé thirc vin ban
1 Qudc hiéu
2 Tén co quan, td chitc ban hanh vin ban
3 S6, ky hiéu ctia vin ban
4 Dia danh va ngay, thang, nam ban hanh vin ban
Sa Tén loai va trich yéu ndi dung vin ban
5b Trich yéu ndi dung cong vin
6 Noi dung van ban

I



7a,7b, 7c

8
9a, 9b
10a
10b
11
12
13
14

15

Quyén han, chtrc vu, ho tén va chit ky cua nguoi c¢6 tham
quyén

Déu ctia co quan, to chue

Noi nhan

DAu chi mtrc dd mat

DAu chi muc dd khén

Dau thu hdi va chi dn v& pham vi luu hanh

Chi dan vé du thao vin ban

Ky hiéu nguoi danh may va sé lugng ban phat hanh

Dia chi co quan, td chirc; dia chi E-Mail: dia chi Website;
s6 dién thoai, sb Telex, s Fax

Logo in chim du6i tén co quan, to chitrc ban hanh vin bén,
(néu c¢o)
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& PHU LUC III
S0 do bo tri cac thanh phan thé thirc ban sao viin bén
(Trén mdt trang giay kho A4: 210 mm x 297 mm)

(Kem theo Quyét dinh s6

/2013/0D-UBND ngay  thang  ndm 2013 cua
UBND tinh Bic Giang)
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Ghi chu:
A A b A A ’ - 5
O so Thanh phan thé thu’c van ban
1 Hinh thic sao: “sao y ban chinh”, “trich sao” hodc “sao
luc”
2 Tén co quan, to chirc sao van ban
3 S0, ky hiéu ban sao
4 Dia danh va ngay, thang, nam sao
5a, 5b, S¢ Chtrc vy, ho tén va chit ky ctia nguoi cé tham quyén
6 Dau cua co quan, t6 chic
7 Noi nhan



PHU LUC 1V
SO DANG KY VAN BAN BEN
(Kem theo Quyét dinh sé /2013/0D-UBND ngay  thang  ndm 2013 ciia
UBND tinh Béic Giang)

1. MAu s6

S6 dang ky vin ban dén phai duge in sin, kich thude: 210mm x 297mm

a. Bia va trang diu

Bia va trang dau cta sé ding ky vin ban dén (loai thudong) duoc trinh
bay theo minh hoa tai hinh v& duéi day.

SO PANG KY VAN BAN DEN

Nam: 20..(3)..

Trngdy ......... d’én HBE ool 4 )ousns
T B s v UBIE0 v oninns ) [T

Quyén 50: ..(0)..

Ghi chua:

(1): Tén co quan (to chtrc) chu quan cap trén truc tlep (néu co);

(2): Tén co quan (td chirc) hodic don vi (d6i v&i sb cua don vi);

(3): Nam mé so dang ky véan ban dén;

(4): Ngay, thang bét déu va két thic dang ky van ban trong quyén so
(S So thir ty déng ky vén ban dén dau tién va cudi cung trong quyén sd;
(6): S6 thir tu ciia quyén sd.
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Trén trang dau cia céc loai sb phai ¢ chir ky cua nguoi co thim quyén
va dong dau trude khi st dyng. Viéc ky va dong dau duoc thuc hién & khoang
glay trong é,lua Tu sb... dén sb.. va Quyen s0.

b. Phan ding ky vin bin dén

Phan ding ky vin ban dén duoc trinh bay trén trang gidy kho A3
(420mm x 297mm), bao gdm 09 cot theo mau dudi day:

Ngay | S Tac | S6, ky [Ngay |[Tén |Don vi|Ky Ghi
dén dén gia hiéu thang | loai va | hodc nhan |chu
trich nguoi
yéu nhan
noi
dung
A 2) (©) 4) ©) (6) () (8) &)

2. Huéng din ding ky

Cot 1: Ghi theo ngay, thang dugc ghi trén ddu “Dén”, vi du: 03/01, 27/7,
3142

Cot 2: Ghi theo sé duge ghi trén ddu “Dén”.

Cot 3: Ghi tén co quan, td chirc ban hanh vin ban hodc ho tén, dia chi
cua nguoi gui don, thu.

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

Cot 5: Ghi ngay, thdng, nam cua van ban dén hodc don, thu. D6i voi
nhiing ngay duoi 10 va thang 1, 2 thi phdi thém s6 0 ¢ trude; ndm duoc ghi
bang hai chii sd, vi du: 03/01/11, 31/12/11.

Cot 6: Ghi tén loai cua van ban dén (trir cong vin; tén loai van ban co
thé viét tit) va trich yéu noéi dung. Trudong hop vén ban dén hodc don, thu
khéong cé trich yéu thi nguoi ding ky phai tom tit ndi dung cta vin ban hodc
don, thu do.

Cot 7: Ghi tén don vi hodc ca nhén nhén vin ban dén cin ctr ¥ kién phan
phdi, ¥ kién chi dao giai quyét ctia ngu’m c6 tham quyén.

Cot 8: Chit ky ctuia nguoi truc tlep nhan van ban.

Cot 9: Ghi nhitng dlem can thiét vé van ban dén (van ban khéng c6 sd,
ky higu, ngay thang, trich yéu, ban sao v.v...).

So dang ky viin ban mét dén

Mau s6 dang ky vin ban mat dén cling gidong nhu s6 dang ky van ban
dén (loai thuong), nhung phan dang ky co bd sung cdt “Mic d6 mat” (cot 7)
ngay sau cOt “Tén loai va trich yéu ndi dung” (cot 6).

Viéc ding ky vin ban mat dén duogc thuc hién twong ty nhu dang ky van
ban dén (loai thuong) theo hudng dan tai khoan 2 ctia Phy lyc nay; riéng & cot
7 “Murc do mat” phai ghi 16 do mat (“Mat”, “Téi mat” hodc “Tuyét mat”) cia
van bin dén; dbi voi van ban dén do “Tuyét mat”, thi chi dugc ghi vao ¢t
trich yéu ndi dung sau khi duoce phép nguoi c6 thim quyén./.
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. _PHULUCYV
’ SO BANG KY DON, THU
(Kem theo Quyet dinh so /2013/QD-UBND ngay  thang  ndm 2013 ciia
- UBND tinh Bic Giang)
1. MAu s6
S6 diang ky don, thu phai duoc in san, kich thude: 210mm x 297mm
a. Bia va trang d4u
Bia va trang dau cua sé dugc trinh bdy tuong ty nhu bia va trang dau cia
s6 ding ky vin ban dén, chi khac tén goi 12 “S6 dang ky don, thu”.
b. Phan ding ky don, thu

Phéin dang ky don, thu dugc trinh bay trén trang gidy khd A3 (420mm x
297mm), bao gom 08 c¢dt theo miu sau:

Ngay S6 dén | Ho tén, dia chi Ngay |Trich |Don vi|Ky Ghi
dén nguoi gui thang | y€u hoac nhan | chu
noi nguot
dung [ nhén
(D 2) 3) “4) ) (6) () (8)

2. Huéng dan ding ky

Cot 1: Ghi theo ngay, thang duoc ghi trén ddu “Dén”, vi du: 03/01, 27/7,
312,

C6t 2: Ghi theo s6 dugc ghi trén ddu “Dén”. S6 dén la sb thi tu dang ky
cua don, thu ma co quan, to chirc nhan duoc (néu don, thu duoc ghi s6 dén va
dang ky riéng) hodc so thur tu déng ky clia viin ban dén néi chung (néu don, thu
dugc lay s6 dén va diang ky chung véi céc loai viin ban dén khac).

Cot 3: Ghi day du, chinh x4c ho va tén, dia chi, sd dién thoai (néu c6)
ctia ngudi gui don, thu.

Cot 4: Ghi theo ngay, thang, ndm duge ghi trén don, thu. Déi véi _nhimg
ngay dudi 10 va thang 1, 2 thi phéi thém 56 0 & trude; ndm duge ghi bang hai

chit sd, vi du: 03/01/11, 31/12/11. Tr uong hop trén don, thu khong ghi ngay
thang thi ¢6 thé lay ngay, thang, nim theo ddu buu dién nhung can cé ghi cha

cu thé.

Cot 5: Ghi theo trich yéu ndi dung duoce ghi trén don, thu. Truong hop
don, thu khong c6 trich yéu thi ngudi dang ky phai tom tat noi dung cta don,

thu do.

Cot 6: Ghi tén don vi hodc cd nhan nhan don, thu can cu theo y kién
phan phdi, ¥ kién chi dao giai quyét cta ngudi c6 thAm quyén.

Cot 7: Chit ky ctia ngudi trye tiép nhan don, thu.

Cot 8: Ghi nhitng diém can thiét v& don, thu nhu don, thu lan tha ...
don, thu khong ghi ngay thang, v.v...)./.
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. PHULUCVI
: SO DANG KY VAN BAN DI
(Kém theo Quyet dinh so /2013/QD- UfBND ngay  thang  ndm 2013 cua
UBND tinh Bac Giang)
1. MAu s6
S6 dang ky vin ban di phai dugc in sén, kich thude: 210mm x 297mm.
a. Bia va trang dau
Bia va trang dau cta s duoc trinh bay tuong tu nhu bia va trang dau cua
s6 ding ky van ban dén, chi khac tén goi 1a “Sb dang ky van ban di”.
b. Phan ding ky van ban di

Phéan ding ky van ban di dugc trinh bay trén trang gidy khd A3 (420mm
x 297mm), bao gom 08 cot theo mau sau:

S6, ky | Ngay |Tén loai va Nguoi | Noi bon Sb Ghi
hiéu thang | trich yéu noi | ky nhan Vi, lwong | chu
van van dung véin ban van nguoi | ban
ban ban ban nhan

ban

lvu
€Y (2) 3) 4) (5) (6) (7) (8)

2. Hwéng din diing ky
Cot 1: Ghi s6 va ky hiéu cua vin ban.
Cot 2: Ghi ngay, thiang cua van ban; dbi voi nhiing ngay dudi 10 va thang 1, 2
thi phai thém s6 0 & trude, vi du: 05/02, 31/12.
Cot 3: Ghi tén loai va trich yéu nd1 dung cua vin ban.
Cot 4: Ghi tén cta ngudi ky vdn ban.
Cot 5: Ghi tén céc co quan, td chirc hodc don vi, ¢4 nhan nhén van ban nhu
duoc ghi tai phan noi nhén cta vin ban.
Cot 6: Ghi tén don vi hoac ca nhan nhin ban luu.
Cot 7: Ghi s6 luong ban ban hanh.
Cot 8: Ghi nhiing diém cin thiét khac.
S6 dﬁng ky vin ban mat di
Miu s6 dang ky van ban mat di giéng nhu sd (dang ky vin ban di (loai

thudng), nhung phan dung dé dang ky vin ban c6 bo sung cot “Mirc d6 méat”
ngay sau cot “Tén loai va trich yéu ndi dung vin ban” (cot 3).

Vigc dang ky vdn ban mét di duge thuc hién twong tu nhu ddi véi vin
ban di (loai thuong) theo hudng dén tai khoan 2 ctia Phu luc ndy; riéng & cot
“Muc do mat” (cot 4) phai ghi 6 do mat (“Mat”, “Tdi mat” hoic ° ‘Tuyét méat”)
clia van ban; ddi véi van ban di do Tuyet mat” thi chi duge ghi vao cot trich
yéu ndi dung sau khi duoc phép cuia ngudi cé tham quyén./.
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PHU LUC VII
BI VAN BAN
(Kem theo Quyét dinh s6 /2013/OD-UBND ngay  thang  ndm 2013 cia
UBND tinh Béic Giang)

1. MAu bi viin bin

a. Hinh dang va kich thudc

Bi viin ban nén duoc in sin, c6 hinh chit nhét. Kich thude tdi thidu dbi
v6i cac loai bi thong dung cu thé nhu sau:

- Loai 307mm x 220mm: dung cho vén ban dugc trinh bay trén gidy khd
A4 dugc vao bi & dang dé nguyén khd gidy;

- Loai 220mm x 158mm: dung cho véan ban dugc trinh bay trén gidy khd
A4 duge vao bi & dang dugc gap 1am 2 phén bang nhau;

- Loai 220mm x 109mm: dung cho vin ban duoc trinh bay trén gidy khé
A4 dugce vao bi & dang duoc gép 1am 3 phén bing nhau;

- Loai 158mm x 115mm: dung cho vén ban duogc trinh bay trén gidy kho
A4 dugce vao bi & dang duoc gip 1am 4 phan bing nhau.

b. Mau trinh bay. Mau trinh bay bi van ban dugce minh hoa theo hinh vé

TEN CO QUAN, TO CHUC (1),

(8) | PC: S6 XX phd Trang Tién, quan Hoan Kiém, Ha
Noi (2) PT: (+84 4) XXXXXXX  Fax: (+84 4)
XXXXXXX.(3)

E-Mail: ......cccoovvviiiiinnnnn.

WBDIEI ) s ietn diii o, (4)

2. Huéng din trinh bay va viét bi

(1): Tén co quan, td chirc gui van ban.

(2): Dia chi cua co quan, t6 chirc (néu cén).

(3): S6 dién thoai, s6 Fax (néu can).

(4): Dia chi E-Mail, Website ctia co quan, t6 chirc (néu c6).

(5): Ghi sd, ky hiéu cac van ban c6 tr ong phong bi.

(6): Ghi tén co quan, t6 chtrc hodc don vi, ca nhan nhén vén bén.
(7): Dia chi cua co quan, t6 chtre don vi, cd nhdn nhén van ban.
(8): Biéu tuong cua co quan, to chirc (néu cd)./.
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; PHU LUC VIII
SO CHUYEN GIAO VAN BAN DI
(Kem theo Quyét dinh sé /2013/OD-UBND ngay  thdng
UBND tinh Béic Giang)

nam 2013 cua

1. MAu sb

SO chuyén giao van ban di cho cédc co quan, td chirc khac hoiic cho cac
don vi, ca nhan trong co quan, t& chic nén in san, kich thude: 210mm x
297mm

a. Bia va trang dau

Bia va trang dau cua s6 duoc trinh bay twong ty nhu bia va trang dau cia
s6 chuyén giao van ban dén, chi khéc tén goi 1a “S6 chuyén giao viin ban di”.

b. Phén ding ky chuyén giao vin ban di

Phin dang ky chuyén giao vin ban di dugc trinh bay trén trang gidy khd
A4 theo chleu rong (210mm x 297mm) hodc theo chidu dai (297mm x
210mm), bao gém 05 cot theo mau sau:

Ngay chuyén | S6, ky hi¢u | Noi nhan vin [ Ky nhin Ghi chu
van ban ban
1) 2) 3) 4 )

2. Huéng dan ding ky

Cot 1: Ghi ngay, thang chuyen giao viin ban di; ddi v6i nhiing ngay dudi 10 va
thang 1, 2 thi phai thém sé 0 & trude, vi du: 03/01, 27/7, 31/12.

Cot 2: Ghi s6 va ky hiéu cua viin ban.
Cot 3: Noi nhén van ban.

- Ghi tén don vi hodc ca nhan nhén védn ban trong truong hop chuyén
giao van ban trong ndi bd co quan, to chic;

- Ghi tén céc co quan, to chitc hodic don vi, ¢4 nhan nhan vin ban trong
trudng hop chuyén giao van ban cho co quan, t6 chiic hodic don vi, ¢4 nhén
khac.

Cot 4: Chir ky cua ngudi trye tiép nhén vin ban.

Cot 5: Ghi nhiing diém can thiét khac nhu s0 lwong bén, so6 luong bi, .../.
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_ PHU LUCIX
SO GUT VAN BAN PI BUU DIEN
(Kem theo Quyét dinh sé /2013/0D-UBND ngay  thdng
UBND tinh Bic Giang)

nam 2013 cua

x A
1. Mau so

S6 gtri vin ban di buu dién duoc in san, kich thude: 210mm x 297mm
hodc 148mm x 210mm.

a. Bia va trang dau

Bia va trang d4u cia s6 dugc trinh bay tuong ty nhu bia va trang dau ctia
s6 chuyén giao vin ban dén, chi khac tén goi 12 “S6 gui vin ban di buu dién”.

b. Phin ddng ky gii vin ban di buu dién

Phan dang ky gtri van ban di buu dién dugc trinh bay trén trang gidy khd
A4 theo chleu rong (210mm x 297mm) hodc theo chiéu dai (297mm x
210mm), bao gdbm 06 cot theo mau sau:

Ngay S6, ky hiéu [ Noi  nhén | S6 luong bi Ky nhén va | Ghi cht
chuyén van ban van ban dau  buu

dién
() 2) 3) “4) (3) (6)

2. Huéng din diing ky

Cot 1: Ghi ngay, thang gti vin bén di buu dién; d6i voi nhitng ngay
dudi 10 va thang 1, 2 thi phai thém s6 0 & trude, vi du: 03/01, 27/7, 31/12.

Cot 2: Ghi sb va ky hiéu cta vin ban.

Cot 3: Ghi tén cdc co quan, t6 chiic hodc don vi, c4 nhan nhén vin ban,
vi du: UBND céc tinh, thanh phd truc thude Tr ung wong.

Cot 4: Ghi s6 lugng bi ctia vin ban gui di

Cot 5: Chit ky cua nhan vién buu dién truc tiép nhén vin ban va dau cia
buu dién (néu co).

Cot 6: Ghi nhitng diém can thiét khac./.
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PHU LUC X
SO SU DUNG BAN LUU
(Kem theo Quyét dinh sé /2013/0OD-UBND ngay  thang  ndm 2013 ciia
UBND tinh Bdic Giang)

1. MAu so
S6 st dung ban Iuu duoc in san, kich thude: 210mm x 297mm.
a. Bia va trang dau

Bia va trang dau cta sd duoc trinh bay tuong ty nhu bia va trang dAu clia
s6 chuyén giao vin ban dén, chi khac tén goi “S6 sir dung ban luu”,

b. Phan ding ky st dung ban luu

Phan ding ky su dung ban luu dugc trinh bay trén trang gidy khd A3
(420mm x 297mm), bao gbm 06 cot theo mau sau:

Ngay |Ho tén|Sé/ky | Tén Ho so | Ky Ngay | Nguoi | Ghi
thang |ngudi | hiéu loai va | sb nhdn |tra cho chu
st ngay | trich phép ‘
dung |thing |yéu sur (
van nodi dung
ban dung
van
ban
1) (2) 3) 4) ) [(©) ) &) ©)

2. Huéng din ding ky

Cot 1: Ghi ngay, thang phuc vu yéu cau st dung ban luu; dbi voi nhiing
ngay dudi 10 va thang 1, 2 thi phai thém s 0 ¢ trude, vi du: Q3402, 2147,
/T2

Cot 2: Ghi ho va tén, don vi cong tac cia nguoi st dung ban luu.

Cot 3: Ghi sb va ky hi¢u; ngay, thang, nim ctia vin ban.

Cot 4: Ghi tén loai va trich yéu ndi dung cua vin ban.

Cot 5: Ghi s6, ky hiéu cta tap luu vin ban di duoc sip xép theo thtr tu

dang ky tai van thu, vi du: S6: CV-01/2011 (tdp luu cong vin di s6 01 nim
2011)

Cot 6: Chit ky cua nguoi st dung béan luu.

Cot 7: Ghi ngay, thdng, ndm ma ngudi st dung (ngudi muon) phai tra
lai ban luu.

Cot 8: Ghi ho tén ctia nguoi duyét cho phép st dung ban Iuu.

Cot 9: Ghi nhitng diém can thiét nhu da tra, ngay thang tra (néu ngudi
st dung trd mudn hon thoi han cho phép), v.v..../.
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PHU LUC XI
MAU DANH MUC HO SO
(Kém theo Quyét dinh sé /2013/Ob-UBND ngay  thdng  ndm 2013 cia
UBND tinh Béic Giang)

TEN CQ, TC CAP TREN CONG HOA XA HOI CHU NGHIA VIET NAM
TEN CO QUAN, TO Déc lap - Ty do - Hanh phiic
CHUC =~ LT e e

DANH MUC HO SO CUA ... (t8n co quan, t chirc)

Nam ...
S6  va|Tén dé muyc va tiéu dé hd | Thoi Pon yi/ nguoi | Ghi cha
ky hiéu | so han béo | 1dp ho so
HS quan
(1) (2) 3) 4) (5)

1. TEN PE MUC LON

1. Tén dé muc nhé

Tiéu dé ho so

Ban Danh muc hd so nay ¢6 ....... D ho s0, bao gdm:
............... @ hd so bao quan vinh vién;
............... @ hd so bao quan c6 thoi han.

QUYEN HAN, CHUC VU CUA NGUOI KY
(chit ky, dau)
Ho va tén

Huéng dan sir dung:

(1) Ghi téng s6 hd so ¢é trong Danh muc.

(2) Ghi s6 lugng hd so béo quan vinh vién, sb luong hd so bao quan co
thoi han trong Danh muc.

Cot 1: Ghi sd va ky hiéu cta hd so (theo huéng dan tai Diém b Khoan 3
Piéu 13 ctia Thong tu nay)

Cot 2: Ghi s6 thir tu va tén dé muc 16n, d& muc nhé; tiéu dé hd so (theo
huéng din tai Diém b Khoan 3 Biéu 13 cia Thong tu nay).

Cot 3: Ghi thoi han bao quan ciia hd so: vinh vién hodc thoi han bang s6
nam cy thé;

Cot 4: Ghi tén don vi hodic ¢4 nhan chiu trach nhiém lap hd so;

Cot 5: Ghi nhitng thong tin ddc bigt v¢ thoi han bao quan, v& ngudi lap
hé so, hd so chuyén tir nim trude sang, hd so loai mat v.v..../.
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PHU LUC XII )
MOT SO LOAI TIEU BE HO SO TIEU BIEU
(Kem theo Quyét dinh 56 /2013/OD-UBND ngay  thdng  ndm 2013 ciia
UBND tinh Bic Giang)

1. T€n loai vin bdn - ndi dung - thoi gian - tac gia
Ap dung dbi véi cac ho so 1a chuong trinh, k€ hoach, béo céo cong tac
thudng ky ctia co quan, td chic.

Vi dy I Chuong trinh ké hoach, béo cdo cong tac nam 2011 cua Dai
Phét thanh va Truyén hinh Bic Giang.

Vi du 2: K& hoach, béo céo thuc hién ké hoach san xuat nong nghiép vu
Dong- Xuan ndm 2010- 2011 cua S& Nong nghiép va Phat trién nong thon tinh
Bic Giang.

2. Ten loai van ban - tac gia - ndi dung - thoi gian

Ap dyng doi véi cac ho so 1a chuong trinh, ké hoach, b4o céo chuyén dé. -

Vi du: Chuong trinh, ké hoach, bdo cdo cua S& Noi vu vé thuc hién cai

cach hanh chinh nam 2012.
3. Tap luu (quyét dinh, chi thi, cong vin v.v...) - thoi gian - tac gia
Ap dung dbi vai cac hd so 1a tap luu van ban di cua co quan.
Vi du: Tap luu cong van quy I ndm 2011 ctia Cuc Thué tinh Béic Giang.

4. Ho so hoi nghi (hoi thao) ni dung - tic gia (co' quan té chire
hoic co' quan chii tri) - dia diém - thoi gian

Ap dung dbi voi hd so hoi nghi, héi thao.

Vi du: Ho so Hoi nghi tong két cong tac ndm 2011 cia Cong ty Duoc,
trang thiét bi y té Bic Giang.

5. Ho so - vin dé - dia diém - thoi gian

Ap dung ddi v6i loai hd so vide.

Vi du 1: Hb so vé Lién hoan Quéc té v& cb truyén Viét Nam l4n thu IV
— Bic Gianh nim 2012.

Vi du 2: HO so vé viéc nang luong nim 2011 (neu trong mot nam co
nhidu dot nan g luong thi mdi dot nang lwong 1ap mot hd so).

6. HO so - tén nguoi

Ap dung d01 vi hd so nhan sy (khi tuyén dung nhén vién méi). Vi dy:
Hb so ctia N guyén Vin A./.
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