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QUYiTDINH:
Diiu l. Bo hinh kem rheo @ydt dinh nay Qul chi cdns t6c \m Lhu, l@

tr[ tr€n dia ban tinh Huns YCn.

Dilu 2. Quy6t dinh ney €o hieu l\tc lhi henh tt nsiy I 5 rh6ns 9 nnm 20 16
vi ihay tlla Quy6t dinh s6 1780/I99/QD-UBND nsiy 2419/1999 cna UBND
tinh vc vi€c bm hnnh ben quy dinh qudLn Ii h6 so, lii liiu ltru t.n tinh Hung Y6n.
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Diau 3. Chinh Vdn phdn8 UBND linh; Thn truons crc s4 ban, ngenh
rhuoc rinh; Chn tich UBND cec huyan, tldnh ph6; cdc co quan, t6 chtc thuoc
ngu6n n9p luu t i liau vso I uu mt lich si rinh !a crc co qum. !,4 chw. cd nhdn

cit li6n quar chiu lrech nhi6m thi hdrh Quy6t dinh nly.id

- Cuc V{n rhu vA Ld rt nhd nudci
. Cu. Kiar lm VBQPPL ' DO ru phrpi
- ch'l rich, cic Ph6 ch'l ticn UBND rinhi

Lanh dao Vb phdng UBND rinhr
. Itong rim lin h0(.- Cdng bao.
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QUY CHE
C6ng 6cvnn fhu,l@ trirtr6n.lir 9iD tirh Hung Y6t
(Bah hdhh kad theo A!,at dihh s6 ,/b /20|6/QD-UBND

nsay 05/9/2016 cna UBND tinh Hns vAh.)

ChudDg I
NTfiTNG QUY DINH CHUNG

Diau r. Ph?n vi diar chiDhvt irSi tuVrg 6p dqns

L Quy che ney quy dinh cec hoFt d0n8 ve cdng i]ac vln thu, lw trn trong
qui trinh quin li, chi deo cna co quan, t6 chnc t€n dia ban tinh Hlmg YCn de
th\rc hien chtc ning. nnien lv cnaminh.

C6ns ric vdn thu bao s6m: Cec c6nB viec v€ ean thao, ban hdnh v6n bin;
quAn li v5n bdn ve rii lieu khrc hinh thenh trons qud trinh hoa! dong cna co
quan, t6 chwi lap h6 so va giao nop h6 sq di leu vno Luu trf co quan; quan li
vd sn dvng con dau llong c6ng tdc vin thu.

C6ns tec Im 1rn bao 86m: Cnc c6ns viec v6 thu thap, chinh li, xdc dinh
gie d, bao quen. $6ng kC vn st d\mg rai lieu luu ru hinh than}l lrong quA trinh
ho4l dong cu cnc co quan, t6 chtic.

2. Quy chC nay duqc np dvng d6i v6i crc s4 ban,.nganh rnuac tinh;
LrBND cnc huyen, $effi ph6; UBN'D cAc xa, phuo.s, thi tran; crc co quan, t6
chric lhugc ngu6n nop luu ldi lieu vio Luu tI$ Iich st tinh ve cic co quan, 16

cftc, cn nhan c6 li6n quan (sau day sqi chung ln co quan, 16 chtc).

Itiau 2. Giii tlich tir nsn
L Vln bm den la dr ca crc loai vrn bdn. bao adm van bio quy ph4m

phap luir. ren bdn hinh cbrnh v6 ran ban chuyin ngAnh rka cd bin fax. van ben
duqc chuyCn qua lnqng, vdn ban mat vA don, thu gui d€n co qw, t6 chtc.

2. Van be di 16 r;r cd cdc lo?i r6n bdn. bao gom vin be'n qu) ph?rn phap
Iuar. van ban henh chinh !a viLn bd chul€n n8inh (kA cd ban so van bin, van
ban noi b0 vi vln ben na, do cd qum, td chft phtt henh.

3. Ban theo van ban h ban duqc viiit ho4c denh mey, hinl rhanh rons qu6
tiinh so?n theo van ben.

4. Bin s6c vin be h bn hoan chinh vC noi dung, the thtc van bdn duqc
co que, tO chnc bs hanh vd c6 chii ki ruc ii€p cia ngua'i co ftam quyen.

s. BiLn chinh vrn bin ld bdn hoan chlnh \6 noi dune. rhi ftnc tin beo ta
.luqc @ que, 16 cbtic ban hanh.



6. Ban sao y ban chinh ld bar sao dAy dri, chinh xic noi dung cna vnn bdn
va duqc trinh biy theo th€ thtc quy dinh. Ban sao y ben chinh pbdi duqc thyc
hien tu b,in chinh

7. Ban trich so h brn sao mot phin noi duns cna van ban vA duqc tdnh
bny theo lh€ rhuc quy dinh. Ban trich sao phai dugc thvc hien tu ban chinh.

8. Bdn sao ltrc li bao so day dn, chinh kic n6i dung cna van ban, .lusc
thlrc hien ln bdn sao y ban chinh vd t.inh biy theo th6 thfc quy dinh.

9. Tai lieu lA vit mm8 tin dugc i;nh fie.h rrons qun lrinh hoqt dong cna
co q@. ro chnc. ca nhdn TALi liau bao gdm ran ben. dv rn. bdn \c rhid li. bd
dd. cdng I ni nghiEn cm. \o \:ch. biau rhons kd: im ban. duong ban phim.;nh.
vi phim; bdng, dra shi am, ghi hinhi tei lieu diCn 1n; bdn tbdo tec pham vdn h9c,
nghe thuaq s6 c6n8 !ic, hhat ki, h6i ki, bft rich, tni lieu vi€i tayi iranh ve hoic
in; dn phem vn c6c vat mang lin knnc.

10. Tar li+u In irn Ia tai lieu co sij rri phuc v! ho?r dong h\rc riAn.

n8hi6n ciru khoa h9c, lich sri dusc lva chsn d€ le trn. Tli lieu ltru tt bao g6m
bnn g6c, ban cbinh lrons trodns hqp kl6ns c6n ban g6c, be chinh thi dusc
lhay th€ bnlg bd sao hqp phnp.

I L Hij sa h mot 4p di lieu c6 li6n quan voi nhau va mot vin d6, mot sv
viec, mOr diii tuqie cv lhi hotc c6 dic diem chun8, hinn rbaufi hong qu6lrinh
theo doi. giii quyet c6ng viec thuoc phem vi chnc nang, nli6m vf cna co quan,

12. LAp hd so ld fc tap hqp, sip xap v6n bin lai l;Cu htnh tbd'h tiong
qua trinh theo ddi, siai quy6r c6ng viec cna co quan, t6 chi!, cA hhan thanh h6
so theo nhung nguydn tac !d phumg phdp nh.it dinh.

'I Thu thip L,!Li heu l; qu, rflnn xac dinh ngudn rd; Iiiu. lu.a chan. siao
nh6n tdi liCu c6 gi6 rd dC chuy€n vio Lw rn co quan, Luu rrt lich sri.

14. Chinh li tai lieu li viec ph6n lo?i, x6c dinh gi, td, sipr6p, rh6ng ke, hp
c6rg crr tra ce trii lieu hinh thanh trons ho dong cna co quan, t6 chtc, c, nher.

15. Xdc dinh siA ti lji liiu ld viec ddnh gi6 giA tri tai lieu.fieo nhing
nsuyen 1!c, phuoS pbAp, ri6u ch!4. theo quy dinh cna co quao @ fiem quyen de
xnc dj.h n}lung Ai lifu co gie tii lm ffi, thi'i han bao qu,n vn ai lieu h€t Bit td.

16. Danh mvc h6 so h bens k6 he th6ng cec h6 so dv kien hinh lhanh
tr6g qui tdnb ho4t .lOnB cna co quan, td chirc trcna mot nem kdn theo Li hieu,
dsn vi (hoic nsudi) l6p vd thoi hrn bao qudn cna m6i bd ss.

I7. I @ rnl co qud la rd chnc rhqc hi:;n hoer dqns l@ ll'n d;i !d rai l;du
le lrn cna cs qlh, t6 chfc.

16. Ph6ng luu tr0 h toan b0 lii lieu luu lrU duqc hinh thdLnh tong qu,
rrinh ho?r dgngcnacdquM. rd.hnc hobc ctu cd nhdn.

I e I u,l, rrt lich st la co quan rhuc hiin ho?r ddng l@ rrn doi \oi €i liiu
luu tr0 c6 gie d beo quan vinh vi6n duqc tiep nhan tn Ltru trO co qufl vA tt' oic
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20. H6 so dren rn la dp hqp cdc rii lieu drin ru co li6n quan voi nhau v'
mOr v; d6, mer sv \iic. mOr doi tuqng cq rhi hoic co diLc diEm chung. hinn

thinh trong qua rinh theo doi, gidi quyet c6ng viec thuoc phan vi ch't nang'

nhiCm vu cria cs quan. t6 cht'ic, cA nhen.

21. L4p h6 so dien ti liL viec ,P dqng c6ns nghe $6ng lin nham li6n k€t

cdc tdLi lieu dian tii hinl thdnb trons qu, trini theo d6i, siei quvet c6ns viec cna

co quan, 16 chric, ce nhan thnnl h6 so dien tu.

oiau 3. Ti6cb nhieDd6i v6i c6Ig tic vlb rhu,luu lrn
l. Tftich nhiem cna nsuoi ding d,u co quan, t0 chnc uons viac qudn li

cong lac \en thu,luu rn
a) T6 €hric xay dllng, ban hdh, chi dao viec thlrc hien €6c chC dO. cec quv

dinl va c6n8 tac van thu. lrru ffi theo quy dinh cna phnp luat hien hnnhi

br Ki;m ua viic rh!'c hi+n cac quy dinh \i cong rac \6n rhu luu rn d6i

vd cdc don vi trvc rhuqc. 8ia quyar kniau nai td cdo \i xt l) \ i Phen pheP luir
v€ c6ng iic vnn thu, lm trl lheo thatn quyen

2. Tntch nhiem cna Chaoh Van Phdng

Ch6nh Van phdnsi Truons Ph6ng Hanh chinh holc nsu'n phu tntch c6ns

tdc t 6h chinh (sau dey gqi chung h Chenh Vn phong) ginp Thn taJong co

qun, 16 chuc Iryc riap qu;m li. kiim lra. gidm sir \iac thqc hian cdng lic vdn

rhu, lu! Lrn rai co qlan minh. dons tlsi to cht. hu@8 den ndi€p v$ dor vm

cic co quan, dot vi tr\rc thuoc.

L Trach.hiem cua Tdotg cac dsn v!

Truonq cac don ri chuc ndngQhdng ban.. .,. nsuor drhg diu cdc don vl

rrvc $udc co rr.ch nhiim fiin !'har v, 16 chnc rhqc hiin cic quv dinh cna co
quan ve cons iic van thu, luu ffi.

4. Tfrch nhiem cnacrn b0, c6ng chrtc, viCn cbirc

T.ons qun trinh siai quy;t cdns viac lien quan d6n cdns tic vdn thu, Irru

ife, m6i cd(l bO, c6ng lhric, vi6n chfc phti thvc hien nshiem rlic cac quv dinh

clla cq quan, 16 chit ve vnn thu, l@ tr'].

5. Nhiem W cna vin thu co quan

a) Thvc hign quy lrinh vIn ban di;

b) Thvc hien quytrinb vrn bnn dan;

c) Hudns d;n lip danh m$c hd so, lAp h6 sd vi siao nop h6 so tai lieu vao

Iw |Jn co qud:
d) Sip xap, bno quen ban lw vA phr,rc vq tra €ftr st duns theo vcu cau

c6ng tlc cna co quan;

dr Bao quin va sn dvng con diu crlLa co qum

6. Nhiem vu cna L'Ju trUcoqld
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a) citp nguoi dri,ng diu co quan huong den viec iap hai so ve nop lttu hd

so, tai lieu vao Llru rr co quan;

b) Thn thap, chinh li, x,tc dinh 8i6 hi iai lieu, thiing kC, bio quan vd t6

chnc sn drrhs Ai IiCu luu tro;

c, Ciao nOp ra' liiu luu rrn co gid tri bdo qu'tr vinh vi;n rhudc Danh mu(

di liiu ndD lw ieo Luu tnn lich sn rd chtc hir' 
'ai 

hCu har gra rd theo quver

dinh cna ngudi drtns dau co quu, t6 chtc

Dilu a. Bio ve bi m$t rht nRtc troDgc6ng t{c vntr thu' ltru t.n
i. Mai ho?t dong trong c6ng lic vei thu, Iuu l.i cria co qum Phdi th\rc

hien rheo cnc quy dinh cna phnp luat hien hinh ve bno vC bi mat nha' nutc

2. Nsuor dnns d;u c;c co quan. rd chic avc rrdp quin ly br mAI nha nudc

Dhii rhum; xu)an;hi deo, kiim rra. rh6ng lc. bio quin grn gin bi mir nhd

nus" r'ong pt'c- ui quyin han cna minh M6i hn kiim tE diu lAp biin b;n l@

tai b0 phan c6 iliom v! bao mar

3. Trong qu6 linh theo ddi, sidi quy6t c6ns viec, m6i c6n bO' c6ng chfc,
viCn chtc c6 iniem vu beo vC bi mat co quan, bi mat nha nu6c theo quv dinh

cna ph6p lu6t.

Chuong II
c6NG TiC ViN THIJ

- Mqc l-
SOAN THiO, BAN Td.NH VAN BiN

Diau 5. mrh thncvnD bir
c6m cac loti hnhvan bm sau:

I . Vnn ban Quy phqm phiip lua!;

2. van bd himh chinh;

3. vin b.in chuyan nganhi

4. Van be !.ao d6i v6i co quan, 16 chtc ho& ce nnAn nu6c ngoiiLi

Diau 6, Th6 thir, ki fbuit trinh bAy vin bin
L Vdn bu quy phem phep luai

Th{c hitn theo qu) dinh t?i \8hi din} s6 l4l20loND-CP nga) I4152016
(ua Chrnh phu quy dinh chi lial mql sd diiu vi| b,en phrP lhi h;nh luAI Ban

hdh vin ban quy phem phip luit
2. Van ban hlmn chinh

Thuc hien rheo quy dinh tai Th6ng,lu s6 0l/201l,'n'BNV ngay

19101/201I cna BO t udns 86 NOi v! hudns dan th6 thrc vA kt thuat lrinh bAv

3. Van ban chuy€n nsari theo huglB dan cna co que quen li nginh va

c6c quy dinh cna phip lu4t.



5

4. va' ben trao d6i vd co quan, t6 chfc hoic ca nhan mroc ngoei

, Thr,lc hian tleo cec quy dinh hian hanh cia phip lua. vn fieo fi6ng Ie

Di6u 7. Sorr thnovnn bnn

t. Viec soqn rheo van bdn quy ph?A phip lual duorc thsc hiin lheo Luat
Be hinh vn ban quy ph?m phtp luit s6 80/2015/QHl3 ngay 2216/2015 vd
theo cdc quy dinh phnp lu4rhiCn hmh.

2. Vie€ so?n thno vtn ban khdc duqc quy dinh nhu sau:

ai Can ct rinn chir. nOi duns cua van bnn cin so?o thao. ngusi dhs diu
co qud, 16 chric si& cho mdt don vi hoac mot cd nhen so4n thno ho6c chn tn

b) Don vi hoac c6ng chuc, vi€n chtc duqc Biao so?n lhdo v,n bd c6
trtch ni;Cn thqc hien cnc c6nsv;Cc sau:

- Xitc dinh hinb rhfc. noi du8 vn dO ma! khdn, noi nhAn cna van ben cAh

- Thu thAp, xn li th6ng tin c6 li€n quan;

- Socn theo van ban:

- Trons truoTrg hqp can thiiit, di xuitrii ngua,i dung diu co que, td chitc
vi& r$arn kltno i kicn cna cac co quan, t6 chirc holc don vi, ca nhnn c6 liCn
quuj ngli;n cuu tidp thu i kicn de hoe chinh bd lhnoi

- Trinh duyet du $ao vdn b.in: Kli trinh duyfl ban fteo, don vi hoic cd.hen
so?n th& ho& chn ui sosn rio phei tinh kem aic v.n b.in, tii liCu c6 li6n quan.

Dia! s. Duy€t dgthiovnn bin,sn: chiL, b6 srng d'rthnovnD bin dn
dryet

L Dq rhdo ran bdn ph,ii do nsuoi cd th;m qu)an ky duyit !an bdr.

2. 1rong rruor8 hqD du Lhio da duqc lanh dao co quan. 16 chi.c pha du)al.
nhuns thAy can fti€t phAi sna chrra, S sung them vdo dq theo ihi do vi hoic ct
nhan duqc siao nhiem vq sod thio vnn bin phii lrinh n8udi da duyit dlt thdo
xem x6t, quy€t dinh viec sta chna, b6 swg.

Diiu 9. Kiam tra vnn bin trut'c khi hj brr hi'Dh

L Nguiri &ine diu don vi€hn trl so?n thdo van ban phAi kiam ta vd chiu
lntcl nhiem ve d0 cbinh xdc cna noi duns vrn bdn, ky nhry^at vio cu6i noi
dung vtn ban (sau d;u ./.) tru6c khi lrinh 6nh d4o co quan, d chf'c ki ban hdnh!
dC xuel mtc d0 khenj d6i chi€u quy din-h cna ph6p luat v€ beo ve bi mat nhn
nu6c xec dinh viec d6ns dau ma! d6i tuqns.hA. vnn ban. tlinh nsuoi ki ven
bdn quyiil dinh-

2. Cheh \an phons ho;c bO phin phdp che siup leni dao co que. !o
chw kiem tn lan cu6i va chiu tnicb nhiem vC the tbtc, ky ftuai trinh bny, thn
tuc ban han}l vln ban cLla co quan, tii chirc v,i phai ki nhiy/dt vno vi ri cu6i
cnng d'NoinhAn".



Di6u 10. Kt vtn btn
L Cic co qud. 16 chnc.lam \iec rheo chi dd fin lruong:Nguoidung ddu

co quan. 16 chtc co thdm qu)an \i til ca \an b;n cna co qu€n. rd chtc. Nsuo'
dung dau co quan, td chtc c6 th€ giao cho cap ph6 ki thay (KT.) c6c van ben
rlugc ci( linh wc duqc phin cong phu tnich !i mOt so \rn b;n $u0. |n;m
quy6n cna nguoi dhg dau. Cap ph6 Li thay chiu tnich nhiem tru6c nsuoi dmg
dau co qum, t6 chtc vn tru6c phep luat.

2. Ciic coquan. 16 chnc lim \iic rheo chd ddrdp l]]a:

ar Doi vd nnnns rin di quan trgng cia co quan. rd chnc md rheo quy
dinh cta phrp luat hoac theo di€u ]C cna t6 chi.c phni duqc lhio luan tap th€ ve
quy€t dinh theo da s6, viec ki van bin duqc thw hiin nhu sau:

Nsuai &jns dau co quo, !6 chtc fiay mit (TM.) tap tha lanh dco ky cnc
van ben cua co quan, 16 chLtc.

Cap pho cna nguo; duns ddu va ca( thanh vidn gin ( huc r u l,rh dao klac
duqc fidy mlr qip $a. b rha) nsuo dh8 d:! co qud. rd chK nhnng v6n bdn
theo ny quy6n cna nSudi tlfng dau va nl0ng van bdn thuoc c6c linh w.c duqc
phan c6ng phu hich.

b) viec ki vdn ban va nh0ns v6n da kh6c duqc rhvc hien nhu quy dinh t?i
Khoh 1 cna Dieu ndy.

. J. Trong uuong hsp dic bier. nsuo! ddm8 dau co quan. 16 chnc co rha i)
quy€n cho nsuin dms dau n6t don vi dufi minh rn6t cep hi thia ny quy€n
(TUQ.) mol s6 ven ba. md minh phdiki. ViCc siao ki thia ny quy€n phai duqc
quy diDh bang van ban vn gioi h?n lrong moi thin gian nhat dinh. N8uoi duqc ki
thna rjy quyan kh6n8 &Jqc ny quyen l4i cho nsuti khec ki.

4. Thl rusng cs qum, t6 chic c6 fta siao cho Chrnh Vn! phdng, Trudng
ph6ng HeLnh chinh hoic Truong mol s6 don vi rvc lhuoc Li thna lenh GL.) mot
s6lo?i vin b,n hinh chinh lh6n8 thuons. Viec siao ki thiB le.h phei duqc quy
dinl cu the lrong quy che ldm viec bolc quy ch€ cdnS tic va. thu, ln trn cna co

s. Khi ki v6n ban k16n8 dnns btt chi; kl6hg dm8 mvc dd hoic cnc m!rc
d6phai.

Diatr 11. Bin sao vnn ben

L C6c hinn thilc bnn sao sdm: Sao y bs chinh, sao \rc vi trich se.
2 Thi ftnc bin,ro rh{c hiin rhrc Di;u Io ftron8 rvs6 0l,20ll/TT-BNv.
3. ViCc sao y bdn chinh, sao luc, trich sao vnn ben do lanh d?o co quan, t6

chnc. Chani Vin phong@q@, ro chic quy6t dinh.

4. Ban sao y ben chinh, sao l!c. trich so thvc hiin dins quy dinh ptlip
luat.6 si,i tri phnp ]i nhu bdn chinh.

5. B,Ln so chup (pholocopy ca d.au vn ch'l hi cna vdn ban chinh) kh6ns th!rc
hien theo quy dinh t?i Khoin I Di€u nny thi chi c6 sie 6 th6ns tia thm khao.
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6. Kh6ng d'rgc sao, chvp, chuyii. pMr ra ngoii co quan, t, chtc nhtng i
L;in ghi bEn li tan bin. Trusng hqp cdc y kian cua I enh deo co qud. t6 chic
ghi rrcns \en b;Ln ceLn thr6t cho viic giao dich, trao ddi c6n8 rzc phdi duqc Lha

ch€ h6a b,ns ven bd hnnh chinh.

Muc 2
QU,{N L9 VAN BAN

Diau 12. Ngry6n dc chung

I T;r cd r ,n ban di, van bdn d6n cr)a co qum. r,i chuc phii duqc qudn li
L;p lnhg tai \ an thu(oqud.l; chic tsau.Lay goit.r la Van $u) dd lim $n ruc

rrdp nlitr. dang li, rru nhnng lo?i van bdn duqc dang ki n€ng theo quv dinh crla

phAp lu4t. Nhins van ben d€n khAng duqc dans ki tei Van thu, cec don vi' c6

nhan kh6ng c6 lr6ch nhiem giai quyCl.

2. van b6n di. lan ban ddn $uec n$y nso phdi dudj dens ki. phdr hmh

hoac chuyin giao tons n8iy. chim nhdr Ii trons ngay lan vii( tiap theo vdn

bd ddn co dongd.iu chr crc muc d0 khin:-Hda rdc {kice Hoa Ldc hqn gii,).

"Thuqng khin'vn "Khen" (eu dey gei chuns ln vnn bdn khdn)IhAi duqc di'g
Iq. trinh vA chuyin gi& ngay sau $i nhdn duqc \an bdn klan di phai duqc

ho,in ftann rhu uc phil hrnh \d chuyan phir nga) sau kni van Un duqc ki.

l. \an b,h, d liiu co ndi dung mans bi mdl nhii nuoc {sau de) 8qi lar la

vm bdn miv ddsc dang ky. qu.in li theo quy dinh cua Ph;p luit hren hanh vi
bio !i bi mdr nha nudc v6 hudns din r?iQu) chd nay.

4. D6i voi vdn bnn sni dicb drnh nsui,i nhin. v6n thu kh6ng duo. c b6c bi
miL chuyen Lhans cho ngudi nhin van bdn. \suoi nhAa lan ban xem ndi dms
\d ban co lien qud dan co quar. c6ns liic giri qu)er Phii chuyan hi cho van

tlu nsay trong nsiy dC dnns ki vdo s6 theo ddi giei quyet theo quy dinh

Diar 13. Trinh tqquiD li vnn bin d6n

T^t ce ven bin d€n co quan, td chrrc phei duqc quu li theo tri.h tu sau:

l Tiap nh6n, dnng ki van ban ddni

2. Trinh, chuyen giao van bm d6n;

L Giai quyar \e rheo ddi. ddn d6( viic gi6i quyir \an bdn dcn

Diau la.Ti6p nhan'iling ki vnD ben d6D

t. Khi tiiip nh4n van ban d6n tt mei nsu6n, trong 8ii' hoic ngoei gid ldm

vie.. van thu h;{c nguoi duqc giao nhieb vu d6p nhan van bdn d€n Phei kicd
ra s6 luqns, tinh trqng bi, d5u ni€m phong (n€u co), ki€m tra, d6' chi6u voi noi

snitudc kni nh4n vn ki nlAn.

2. D6i v6i bdn fd, phni chup hi tai6c khidong ddu D6ni d6i 
"6i 

va. b,in

duoc chu)in phit qua mang. long lrumS hqP cd rhial. c rhe In € \b lim 
'hn

ruc dons dau Din Sau do. khr nh,;a dddc bdn chsh. phAi d6ng diu Dcn vao ban



chinh ve lim thri tqc dins ki isii diin, ngiy d6n B s6 va ngdy da d.ng Li d bdn

fa-\, b{ chuyen phft qu mans).

3. Vin ben khAn d6n nsoii sid Dm viec, nsey la, ngdy n8ii, LIri crn bO,

c6ns chnc, viCn chfc tiap nhAn c6 tnich nrieln ky nhan vi beo c6o nsav v6i
Lanh dao co quan. t6 chirc, Cbenh Van phdng d6 xn li.

4. Van ben d6n phei duqc dang ki vaLo s6 dene ki van biin hoic co sd dn
liauquan li vin ban den lren maytinh.

5. V,n ban mat d6n duqc ding ki n€ng hoec niiu sn dung phAn m6n t€n
miy vi tinh thi khdng duqc niii mqng LAN (mens noi b0) hoic nang Intemel.

a) Phe luc Ir Miu d,u 'Dan"

b) Phu lqc II: 56 D.ns ki van bm diin

c) Phv lqc III| Sd Dnng ki dsn thu

Diau rs. Trinh, chnyar giao vnD bin d6n

L Vnn bdn d6n sau khi duorc dans ki, phni dnh ngudi c6 thin quvAn d6

xin i ki6n phen phii ven bnn. Van bm d6n c6 dau chi cec muc dO khen phai

duoc rinh vd chuy€n giao ngay sau khi nhan duorc

2. Crn cn vilo y ki6n chi deo giai quy6l c6ng chfc, vien chtic van thu

d,ne ki dap nhan va chuyan vdn bm theo i kiCn chi da o

J. vrec chuyen grao v8n

sis gln bi mat noi dung vnn
chuyan giao van ban.

4. Bi6u mdu:

a) Phu lqc IV: PhiCu Sieiquy€t van bi. d€n

b) Phu l!rc V: Sd chuyan giao van btn d6n

Diau 16. Ciii q$y6t vn theodoi,d6D d6c viec siii quy6tven uln a6n

I . Sau khi nh6n duqc vin ban d6., do vi, ce nhen c6 tiich nhiem chi dao,

Biei quy6t kip lboi theo thdi hnn yeu cau cia linh dao co quan, t6 chtq theo

thoi hqn yeu cau cna van ban hoic lheo quy dinh cna phap luat

2. Trums hqp van be. d6n kh6ns co y€u cdu va ftiri hen trn la'i thi tha'i

btn siii quy,it duqc ihvc hien fteo Quy ch6 lim vioc cna co qua, t6 chuc.

3. Vdn thu c6 rech nhiCm t6n8 hqp sii lieu v,n b,n d€n, vdn ban .lcn da

duec siai quyir. di din han nhung ch@ duqc siai qu)t[ dc bdo cao Chanh Van

Dhbna. Ddi \oi \6n ban dEn co d;u Tsi IiEu thu hdi , Vdn lhu co lrach nniam

iheo doi, thu h6i hotc 8ui tra hi noi gni theo d0n8 thoi han quy.linh.

4. Chann \rn phong co rdich nhigm don d6c, bdo cao lanh d?o co qun.
16 chic ri InI hhn giiii qu)ar.lian dd v:r ldl quiL SiAi quy6l vin ban din dC

thAng b6o cho cdc don vi liC. qum.

be phei dam bao chinh x6c, dD8 diii tuqng va

ben. Ngui,i nban vnn bAn phii lci nhin veo s0
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Phs lvc VI: 56 theo d6i giii quya van ban dcn

Di6 17. Trinh t{quin livnn bin di

Ven bm di phed duqc quen li theo Gnh ts sau:

I - Ki,im tra fia $ac vn ki thuat ttinh biy v6n bani 8hi ni vn nsey, $ms,

2. Deng ki ven ben di.

3. Nhsn bdn, dong dau cs qud ve d6u mric d0 mat, khrin

4. Ldm rhi tuc phdt hsh, chuy€n phel vn theo doi viec chuv€n ph6t ven

beo di.

5. Luu vAn bii ali.

Diau rs. Ki6m tr! th6 thfc an ki thrit ttinh bnv vnn bini shi s6 vi
ngiy, th6ngcnr vnr btn ili

I . Ki6m tra th6 thi'c vi ki thuA! trinh bey van ban

Trortc kli Dhdt hdnh van bdn. Ven fiu kiam tra lai the thtc ve kt thu4t

t inh bny var bd; nau phAl bien sai s6t ihi b,o cto ngui'i c6 hich nhiem xem

xdt, giii quyet.

2. Ghi 
"d 

ve nga), tldng. n6n bd hinh van b:in

a, unr so cuavd oe
- Tat c,i vnn bn' di cna co quan, t6 chric duqc gh' s6 theo hi rhiing s6

chung cua co qufl, 6 chfc do Van thu th6ns nhat qudn li (t.n tuong hqP phep

luat c6 qu] dinh khac);

- V;lc ghi so \an ben quy pham phdp luir thvc hiin deo quv dinh qi
Diiu 58 Nshi dinh s6 l4 20loND-CP nsa) 14 5 20lo cna Chinh phn v, duqc

da,g ki neng:

- ViCc shi sii vnn ben hinh chinh tttqc hiin theo quv dinh l4i Di€m a,

Khoen I, Di€u 8 Thdng tu s6 0l/201I/TT-BNV

b) Chingny, thnng. nam cnavin bdn

- Vifc shi nsey, ftdng, nnm cia v{n ban quy ph4m plrip lual ftltc hien theo

quy dinh qi Diau s9 Nsli dinh ti 34/20l6NlCP nsey 1415/2016 cna Chinh phi;

- ViCc shi rsny, ftnn8, nnm cna van ban hnnh chinh lh\rc hien theo quv

dinhtaiDiam b, Khoen I, Dil.ju9Th6nstusd 0l/201l,/n-BNV

3. Vln ban mat di duqc dinh d vi' dens hi ricng

Di6u 19. Dang kY vnD bir ili
vnn bd d; duqc dnns lci vno s6 dnns ki vnn bAn di hoic co so do leu

qurn li v,n bm di tre. nay tinh.
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l. Dang ki vin ben di bang s6

a) Lap s6 dang hi vrn bm di

Can cn r6ng sit vA sii luqns m6i lo?i van bdn di hing nam, crc co quan, t6
chfc quy dinh ca tha viec lAp s6 dang ki van ben di cho phn bqp

Van bdn mat di duqc dnng ki ricns.

Phq llc vll:So DAngLi vdn ban di

2. Dens ki vnn bdn di bang co sd dt lifu

. Vnn biin di dang.ki veo cd sd du lieu phii duqc in ra giay d€ ki nhan ban

Iu! hd so vn d6ns sO de quan li.
Diau 20. Nhin bnn, ir64 dir coqusD vi' dAr tnfc ilo khin, DAt vin

baD.ti

I - Nhen brn

a) 56 luo-ng van ban cen

sii luqng qi noi nhan vIn bn i
lifi k€ dn danh s6ch lhi dm vi
luu n Vnn thu.

nhan ban da phet hinh duo. c xnc dinh tr6n co so

n6u gfi d6n nhiau noi m, trons vIn brn kh6ng

soqn dldo phai c6 phs lvc noi nhan kam theo dC

b) Noi nhin phi; duqc \dc dinh cu Ihc rrons vdn bir tren nguvan dc \an

ban chi sui d;n co quan, rd chnc, don \ i c6 chuc nan8, rham quyin srai qu)ar. rd

chnc $vi hr,;n. phoi hop lhlrc hren. bao cdo. giim.at Uim tra lien quan dcn ndi

dung ran bin: kh6ng Bnr vuqr cip. kndnq stri nlridu bin cho mdr ddi ruqng

khdnsgvi dan cnc d6' (uqng khac chidi biar. de thdm kh,o

c) Gi& sin bi mit noi duns van ban vd thltc hien daLnh mrv, nhan bdn lh@

dnng thoi sian quy dinh.

d, !i* ni;n bd van b,n mir phrii c6 i Lian cna lanh dao cs qud. t6

chic vad'qc rhuc hiin rheo quy dinh r?; Di;u 8 \shi dinh s6 11 2002ND-CP
rsiy 284/2002 cna Chinh phn quy dihh chi ti6t thi hdnh PhAP lanh Beo vC bi

r. Dong dau co qud

a) Khi d6ns dau l6n chll hi thi dau phai
phiab€nrei.

rrum lin kloins l/l chn ki !d

b) D6u d6n8 phni 16 rang, nsay nsin, dling chiau vi dnng msc diu mnu

dd tuoi lheo quy dinh.

c) D6ng d;u vno ph! lsc kis tho
\ rec ddng diu len cdc phu luc kem $eo lar ban ctunh do nauoi ky van

ben qulEr dlnh \a ddu dugc dong lCn lmg d,iu. rrum lEn mot PhAn rin co qud.
d chuc hoic tcn cna phu luc.

d) D6ns dAu sirp lai



viec d6ng dau ginp lai d6i v6i vin ben, tdi lieu chuyen nginh vA phv \rc
ktn tbeo: DAU duqc d6ns vio klDins sioa m6p phei cna van ben hoAc phu lqc
vdn ban, rnm l6n not phir c6c ra' s;Ay, m6i dau kh6ng qur 05 ilanS-

3. Dons dau dO khan, mat

_ a)viac dong diu chi.otc m,Jc dO kh.n (K|AN, THUoNG KHAN, HoA
TOC, HOA TOC HEN GIO) tdn van ben henh chinl duo. c thlrc hiCn theo quy
dlnh t?i Di€m b Khoan 2 DiCu I 5 Th6ng tu s6 0l /201 I /Tr-BNV.

. b) viec.d6ng dau chi crtc mtc dO mat (MAT, ru'1Er MAr, rdl MAr)
vd ddu \hu h6i" duqc khic dn rheo quy dinl t4i Th6ng u s6 33/2015,TI-BCA
nsny 2017/2015 cna BO trubg B0 Cong d huos dan thqc hien Nsli dinh s6

33/2002/iID-CP nsily 28/3/2002 cna Chtnh pht quy dinh chi tict thi hinn Phep

lenh Beo ve bi mar nhn nudrc.

c) Vi tri d6ng diu dO khin, dau dO mat vi' d6u phan vi luu hbh (rR-A
LAI SAU KHI HOP, XTM XONG TRA L4], LUU HANH.NOI BO) t€N VAN

bnn duqc thsc hian theo quy dinl lii Di6m c Khoan 2 D;Cu i5 Th6ng tu s6

0l/20t l/TT,BNV.

Diltr 21. Thn f{c pn6t hlnb, chuy6n ph6i vt
vnn bin ili

lheo d6iviec chuydtr phit

I - Thn fiJc pMr hioh vdn b6o

Vnn thu ti6n ha'h cic c6ng viec sau day khi phdt hanh:

b) viabii
c) Vno bi vidan bi;

dJ Dong ddu dO khdn. deu ki hiqu dq m,t \a ddu kltac l€n bi (neu c6).

2. Chuyan phet van ban di

a) Nb0ng vrn bdn d! ldm d:y dn c{c thn tlc hdh chinh phai duqc ph6t
hanh nga) Lrons nsa) van Un do duqc dans kj. chdm nhiir I, tong n8dy lam
viac riep $eo. Ddr vor var bm quy phqm phap luar co !h€ phal heoh sau 0l
nsdy, kC tir ngdy ki v{n ben.

b) Diii vdi nbong van bm "HEN Grd",'HOA T6C", 'KH,AN",
'THUoNG KH^N' phdi duqc phnt h,nh ngay sau khi lam diy dn c6c thn hrc
hnnh chinh.

c) Vd bnn di duqc chuyin phdt qua bn dien ph;i duqc dAnS ky lao 56
gqi vdn bdn di buu dien. Khi giao bi van hin. phAi ycu ciu nhdn vi6n buu diCn
kiem 1ra, ki nhin vdd6ns dauvdo s6.

d) Viac chr.'yen giao tryc tiep van ben cho crc don vi, ca nhan tons co
quan, 16 chfc hoic cho cec co qum, d@ vi, cA lhan b€n nsoai ptrii duqc hj
nnan vno s6 chuyen siao ven ben.

d) Choycn phft vIn bnn di bdns may fa, qua mena
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Trcng truimg h9p can chuyan phet nhanh, v,-n bin di c6 thd duqc chuydn

ph6t cho noi nhan bins miy fax hoic chuyCn qua mqng, trong ngdy ldn viec
phni gfi ben chinh d6i voi nhlns vdn bar c6 gin fi llru lrt.

e) Chuyan phat v,n b,r mat fiuc hien rheo quy dinh tai Diau t0, Didu 16
NCni dinh s6 JJ,2002ND-CP va quy dinh rai Th6ns tu s6 3J,2015m-BCA.

3. Theo d6i vi€c chuyAn ph vanbandi

a) Vin tlu c6 titch nhiCm theo d6i viec chuyan ph6t van bin dii

br Lip Phi;u gui dd rheo doi !iic chu);n phdr van bdn di Lheo yiu ciu cna
nswi ki v.. bd. ViCc x{c dinh nhirg ven bdn di c6n l6p Phieu gti do don v!
ho& cn nhan so?n $eo van ban dC xue! tnnh nsuoi ki quy6l dinhi

. 
c j D6i vo, nhnng v;n be di ro donS.diu IailicLr$uhdi . ph,Lrfteo d6r.

thu h6i dnng ttrdi han; thi nhAn ki, phni ki6m t a, d6i chi6u d€ bao dam van bnn
kl6ns bithiau hoec fta( hci

d) Tntong hqp ph6t hien var bm bi tMt lec, kl6ns c6 nsuin nhan phii
b6o c6o nsay Chenh Vnn phdng dA xri li.

a. Biau mau:

a) Ph! luc VIII: Bivnn bd
b) Plu lqc IX: S6 Chuyen giao van ban di

c) Phq luc Xr 56 Gni v;n bdn di buu dian

Di€u 22. Lm vnn ban.li
L V6i \6n ben di phei duqc luu hai bAn: Bin g6c l@ rai Van rhv vi 0l

ben cNnh luu trong h6 so c6ng viac.

2- Bdn g6c luu lei Van $u phai duqc d6ng dau vn Jp x6p theo tht t{
dang ki.

L vrCc In8in. b.io qudn vasrdungb;n luu vin ben dicodongdiu chicac
m'ic dO mat duqc thvc hien lheo quy dinh hien hdnh v€ beo ve bi mat nha nuoc.

4. v;n rhu co tntch nliqm lip s6 fteo do; va phuc vu kip thoi rdu ciu ,n
dvng ben luu t?i Vnn thu theo quy dinh cna phip luat va quy dinh cu th6 cna cs

Mqc3
L4PHdsovAcrAo \eP

HO SO. TAt LIfU VAO Lttl TRtr COQUA\
Di6u 23. Lip DaDh m{c h6 sd

Danh muc hd so cta co qud, to chuc duoc ldp rheo qu) dinh rai ftdng
u sd 07 20l2rn-BN\ nga) 22 l l 20l 2 cna Bo Ndi 'u hudmC d;n quan li \ m
bin, IAp hd so vi nop ln h6 so, tni lieu vao lun trt co quan; do nsut'i dins dau
co que, td chAc duyCt, ki ban hanh vdo dau nAm.
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Diau 24. NOi dungviec gp h6 sovi yau cAr d6i v6i h6 so iluqc Up
L NOidus viec hp ha' so c6ng viec

a) Md hd so

Cbn cu vao Danh muc ho so cia co quan. 16 chtc va $uc ri cdne riic
duqc siao. cin be. c6ng cluc. vidn chuc phdr chuin bi bia h6 so.. thi riiu da hd
so. ky hi+u h6 so, ndn h6 so lan bra h6 so Brs h6 ss dwc thr€r le \d in rheo
Ti€u chuan qu6c sia TC\4! 925 I :2012 Bia h6 so luu tnl.

b) Thu thep vin ban veo hd so

- can bq. cdng chnc. \iEn chic c6 trich nhiem lip hd ss cin lhu rlaip dat
di cac van bdo, siriy ro va cdc ru liiu co li6n qud d€n 'u 

\ iic vto ho ss:

- Cec var b,Ln, tai lieu trong hij so phei duqc sip x6p theo mOl trinh t{ hqp
li, tuy theo dic di6m khec nhau cna cons viec-de lqa €hqn cAch sip xcP cho
thich hsp (chn y€u h theo r.in} t\t thoi gian vd dicn bi6n c6ns viec)

c) K6i thnc va! bicn mqc ha, sd

- Khi c6ng viac g;ai quy6t xong thi hd so cnng kdt lhnc. cen bO, c6ng
chuc, vien chtc c6 tnich nhiem lap h6 so phei ki€m t.a, xem x6t, b6 suns nhtnB
van ba, siay B cdn 6i6u va lo?i E vnn ban tdng thira, ban nnrp, cdc tu liCu,

s6ch b6o kh6ne can de trong h6 so-

- D6i voi cdc h6 so c6 thi'i h?n beo quen vinh vi€n, crn b0, c6ng chtc,
vien chfc phni bi€n mlc h6 so day dn.

-.Honn thiin. chinh sm tieu d€ h6 so cho phn hqp vdi noi dung tai lieu
Lons h6 so (ncu can).

- Niu hir nrm ma cdng vrqc chua siai quyil xong rhr chG rhqc h;in viic
kdr rhic h; so. hd so do duqc b6 sus vao Dah mqc ho socia nrd 'au lidn kd.

2. Yeu cau d6i vdi m5i h6 s(, duqc lAp

. a) H6 so duqc lip phii phan ,nh dnng chu€ nang, nhiem vu cna co quan,

t6 chtc, do vi hinh thenh h6 so;

b) Van bdn, f.ii lieu duqc thu thap vao h6 sd phei c6 sq Ii6n que chit chc
v6i nhau v,iL phd 6nh dnng linh tv dien bien cna s\r viec hay lrinh tq s;ei quyet
cdnsviCci

c) Van bdn trong hd so phni cd 8i6 tri bAo quan tuons d6i da'ng dau.

a) Phq lvc XII: Mau Darh m\ic h6 so

b) Phu lqc Xlll: MOr so lo?iri€u di h6 e (iau b;;u

Diau 2s. Thdl h4n nop ln hd so, tAi fieu vio Ln irir co qutn
L Tlin hn nop l@ hi' sq tai lieu vao L@ trn co quan duqc quy dinh
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a) Trong.thsi h?n 0l nam, kd d ngay c6ng viec kii! thtlc, tri trudng hqp

quy din}t t?i Di€m b khoan ndyi

b) Trons thii h?n 03 thens, ka tt ngd'y c6ns 1rinh duqc quv€t torn d6i vdi
hd sq tai lieu xay duns co ban.

2. Troo.g hqp don vi, c, nhan c6 nhu cau git hi hd so, tri lieu da ddn h?n

aop In quy dinh l4iklodn I Diau nly dE Phqc lal cdnS tigc lhiphdrduqc ngud
drhg d.iu co quan. 16 chuc ddng i v, phai l;P Danh muc hd so di lieu sin h;
8ii cho Ltru tri co quan.

Thoi sio gin lci hd ra. di liau cna do vi. cii nhan kndng qud 02 ndm ki
tn ngny d6r hen nOp ]uu.

Diau 26. Thinh phin hdsd, tni lieuvi thn t$c nop lm
l. Thinh pbin hd so, tni lieu nOP luu vao Ln lrn co quan g6m rcin S h6

so, tii IiCu duqc xnc dinh thdi hen bAo quen tt 05 nam Ld l6n, td nhnns loei h6

dr Cac h6 s ngu)En dc duqc dus liim can cn di theo ddi. siii quvdr

cdne viec fiu9. r€ch nniim cia m6i ci nhdn. duqc ci nhn 8in vs co Lhi rq

loai, hriy khi vin b,an het hieu Uc thi hanhi

b) Hai so va nhons c6ne viec chua sini quviit xong;

c) H; so ph6i hqp g;e; qu);r conB viic (trons rruorg hqP trung tdi hd so

cna dolr vichn H);
d) Cnc vln ban. tni IiCu sni dA bi6t, da &am khdo.

2. Thn qic nop lml
a) Do vi. ca nh6n siao hd so, tai lieu hoan lhien h6 so cong viec, fi6ng

k€ Muc luchO so, tnili unop l@vagiaonop vdo L'ru tro coquan;

b) Luu trB co qu& c6 tnich nhiem d6p nhan hai sd, ta; lieu vn lap BiCn

brin siao nhan h6 so. tai lieui

c) Mqc luc hd so, tni lieu nop ln ve BiCn bdn siao nhan hb sq tii lifu
duoj lap $inh 02 ban; don vi, cn nhen giao b6 so, ta'i lieu 8in 0l brin' Lw trt
cd qutu sit0l ban.

a) Ph\r lvc XIV: Mw Iw hi' sd, tni lieu nop luu

b) Phq ltrc XV: Bien ban giao nha. di lieu.

Dia'r 2?. Trnch Dhiem d6i v,6'i c6ns t6c hp hd so viL gito nop h6 sd,.ii
feu vlo Luu trir co qran

L. Ngudi dm8 dru co quan, 16 chric c6lrtch nhiCm chi d4o, kiad tra viec

xav dgng Danh mui hd so. lip hii ss ve eiao nop hd so tai lieu veo luu trii co

2. Ch:tnh Ven phdng c6 nhiem 4':
a) I d chfc th\rc hien viCc llp $ so, di liau viLo llru trG co quan:



b) Chi d4o viec xey dl|ng ve tdnh ngudi ding dau ban hanh Danh npc ha,

cr ThM mn cho nsuoi dms d:u co qud chi d?o viic kiim rra. hudng
dan c6ng chic, vi€n chtc vi crc don vi uvc thuoc hp h6 so ve Siao nop h6 so
iii lieu veo luu tro d6i v6i crc co quan cap du6i.

3. Neuoi drins diu don vi trvc thuOc citc co quan c6 tr6ch nhiem: Td chtc
rhw hiCn viec l4p ho so, bio que vi siao nop h6 so, tai leu cu don vi vao Ltru

4. 1rach nhiqm cna crn bq. c6ngchuc. \iin chnc lrongcoquan.ldchuc

a) Trong guit trinh theo d6i, siei quyat c6ng vieq oin b0, c6ng chrlc, vien
chfc phai bp h6 so vA cons viec d6 va nop.lw h6 so, tai lieu vao Ltru tr[ co
quan rheo huons den qi Diau I' Thong ru s6 0?201)TI-BI.IV cir B0 Nai ,T,'.

Nsoar viec lap h6 so c6n8 tric. cir lap ho so nsu)€n Lir di lam can ct giti
quyer cong vrlc nang ngay.

. b) Trusng hqp d6 vi,16 ch]rc hoic cAn b0, cons chtc, vi6n chfc c6 nhu
cau gio l4i h6 so, tni lieu da den h?n nop luu dC ph$c vu c6n8 viec chuyen m6n
thi phdi duqc ngudi dhs dnu cd qud, t6 chlc d6ng i ve phdi lap Danh muc h6
so, tai lieu sui hi cho Llru trt cs quan. That b?n g;n h hd so, rii fieu cna don
vi, ce nhan kh6ns qua hai nam, k6l,J ngny d6n h?n nop lnu.

o Truons hqp cin b0. c6ng c\tc. v;an chtc khi . huyen cdns rdc. Lhoi

viec, nghi humg che d0 bao hi€m xa hoi phai ba. siao h6 so, di lieu cho cd
quan, t6 chrtc hoic cho nsuoi ka nlriam, kh6ng duqc git hd sq td; li6u cna co
qud,rO chrh hmta;lieu ri6n8 hodc mms snscoqum, t6 chfc kh6c.

5. Trech nhiam cila Vrn lhu c6c don vi t4rc thuOc c6c co quan, i6 ch'ic

a) Cu6i m5i ndm kiam tra tinh hinh lap h6 so cna lhs ce nh6n rtons don
vi (pha'ne, bm.-.) xec dlnh h6 so da k6t lhfic, hutne dan hod chinh h6 so da
nop luui

bl ft6n8 kE hd so. di li=;usiaon6p vno Muc lvc ho so, Lni liau ndp luu:

c) Bdn giao hd so, tailiiu cho Lrru trn co quan.

6. Tnich nhiem cna Van thu cdc co que
a) Tlan muu xey dqng Danh mqc hd so crla co quan.

b) Diu nnn, Vnn thu co qu&, td chric sao gni Danh mlrc hd so cho cec
dm ri rrvc rhudc, cdng chtc. vidn chr lirn crn cn l6p h6 so. Tdn co sd Dani
mlc h6 so. Van thu co quan chuen bi bia h6 so siao cho cec don vi hoac c6 nhan
cd trech nhiem Ep h6 so (1i€u cbuan bia h6 ss, hOp bno quen, gie bno quan tai
lieu lm t.e thvc hien theo Quy.et dinh s6 1687/QD-BKHCN n+dy 23t7/2012 cn^
B0 Knoa hec va C6ng nghi v€ viac c6ns b6 ti6u chuan qu6. sia bia h6 so lu
trn, hdp bno qum lei Ijeu luu r.u, gie bdo quan rai liCu lw !rt).

c) Ph6' bqp vfi Luu trt co quan huons dan n8hiep lv, d6n d6c. kiam t.a
viec lap h0 so tong cs quan.
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7. Tdch nhiern cna Ltru trt co quan

. a) ci[p nsud duns diu cs quan, 16 chtc huong d6n viec lap hd sd ve nop
lw h6 so, r.ii lieu.

b) Tiap nhAn, hodn €hinh vi sip xiip hat so, tei l;Cu da d6n h?n nop lm tn
cec dm v!, ct nhen vn Bp bi€n bd giao nhan h6 so, di fieu. Trua'ng hqp thay
rhau h6 so thi.y6u cAu don vi, ce nh6n b6 sung hoAc b6o c6o nguoi c6 thdm
quyCn sieLi quy€t; h6 sd bao gdm:

- Viat bia theo nau, denh sii rd tong hd so: d6i voi hd so c6 thdi hen bdo
quen vini viin ph, \iir chnsrn l;t thic vi bi€n muc vdn ban rrong ho sol

- Lip m\x l\r h6 sobdo qul]|l vinh viin riEng va h6 coco rhoi hen riEns:

- Sip xap hd so vrlo hOp (clp), ghi ve d.in nhan hop dua l6n 8ia.

c) Giao nop tdi li6u luu ffi cit.8;, td beo quen vinh vian thuOc Danh mqc
taileunop lm vio l@ t n licl sn;ld chwneu hny tnilieu h6lsinti theo quy€t
dinh cna nguoi dung dAu co quan.

Mrlc 4
euiN Li vi s(l Dr/NG coN D,iu

Diau 28. Qunn lico' dA'r

L Chnc danh.ha nudc, ngudi dnng diu co quan, t6 chtc c6 t6ch nhiem
qudn li, kiem tra viCc qum ly vn si dlDs con deu vi ban he.h quy dinh v€ qud
Ii vd sn dung con dau cna co quan. t6 chtc minh.

2. D.ng ki mau con diu vd rh6ne b6o mau con dAu cho cs quan, td ch'lc
c6 l;6n qud bi6t tru6c kni sn dung.

- 3. Ch,p hrmh viec kiiim tra, tha'h trE, hLr@g dan cia co quan ddng ki

a. Giao nop con diu va giiy chi6s nh4n dins Li m;u con diu thuoc cic
tdi,ng hqp bi rhu h6i tbeo quy dinh €na phnp lu6t.

5. Cor dju pha; duqc quan li chii che tai tr1r sd cia co quan, d chtc; chi
danh nhA nuoc, ngudi d'irg dau co quan, 16 chLrc m6i duqc quyet dinl viec
con dau E n8o;irru sodC sud$nggrrqu)at cong viac.

6. Co que. d chK, chtc ddh nna ntrdc bi m;r con d,u,
02 n8dy ke lu khi phdt hien mat con deu thi phai th6ng b6o ngay
cho co quan da cap siay chrns nhan ddns hi mau con dau vn cs
xa, phuo.g, lhi trin noi xay ra mit con dau.

7. Co quan, 16 chuc bi chia, tach, sAp nhap, hqp nhit, siai tha, chdrn drn
bo?r dong ho{c bi thu h6i siay dlns ki ho?i dons, giay phdp hoet dong hoic bi
tem dirh chi, dinh chi ho?1dons phai nop lqi con deu vi giAJ chjms nhan derg
ki nau con dnu de duqc cap trudc d6 cho co quan da cap giay chirn8 nhAn deng
ki mau con deu fieo quy dinh.

trong thdi h?n
bang vin bdr
quan C6ng an
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8. Con ddu dans 5t duns br bi;n d4ns. mon.-hong hotc co rhsy dti rd
chuc..d6i tdn thi phdi rhvc hiin fiu ruc drnS ki hi miu con dru. nqp lqi con dru
\d giay chhg nn6n ddg b m;u con diu da duqc cdp Irvoc do cho co que
@g Ky mau con oau.

9. ciiy chnng nhan d;ng ki miu con diu bi mAt phti thqc hien ftn tuc c6p

hi siaf chEs nhan dnns ki mau con d;u. Tnrsng hqp bi hdns phai thw hien thn
wc doi hi giay chrns nhin ddns ki miu con ddu \) nap lqi giiy chmg nl'?I
d.tue lci miu con dau da duqc cip tri,ft do cho co quan d,ng lq miu con ddu.

10. co quan, d chtc. chuc danh nhi nudc khi cln phai sil lai con diu hat
gin fi $ dpng d€ phuc vu c6ng tic lu'u tr[, nshien cuu lich sn phdi c6 vln bnn

sui B0 Noi 4r de beo cno Thi tuoE Chinh phn xem xet, quyer dinh.

I L MCc in mau con diu cna co qw, td chric, chw da.h nhd nudc da phuc
v! cdns ric phai duqc quy dinh tai van ban quy ph{n phep Iu01 v6 linh w.c d6.

Diau 29. sndtDg cor diu
10 D6ng dau vno vn bd, giey to phei fteo dung quy dinh crla pllip luar.

2. C6ns chnc, vian chfc vdn thu phdi tu iay d6n8 dru vno cec van bAn cna

3. Chi d6ns dau vdo cet vln ban khi cec vnn bin dins hinn $nc, fia thnc
ve c6 ch'l ki c'jLa nguoi c6 than quycn.

4. Kh6ng duqc d6ng dau lrong ctc tnrong hqp sau:

a) Dong dAu vio siay kh6ns c6 noi duns;

b) D6ns dau tfl.dc kni ki;
c) E6ns d6u l€n ctc v6n ben co chu ki cna nguat kh6ng c6 ftim quyin.

Chuong III
cdNG T,ic I,UIJTRI.T

Mlc I
c6NG TAc THU THAP, BO SUNG TiT LIEU

Dia! 30. Ciao nhaD h6sd,tii lieu vio Ln trncdquaD
Hang ndn, c6ng chric, vien chrc lD trn cia co qud, d, chnc c6 nhiemll.' td

ch'ic rhu thap h6 so. tai lieu d5 dan hen nop luu vdo kho luu ffi co qud, c!' thc:

I . Lap kc hoqch thu thap h6 so, tai lieu.

.2. Ph,5; hqp qti ctc don vi. cdn bO, c6ns chric, vien chirc x,ic dinh nhung
loaih6 so, rii lieu can nop lm vio Lw trtcoqud.

L Hudns d;n c,c don vi. c6n bo. c6ng chuc. vian chnc chuan bi h; so. rii
lieuvd lap "Mec luch6 sq tAi fiiunop luu".

4. Chuan bi kho va cac pbu@s tien beo qunn d6 d6p nhan hd so, tdi l;Cu.
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s. T6 chrtc ti6p nhin h6 so, lii lieu, kiam tra d6i chi6u sina Mlc lec hd

so, iii liCu nop ltru voi thlrc tA tii lieu ve lip Bi6n ban siao nhan di lieu.

Diau 3r.Thu thap tii liiuvno Luu trit lich sntinh
I . Truns taln Ltru trn Uch st trw tluoc Chi cuc Ven thu - Luu trt, Sd NOi

vu srirp Cram d6c So Noi w trvc riep qulin ly rai liiu Luu rn li.h st rhn: rhu
drip. riip nhir [ri liiu c6 gii rri linh ridn hinh thinh trcns ho?t dqn8 (ia co
qum, 16 chftc d cap dnh, cep huyCn; cac c6 nhan, 8ia tlinh, ddnS ha tlt nSuyen
tang cho, ki gni hoic brn tai lieu luu trt; cac !6 chft k}6c rheo quy dinh cna
phdp luat.

2. Cic co quan, td chfc rhuOc nsu6n nop Im Lii lieu vio Truns len Luu
trn lich sn tinh c6 rnich nhiam:

a) chinh li ai lieu tuoc khi eiao nOp vd l6p Muc lqc hd so, tai lieu nop luu;

b)LapDanhm$cldi lieu c6 d6ng dduchi cdc mfc dO mat;

c) Giao nop diy dn iai.lifu, hop, clp ve c6n8 cv tra clhr vao Truns ran
Luu tr0lich sn rini: rdn chuyEn lai liiu d.h noi giao nop:

d) Muc lgc hd sq tAi fieu nop lrru vd Bi6n ben siao nhin hd so, lii liau
duqc hp thinh 03 ban; co qum, t6 chnc siao no-p h6 so, tii lieu gin 0l ban, Luu
lrn lich st 8;n 02 bAn vn duqc luu tr& vinh vi6n tei co quan. td chfc. Luu trt
Iich sn dnh.

3. Trdch nhiem cia Trung iam Luu iru lich sn dnh:

a) Tham muu Oiam d6c So Ndivu rdni UBND rinh bd hanh Quyir dinh
thu Gi lieu cna crc cd qud, do'r vi thuoc Danh muc cnc co quan, t6 chlc ld
n8u6n dop luu tai lie! vdo Llru tru llch st tinh hins ndm;

b) Hudns dan c6c co quan, t6 chft thu6c ngudn nOp luu chuan bi ai leu
giao nop:

c' Thu th,ip. chinh li. xic dinn gii rri. rhdns li. bdo qutu ra rd chK st
dunA liLi li€u lm tr&;

d) Chuin bi kno tm8 va c6c phusng fien de ri6p nhan ai liiu;
e)T6 chric tiap nhandilieu vi l6p "8i6. b,n giao nh6n tai lieu".

Diau 32. Chinb li tiri leu
Ha, sd, rai lieu clla co quan, 6 €hrh phei duo. c chinh li honn chinh vd bao

quad tong kho luu trt.
L Nsuyan lic chinh li
a) K)6ns phan ten ph6ns l@ lrfi

, b) Khi phen loai, l4p hd so (chlnh sta hoen fiien, phuc h6; hoic lap m6i
h6 so) phii r6n bgns sy hinh thanh rii liCu rhm rrinn .y theo ddi, giai quy6r c6ng
viec (kh6ns phe vo hd so da lap)i
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cJ Tai liau sau khi chinh ly phei phen rnh duqc clic hoAt d6.ng cna co

2. Tai lieu sau kni chi'h Ii phai d?t yeu cau:

a) Phen lo?i vi hp hd so hoiLn chinhi

bl Xic dinh rhoi han bdo quan cho h6 ss. di liaur

c) HC th6ng h6a h6 so. tAi lieu;

d) LAp c6ng cs tra cm: Mqc luc h6 s, @ sd di lieu ve cec c6ng cu tra
cn knic phlrc vq cho viec quin li vn tra cuu sn dgng tai lieu:

d) Lap danh mqc tt liiu h6t gid tri.

Diau 33. x6citirh si6 t.itii liCu

l. Van thu, Luu r[ cd qum, 16 chtc c6 nhiCm vrr sinp Chenn Van phdng
xd) duns BAns lhoi h?n bdo qutu lai liiu rrinh Lanh d?o.co qud. ro chtc bd
hr,n} sau kni c6 i kian lllem dinh cna co qu& co thim quydn.

2. viic xrc dinh gid ri 6i lieu phd' d?t duqc yeu c;u.au:

.a) Xrc dinn tAi lieu cAn beo quan vinh vi& va tai lieu bno quar c6 rhdi
han bnng s6 ndm c! th6;

b) Xec dinh iai lieu hCt gie bi d€ 1i€u hny.

Diau 3a. Hoi irdDsr6c ilinh si6 tritii tifu
Thyc hen theo quy dinh r?i Diau l8 Lu4rLm 1rn nnm 2011.

Diar 35. Hny tni lieo h6r gii trl
l Tham tra tai lieu he! 8ii tri ttuoc khi ti6u hny

ViCc fiam tra tai fieu hAt gi6 t{ tru6c lhi ti€u hrly t€n db ban dnh duqc

al So Noi v! lh:m dlnh, hnh cip co tham qulen pha duy6r "Dani muc t,ir
liiu het giA ri" cna Luu lrt lich st tlnh ve tham.ra Ai lieu her git tri cna LLJU

lrn huy€n vi cna cac co que, t6 cluc thuoc ngudn nop luu tdi liou veo Luu 1ri
Iichsntinni

b' Phons NOi ru huyin. rhanh ph6 rhen ua rai lieu #r sia Lri cna crc co
quan, 16 chtc thuoc nsudn nop luu rai liCu.vao Lm t.n buyen, thdnh ph6 vi cna
xa. phulns, thi tran thuoc huyCn, thenh ph6;

c) Luu tru c'ia cic co quan, 16 chlc cap t€n giirp ngua'i dri.8 d6u tham
tla lni lieu h6t sie tr! cu cec d@ vi rruc rhuoc kh6ng thlloc ngu6n nop luu lii
lieu vdo Lm tro lich sf.

2- rhin quyin quydt dfuh hny di fieu h6t sia tri duqc quy .linh nhu sau:

a' Chi rich | ) bo nhiin dan rinh quyir dinh hn) Lni liiu *r sii ri rai I @
tro lich sn dnh theo dc nshi cna Cirm d6c Ss Noi vu,
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br Ngudi dung d;u cdc coquan, ro chrJc rhuoc n$dn nop luu tii liiu viio
luu rrn lich s'i rinh qu)Er dinl riau hiy rd; Iiiu her sil ri cna co qud. rd chuc
sau Lnic6 i kidn rham dinh bes va bd cna SdNoi!'!j

Chrl rich [Jy ban nhdn dan cjp hu)en quyar dinh ridu hny rdi liau hir gi;
tri thuoc l@ tro co quan cAp huyan sau khi c6 i kien them dinll bnns van ban
cna Sd Noivu;

dr Nguoi ding dau cdc co quo. ro chm rhuoc ngu6n ndp luu rei l;iu vao
Luu 1rt huy€n, thbh ph6 quyetdinl tiCu hny tii lieu h€t aii r.i cna co qm, t6
chiic minh sau khi c6 ikien them dinh bnns ven bnn cna Phdng Noi vq thuOc
UBND huyen, ftanh ph6;

e) Chn.(ch Uy ban nh6n dan cip.xe quy6t dlnh tiCu hny di lieu h6t gi, ti
cna ltru trt cep xn sau khi c6 i kien them dinh brng vnn bAn cia Phdns Noi qr
rhuoc UBND huycn, thanh ph6.

2. Thn t\ic, h6 so hriy tdi lieu hCt 8in tri duqc thvc hien $eo quy dinh tgi
Khoer 2, 3, 4, 5 Di6u 28 Luat Lu re.

Diau 36. Thli hfr nop luu hd so, tii lifuvno Ln t.nlicb sn

L Trons thiri ha. l0 onn, ka ti nlm c6ng viec k6t thfc, co quan, td chtc
thu@ Doh mlc cs quan, t6 chuc lhuoc ngu6n nop luu tei fiCu vno Lw tro lich
st rmh cd lftich nh;im nap luu tii li+u co Bia ri bro qudn vinl vi;n vao Luu rri
lich sn tinh.

2. Tdi lieu luu tr[ c6 gi6 tri bio quan vinh vicn cna c6c ngnntl cdng an,
qu6c phdng. nsoai giao phdi n6p ln vdo Luu at lich sri trons thdi hqn 30 nam,
ke ln nan c6n8 viec kCl thtc, rrv rai liau luu trl chua duorc Biai m4r hoac r.iLi lieu
l@ bnc,n rhiA cho hodr d6ng nghiep 4r hAnS nga)

3. Tii liCu chuyen m6n nghiep vq c6 sin tri bdo quan vinh vian cna c6c
nganl.linh vqc khac phd;nop lw v;o I o rni lich st trong rhoi hen 30 nim, ki
d nnm c6ns viec ket ftfc, un tai li€u luu ffi cAn rhiat cbo hoqt dong nsh;€p vu
bens ngAy cia co quan, 6 chtc.

Mqc2
cHf D0 B,(o cAo rHONG Ki

Diau 37. D6i tuvngth6ng kG

a) C6ng tdc vin thu s6n: Va! b,in chi deo vA hrJdns dan nshiep vu c6ng
iic ven ftu: t6 chirc vir rhu; nnen sV ldrn c6ng tic van lhut ven ben di, vdn ban
den; b6 sq t ang thie! bi dmg cho vln thr.

b) C6n8 t6c luu tror Vnn ban chi dao vd hudng dAD nghiQp vy luu trt; tr!
ch'irc le t Oi nh6n slt hn c6ng tic LN trq |ai [Cu luu trn; rhu tbip vn lod hny rAi
Ieq 6 chic st dlng tai liCu l@ 1r0; kho luu tr(r, hang rhiCt bi diuxg cho luu H!.

c) Nshi€n clu khoa h9. va c6na tac vnn rhu, luu ril.
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Diau 38. NOidungvAch6 dO b6o cno tb6ng ke

I Sd Ndi vp co rrdch nhiim huong din. 16 chuc thFc hiin cdng dc ftdng
k€ tni lieu lm tro thu6c Ph6n8 Lm tre lch st tinh, 4p trung trong hC lh6ns so
sich, co sd dn [Cu, h6 so qunn li. Th6ns kC ]ap Ddh nuc r.ii lieu c6 d6ns dau
chi cnc mirc d0 mat vi tai liCu h?n ch6 sn d!ng.

.U. Nguoi di'ns diu co qud. rd chnc co lnich nhiem chi d?o. to chuc rh{c
hien b6o ceo fidng k€ cna co que, t6 chic miDh theo quy dinh hien hnnh cna
Nht nu6c.

3. Th6ng ke vC cdng Lic vin thu, Iuu tu du.o. lhlrc hiCn theo quy dinh sau:

a) Quy dinh vicc erii bro c6o th6ng k€ co sd:

- UBN'D xa, phuirng, thi ran gui bto cto th6ns kC co s6 va Phong NOi vu
thuoc UBND cic huy€n, ftn h ph6d€ t6ng hqD;

- C6c phdng, ban chuy€n mdn ve co quan. tii chtc lhuoc huyin, fi.I}l ph6
gni b6o ceo vC Phons N0; \,!r thuoc UBND cnc huyen, rhnrh pha d6 16ns hqp;

- Cdc co guan. td chuc ruc lhudc clc sd. ban. nSmh 8n' b6o cao ve do
vi chn qunn dA t6ng hqp.

b) Quy dinh viec gni b6o cao lhi;ng k€ t6n8 hqp:

. - C6c sd, ban, nsenh t6ns hqp sii lieu cna crc don vi tr\rc ihuoc, b6o c6o
vC So Noi a!:

. Phong Nai lrr cdc huyin. $inn ph6 6ng hqp sd lriu cia cdc phdng. ba
chuyen m6n, cac 6 chric thuOc cap huyen. c,ic xi, phni,ng, thi tran, bro ceo Sd
Noivq;

- So Ndi vv tdng hop s6 liiu cis cac co quan cep rrnh ve cap huyan. bdo
cdo qrc Van thu va LLJU 1ro nh,! nudc.

c) Cdc bO phan, phong, kho luu td.phdi c6 s6 s6cn th6ng ke tni liau dang
git r;rciic cdns cu tra rim nhu: 56 nhip ho 

"o. 
rii liiu. s6 dans L) cdc phdnB lLlr

lru. muc llc ha socna limgphdne. sd l,heo ddisn dung hd so rrr liiu l@ rrn.

Diiu 3c. Ki hin bio c{o v} thit h?tr siri b6o cio
ar Ky han bno cao: 0l nen. linh ru ngay 0 | 0 | d(:n ngay I I'12 cna nAm

b) Tlloi h|n srli beo c6ol

. - Ttud( n8,y 15 fiang 0l nam liin * vdi nam b6o cio d6; \oi bao cdo

-. fruoc ngay Jl/ol.ndm ke ri€p cUa nam bdo cdo: Co qu.n 
-qud 

l) nh;
nuoc ve vin thr l@ rrn cdpluyen rdn8 hqp sd liiu va gui b'io cdo va SdNoiw
th€o meu bno c6o th6ns ke 6ns hqp c6ns iic ven thu, luu i.n;

.- lruoc nsay ls 02 nim ke tiip cja ndn bao.!o: Sd Ngiv! r6ng hop bdo
c6o ve CAc Van tbu vA Luu tri nha nu6c theo mau bao c6o th6ng k€ 16ng hqp
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Mqc3
Bio eu,{N, KrrAr rnic vA srJ DqNG Tir LrEu LLtJ TRtl

Dian 40. Bio qunD iii lieu luu tra
l. H6 sd, tii lieu ch@ d6n hqn nop hJu veo Luu trt co quan, 16 chic do

cec cb S, cAng chic, vien chric q beo q$n va ph,i d,m bio an ioin cho cnc

h6 so, rai lieu.

2. H6 so, tdi lieu lm tru d6n h$ nop lD phii duoj giao nop vdo Le tru
co que, t6 chirc vd tap tiunS bio quen trong kho l@ lrn co quan, td chtc. Kho
lLru ffi phdi duqc trmg bi day dt crc thi6t b!, phuonS riCn can fii€t theo quy

dinh Aim bdo u toe cho lai liCu.

3. Nguin ding dau co quan, t6 chlic c6 rntch nhiim €hi d8o thlrc hien c'ic
quy dinh ve bno quen tii liiu Itru rrt:

a) xay dllns, bij tri tlo luu tnl lheo dins !i6u chu6n quy dinh;

b) Th!rc hien c6c bien phrp phons ch6ng chny. na,, Pbbng ch6ns thi6n !ai,
phdns sian. bao mar d6i vdi kno luu tru vd lai lieu luu lrti

c) T@g bi diy dn cec thiat bi ki $ua! phusng tien bio qum tii lieu luu trq

d) Dry tri nhiet dO, d0 aln, enh sans Phn hqp vdi lnng loei ldi lieu luu ffi
4. CAn bO, c6ns chtc. vien chtc van thu, luu trn cia co quan, td chr-rc co

triich nhiom:

a) Bii tii, s6p xiip khoa
lrcns hop (cap), din nhan 8bi

b) r nuone xuyen Kem
luqn8, chat luqns di lieu, t€n

Diau 4r,D6i tupng vil

hqc tai lieu lrru ffi; ha' so, idi liex trong kho da

diy dn ft6.8 rin fteo quy dinh dC tien th6ng k6,

tra linh hinh tai liau c6 trong kho d(i nim duqc d
cd sd d6 c6 kii hoach bao que ve tu b6 phqc ch€

tbn t$c khli thic' sndqDs.ti lieu

vien chnc tron& ngoii co qum, t6 chtc va

dung lnilieu llru trn vi mlc dich c6ng v! va
l. T6t cn can bO, c6ne chit,

mgi ce hhan dau duorc khai th6c, sri

cnc nhu cAu riens chinh din8.

2. Ciin bO, c6ng chtc. vien chtc ngodi co quan, t6 chtc nghicn citu tni

liiu vi mlc dich c6ns vu phei co gid) Eroi lh;iu ghr rd mqc dr.h nE}iin cl,a Lai

lieu !a Dhdi duqc lanh ddo co quan, 16 chm hoic Chdnh ven phdns d6ns j
3. Ce nhan khai th6c sri duns di lieu vi mlc dich riens Phei c6 dsn xin

dung rai lieu, chrng minh rhu nhen dan hoac h0 cbi6u vi Phai duqc Enh deo

qw, t6 chric hoic Chanh Van Phi'ng d6ng i
Dian 42. Cnc hinh thfc .6 chi( sri d qns tiLi liou luu trn
Thvc hien theo quy dinh tai Diau 32 Luat Luu trt nam 2011

Di6u 43. TlrAn qryan cho Ph6P khrithic, si dlng tli lieu luu trt
Thvc hian theo quy dinh t?i Diau 31, Diiiu 14 Lual LE rln nam 201I viL

cdc quy dinh kh6c cna Nha nudc c6 li€n qud
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Di6u a4. Qu,in li vier sndqnstni li6u luu trir
I Luu lnicoqud phai c6N9i quy phongdoc.

2. \diquy Phong dac baos;m crc ndidung c; qu) dini sau:

a) Thdi gian phuc v9 doc 8in;
b) Cec siay td doc gid cA. xuit trinh khi diin khai r}l6c tei lieui

c) Nhims vit dvns duqc va kh6ns dusc mang vdo phons dqc:

d) Quy dinh doc gid phdi thlrc hiin cnc ihn tuc nshi6n cuu ve knai thec tdi

lieu fieo hu&g dan cna f,h6n vi€n phdng dqc;

d) DO€ gia khdns dsoj ttr i sao, chup anh tai lieu, dt lieu tren m6y rinh
va rhong un rrongcong c! nacn knichua duq( phdp:

e) Ngodi cic quy dinl trCn, doc sii cin thvc hien nshi€m €hinh cAc quy

dinh c6 lid quan trong NOi quy Ia, vdo cit qud; Quy dinh va st dung tai lieu;

Qu) dinh vi phons chons ctlry n6 cnacoquan. t6 cht .

J. C6ng chuc. vicn chnc llnl rt co quo. 16 chtc phdi ldP cdc S'i nhP.
rudr rdr l.eu, 5o ddns ki muc Uc h6 so vd s6 drns ki dac 8ia de qud li di liau

luu tln ve phgc v! khai.h6c f.ii liau.

Di.tr 4s. Qui,n li hd sd, tti lieu hinh thttrh t.one
il6trq nhan dAn ti Uy btn Dhin d6r xn, phut'ng, th!treD

Thsc hien rheo Th6ng tu sii l4l2011,'m-BNV nsny 08/l l/201I cna B0
dons cua HOi ddnsNOi vv quy dinh qu.in li hd sd, tai liau hinh thinh trons ho?t

n$n dan vd Uy ban rhan dan xd, phudns. thi tr6n-

M-uc 4

TAI LIEU LL'U TRU'DIEN TU'

Diiu 46. Qunn li tti feu luu rndi€n tn
Ttrw hiin theo quy dinh tii Diau 13 Luat Luu tri nin 201I vd Chums II

cna Nghi dinh s6 0 V2ollNlCP ngdy 03/01/2013 cna Chinh phn quy dinh ch' ti€t
rtli hdnh mor s6 diau cna LueJ Lm trn ln theo quy dinh cna phtp luat hien hdn.

Mgc 5
HOAT DONG DICH YU L(fu TRd

Diau 47. Hoetitong dich vr! Inu trn
Th\rc hien lheo quy dlnh teiDiau 36 Luat Lw lrn ndm 20ll va Th6ng tu

'ii 
osizoia,"IT-gNv ;gay 0l/10/2014 cua BO NOi vlr hud,ns dan ve qum li

chrtng chi hinh nsh6 luu trt vd hoet d0n8 dich 4' luu tru.

Diau 4s. Trrch l|hien cna cd qucn' 16 cbfc, cn Dhan ho?l dong dich

L Tuan thn c6c quy dinh cna phap luat hien hAnh va ln iri vd ph6p luat

bo?t irong cno Hoi
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2. Chiu lrrch nhiim vi nau chuan n8hiip 4r cna nsuoi thaln gia henh

nghi \a phdi $i rhuong thrdt hei rniu (or rong qud rnnh lhqc hien dich \ v dreo

quy dinn cna phdp luat.

3. Giai irinh ho{c cung c6p.di liau. th6ng dn li€n qua' .l€' ket que thsc

hign dlch v! ILJu tru khi c6 y6u cdu cta co quan c6 than quyen theo quv dinh

cna phep lu6t.

4. Bio mit th6ng tin va h6 so,

d\ins dich vu luu w; le trt hd sd, ai
5. Cnc co qud. t6 chw vn cii nhan hod dons dich v! ln lrii c6 tnlch

nhidm bao cao birq ren biin va So Ndi \! vE vrec tlvc hren cdc ho?L dang dich

vu im trn ttu ru nty 0 | $ins 0l ddn nsey J I $ans I2 cua nam bao cao Thsj

hen grti bao cdo truda nSiy 15 lhdS 12 cna nen bdo cao tkem lheo Danh sdch

cdc hqp d6ne cune cip dich ru rong pham \ i gid) Ph6p hoat dong cna co qud
6 chnc, ce nhen vn c6c hqp d6ng de fiUc hien)

Diau a9. Triich rhiem cna co quan, t6 chfc, ci nlir 6n dsrg dicb v'.r

l. Quy6t dinh viec lva chqn co quan, t6 chnc. c, nhan cung c6p dich qr

luu trn theo quy dinh cna PheP 1u11.

2. Oum li. aitm sdr va qu,i urnh \i kir qua rhvc hiin hqP d6ng dlch \'v

rn wcua coque. 16 chnc, c, nnin cung ciP dich !1l luu rln theo hqP d6n8 da

du.@ki k6t.

Cbuong IY
OU,iN Li NHA NIJOC \d CON'C TiC VAN TET', LI,tJ TRTI

Di6$ 50. Tr6ch nbietn quin li nhi ntc v'c6Dg t6c v5n ibu'luu 
'rn

L UBND tinh lhiins nh6t qurn Lt nni nud'c va c6ng t6c vtn thu, lw trt
lleh dia ban rinh.

2. Sd NO; \1! co tnich nhiem:

a) Tham mt'u UBND iinh thvc hien qt]dLn li nhd nu6c v' c6ng tic vln thu'

luu trt viL quan li tni lieu luu ffi lich st cna tinh

Chi cuc Vin $u - Ln rr! Wc thu6c So Nqi 4r co chic nans qiup Ciam

doc Ss \oi !u tham mw UBND rinh rhuc hiEn qu6n lv nhi' nuoc vE cong ti'Lc

b) Quan ry hoqt dons dich vq luu rt
- Kiam tn, thann tra, siai quvt khi6u nai, lii c6o !' ho?t dong dich v$ lL'u

h] ve sn duns Chitng chi hAnh ngha l@ tru cna cnc 16 chric' c{ nh6n tham gta

ho€r dOnsdich \v lvu rrn rtan dia bln tinn:

-.xir phgr vi ph4m hAnh chinh diti voi iii cbnc. ct nnan hanh nghe lw trE

tii IiCu cna co qun, tii chric, cA nher sit
thvc hien dich v! lw tr!.
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- Hins nam t6ng hqp bno cro BO NOi vu vi quitrl li Chtng chi hdrh neha

llru trf rhu6c them quy€n va tinh hinh ho?t dons dlch 4 luu tn tren dia ben finh.

3. UBND cec huyen, thdnh ph6 quen li nhi nudc va c6ng tac ven rhu, llru
trn t!€n dia bln huyen, lhini ph6.

Phdng NOi vq thuoc UBND huyen, thenh ph6 b6 tri c6ng chfc chuv€n

trdch trong bidn cha duqc giro sinp Tnrorg phon8 Noi tu tl{c hien chtc nnns

rnm muu-UBND hulin, rherfphri quam ii nla nuoc 'i \dn t]u. lw rr|l cia
huyen, thrnh ph6.

4. V,n thu,lm tro cAp xd:

a) T?i UBND x6, phum8, thi tren b6 lti c6ng chtc kjem nliem lAm ven

rhu, lru rri.
br Nsugl lim van $u, ]/u tni cip xa phdr duqc deo 4o. b6i dudng

chuyen mdn- nelirp tv rheo fieo ridu chuin qu) dinh: co rnich nhiam lhvc hien

&ins c6c quy dinh cua phdP luet vC cdng trc vnn thtr lm r.ii.

Dilu 51. Khetr thubtg, tn ly vi Ph?n vA ldi6u nei, i6 c6o vivin thu'
luu trtr

L Co qum, t6 chnc, cA nhin c6 thanh iich sau dav se duqc khen thuong

theo qljy dinh cna phnp lu :

a) C6 *lalh tich xuAt sic t ons thqc hien c6ng tac vln thu, lu trti
b) Phal hien, siao nop, l{xg cho co quan le trn nhtns tAi lieu co gi6 tri

vd tai lieu lln tro d4c bi€t qut hiemi

Phtt hien, t6 g;iic kip thdi hdn vi chi6m do?t. hn hu hqi hoic tiCu htv
tdi lieu luu tre.

KA qun thltc hien nhiim vq c6ng tac vin thu, ls tru tluqc d6nh gia'

hang nin vd dE veo dtth sie kat qui hodn thnnh nhiem vp cbung cna

c)
tr6i phdp

2.
xap loai

3. Co quan. t6 chtc, ca nhan c6 hanh vi vi phem quv dinh tai Quv chc nav

' 
il crc quy dinh kldc cua phdp luAl va t en thu l@ lruthi liylheolrnh chit'

mtc aO ii phqm ma si xi ij ki l$t. xu ph?r htuh chinh hoac bi !ru) cnu tiich

ir,ie. r'i"ri.", ";, 
gdj 

'hieih?i 
fiiphai boithums lheo quv dinh cua phdp luit

4. T6 chtc, cd nhan c6 quvin khiriu nai, t'5 cio d6i v6i cdc hanh vi vi

"r',r 
or,:p rrit 'i "o"e,r" 

vnn ;u. luu tr! viec gi6i quv;r khi'u n?i 
.r6^cdo

;on8 iont dc van rhu. In rni duqc thqc hren $eo quv dinh cua pnap ru4r ve

khi€unai.16c6o.

Chu0trg v
DI.U KHOANTHTHANIT

nhiem tni hi'nh

lniLch nhrim lharh trd krim tra. hu@g dd ddn doc viec

tai c6c co quan, t6 chnc-

Di6r 52. Trnch

l. Sd Noi v! c6

thu.c hien QUY chC MY
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2. Thn tuong c6c sq ban, ngnnh thuoc tinh; Chn tich UBND ctc huven'

thdnh ph6; cAc cs qln, t6 cht! thuqc ngu6n noP luu tni lieu veo Lm lrn lich sti

linh co tdch nhieDl

a) Ph6 bicn. tddn Mai tb{( hien cec quy dinn tei Quv chl: nav

b)Can cuQuy chi nb !d cdc \d bdn ph,p luir co l'€n quan. chidao viec

xa) dlrng qu) cha cdng Lic v;n tiu luu rn cua co qud phu hqP rrni hinl va

diau kien thuc € cna co qud, t6 chw.

l. trons oud trinh $uc hien, niu co tin di phar sinh hoac cin sia d6r' bo

sue" crc co iuan, to chuc phdn ann bing van b,n vd Sd Noi w d' rong hqP'

b;.o Uy b3n nhdn drn rinh xem xel quvEr dinh ?l

TM. UV BAN NBiN DAN TiNU
. . cHo TtcH

Nguyin vatr Ph6.g



PbT l$c I

(I<zn tho Quyl dtnh sr5 lb /2016/0>uBNDkgay05,9/2016 cta UBNDti h)

r. M6u d6u "D6n"

rtN co QUAN, To Cr{rJC

DiN 'o'
Ngiy:................. .

a) Hinh d?ns v,' kich thu6c: D6u "Ddn' phai duqc khic san, hinh chu

nhal kicb thudc 35mm x 50mm

b) Miu t'inh biy: Mlu diu "Dan'duqc trinh bnv nhu minh ho? tai hinh

vC d tren.

2. Hffng d6tr Chi cic trOi dung th6ng.in tr€n dir.DOn"

a) 56 d,in: si5 d6n la si tht ts dens ki vin ban d6n. 56 d6n duqc danh licn

tuc, bit dau & s6 0l vao ngny dlu nam vi kil thnc vio ngav 3l ftene 12 hds

b) ltgly d6n:

Nca! dan h nqev. ftiinP" nln cs qu$, to chtc nldn duqc van b,{x {hoic

d-, thu;,1o"8 d6r,;a; '" danc kir d;i v,n nhnns ncdvdud l0 va drang l. 2

thi phAi them s6 0 d tu6ci naln droJ ghi bnng hai cha s6 cu6i cna ndm' vi du:

03toll t t, 27 l7 l tl, 3 tl l2l lt.
Gid ddn: Diii voi van ban d,in c6 d6ng dAu "Thuqns k}lan" vdl "Hoa tiic"

Ga ce "Hoi dC' he.n sid'), Ven thu phai 8hi giit nhan (trong nhtns t idg hqP

c6n thiat, cAn 8hi ca eid ve Phii, vi 4r: 14h30).

c) Chu)an: Ghi Gn don vi hoic ca nlan c6 rrdch nhiim g;Ai qu)ir

d) Lrru hd so sii: Ghi d ki hieu hd sd md van ben duqc bP theo Danh

s



Pb! htc II
SO DiNG Ki ViN BiN DTN

Kan th@ Quyi dinh sii /t /2016/8t uBNDngay050/2016 cta UBND tinh)

l Mlu s6:

s6 ddng kY v.n bin d6n phai duqc

a) Bia vn tmns dAu: Bia vdL trang
rhudng) duqc trlnh bey thm minh hea tai

in dn, kichthudc:2lonm x 297 lm.
diu cna s6 dans ki v,r ban ddn (loei
hinh ve dudi day:

(r)
(2\

sO D,4Nc Kf vtrN B,iN DtN

Ndh:20.-(3)..

rn 
"gat.........d6n "say....6).......Tn s6 -............16n s6..........(s)........

QuJh !6,..(6)..

Ghichti:
( I ), T6n co que, d chia chn quan c6p lr€n tr.uc tiap (.6u co):

(2):Tan co quan. tdchw hoAc do v!{d6;vd dcia donvi)r

(3): Nen md s6 drns ki v5n bdn d6ni

(4): Ngdy, thans bit dAu vd tilr ttuic aeng ty van tAn trong quvin d;
(5): 56 thr lrr ddng hi vln ban di:. dau liCn vd cu6i cnng trong quvijn gj;

(6): Sii trf tu cna quyan s6.

Trcn trds d;u cua cac loai so ptlii c6 chn ky cna nsu'in co drim qu)in v],

d6ns diu suoc k}li srt dvng. viCc lq vi dons d.au duqc th\rc hien d khous 8'av
tdns sina Tu sd... d€n s6.vaQuycn s6



b) Phln
t€n trdA Siay

'148 
tsi v5. be'

kI6 A-3 (420lm
d6n: Phan denS ki
x 297nm), bao s6m

vA! b,ni dan duqc tdnh bdy
09 cot theo mau dudi day:

NgaY
dCn

s6
a6n

Tec

sid
s6, ki
hiCu

Ngdv Ten lo?i vi lrich
yau noi dung

Don ui
hoic

nhan

Ky
nhan

chi

(r) (21 (]) (4) (5) {6) (7) (8) (9)

2. Hudng din dnng IY:
CO! l: Ghi tleo nsiy, thing duqc ghi tren d.eu "Den", vi dvt 03lot,2'71'7,

3t/t2.
COt 2: Ghi theo s6 duqc shi tren diu ' Dan".

COt 3: Ghi ten co qud, t'a chnc ban hanh van b.in hoAc bq 16n, dia chi cna

ngud gui don, $u.
C 4:Chis6 re ky hiCucna tdn ben den.

COI 5: Ghi ngny, thins, ndm cia vnn ben d6n ho& d@, thu D6i vdi
nhtng ngiy dui'i l0 va ft6ng I , 2 thi pha; them sO 0 d trudc; ndm duqc shi bnng

hai cht s6 @6i nnln, vi dti: 03l0llll,31tl2Jt1 .

Cql 6r Ghi len loai cua van brux ddn ltrn c6ng van: r6n lo?i v6n be cd da
viat dt vi rrich y6u nOi duns. rd,i,ng hqp v,n bin d6n holc don, thu kl6ng c6

|rich y6u thi nguoi dr.8 ki phai t6m 6t .Oi dung cua van bi. hoic dof! thu do

( 61 7: Ghr len d@ vi hotc ca nhen nhin van bdn dAn can ct i kien phen

phdi. i liin chi d?o gisiqu)dt cria nguoi cri urin qulin
Car 8. Chn k) cna nguoi rrvc riip nh?, van b,im.

COi 9r Ghi nhlng diam ce. thiat va van ban d6n (ven bdn kh6ns c6 s6, ky
hieu, rsiy thdng, bich y€u, ber sao v.v...).

56 dnns ki vtn bi! I'it it6D

MAu s6 dtug ky vin brn mat dAn cnng siitns nhu s6 dnng ki vrn bAn d6n

(lo?i thuons), nhuns phin dang lci c6 b6 slng cot "Mitc d0 maf'(cot 7) n8av

sau cor "TAn lod vd rich ycu troi dung' (cot 6).

Vi€c d!n8 hj vin ben init diin duqc th\tc hien tu68 t\r nhu dnng ki vln
bm d6n (loei lhusng) theo hrJ&s dan qi Khoen 2 cna Phv U€ nny; ri€ng d cot 7
-Muc d0 m4t phii ghi r0 d0 mAr {'MAi . 'T6i mii hoac "Tuyfl mAf ) cna \an
bin den. ddr v6l va bdn dan d0 l uyir mif, thi chi duqc thi viro cat rich yau

noi dung sau klri duqc ph6p ngui,i c6 tham quy€n./.



Phu luc III
sO DANG Ki DdN. TH|J

(Kin rheo Quy| aiah sij lL /2ah/or>UBND nsity 05/9/2016 aia WND nnh)

t, tvlit s6:

56 di,8 Li don, thu phaj duqc in $n, kich dllnts 210tm x 297 mm

a) Bia vi' trans diu
Bia vi trang diu cna s6 duqc Einh b,y Iuong w nhu bra \a tmng Aau cia

s6 dens ki van bAn dan, chi k]lnc ten sei B'56 dnng ki don, thu".

b) Phin dang ki don, thr
Phan drng ki do, thu d{qc trinh bay tren tans giiy kh6 Al (420mm x

297mm), bao g6m 08 cot th€o mau sau:

2, Hutng ditr ildng kY :

C6J l: Ghi lheo nsiy, rh6ng duqc shi tr6n d;u 'D6n", vi d\tt O3l0t,2'117,

31/L2.

cot 2: Ghi rheo s6 duqc shi lrcn ddu "D6n". s6 d6n li s5 tht tv ddns Li
cna don, thu mi co quan, tii chtc inAn duqc (n6u ddn, dtu duqc ghi s6 dan ve

dang ki n6ns) ho4c s6 $u V ditg ky cna van ban din noi chung (ndu dm. rhu

duqc liy so den vi dds ki chung roi oic loqi van brn dan $6c)
COt 3: Ohi diy drl, chinh xrc hQ ve t€n, dia chi, s6 dien thoai (n€u co) cna

n8tldi gni don, thu.

COr 4: Ghi theo nge), fidms. narn duqc thi tren don. fiu D6i voi nhnns

ngb dtloi I0 rd rhdmg I.2 thi phdithem so 0 d trud(l ndm duqc ghibdgha chn

s,5 cuiii n;r! vi dvi o3/01/l l, 3ll1zl L Trudns hqp tren dol\ du kh6ng ghi nsav

thing rhi c6 fta l6y n8Ay, lhdn& ndn theo dtu buu dien nhung cAn co thi chri cq

th6.

COt 5: Chi theo trich y,iu noi dung du.@ shi tr€n don, lhu. Truimg hqp do,
ttu kh6ng c6 bich yCu $i nguin drng ki phai 16m itt n6i dung cta don, thu .i6.

Cat o: Ghi tdn do !i holc cd nldn nh?n dor. thu cd cn rho i tiin phu
ph6i, i ki6n chl dao gjdLi quydr cu ngutt c6 thdru quydn

COt 7: Chn ki cna ngui,i truc ti6p nhan dm, thu.

COt 8: Ghi nhing diam cen thi6t va don, thu nhu dc,n, thu ldn thi! .. ; dol\
thu kh6ng ghi ngey thdng, v.v...)./.

Ncdv sii
d6n

H9 tCn, dia
chi ngudi

sui

Ngev
marg dung

Don v! hoic
nsudi nhan

Kt
nhan

Ghi

0) (2) (3) (4) (6) (7) (8)



Phq lsc IV
PT fU GT,{I QUYIT YiN B,iN DfN

(KAn neo Qltyat dikhs'6 tL 0qt&O>UBND 
"sdy 

05/920 t6 do UBNDtihh)

l.M6'r pbi6ul

TON cO QUAN, Td cH6c CONC EdA )'i HOT CHO NCHiA VIET NAM
Doc lip - Tv do -Hcnh phnc

hgay..... thdns .... han 20....

PHTfU GTAI QUYTT viN BAN DCN

i ki6r cn! Enh iho cdquan, 16 chfcr (2)

Y k6n cnr lenh ir?o ilon vi: (3)

f k6n dd xuAtcia nguaii giii quy6.: (a)

2. HufDg dnD ghi:

r l): Ghi ren lo?i: 16. l^i hiiur nsdy. thens. nam: co quan rt6 chtcr bd
hbh v,i tich y€u noi dus cua vbn ban d€n.

(2): V kiiin phin ph6;, chi dqo giai quy6t cna hnh dao co quan, t6 chrtc
(hoac cna ngui'i c6 than quyea) siao don vi, ca nhAn chn td, cac dsn v!, ci nhan
ihaD gia ph;i hqp giei quye|lan uan aen tn6u 

"or: 
tt'oi h?n giai qu)ir d6i v6i

m6rd6 ri, q nhin (ndu c6) va nge) thangcho ) lidn phnn ph6i. s;a;quyir
(3): V kiiln phen lhiii, chi deo giai quy6t cna laln dqo don vi giao cho ca

nheq ftsi h|n giAi quy€t d6i v6i ci nhan (n6u c6) vd ngdy, thdng, ndn cho i
kiCn.

{4):_f kian da xu6t giai quyilt vin bid d,4n cna ca.han va ngay,lhrng,



Ph{ l'tc V
s6 cHUTdN GIAo viN B,iN DTN

6an heo Qret Ainh s6 lb /2016/QI>UBND ngnr 05,92016 cia UBNDnnh)

I. s6 chuyiD siao vin bin d6! oo?i thuiiDg):

l. Miu s6: 56 chuy,in giao van bi! dan phni duqc in sin, kich thudc:
21omm x 297nm hoac l48mn x 2l0mm.

a) Bia ve trang diu: Bia va t'ans dau cna s6 duqc trinh biy lu@s 1q nlu
bia va trar€ dnu cna s6 dang ky van bdn d€n, chi khec ten ggi ld. "56 chuycn giao
vnn bdd d€n" v: kh6ns c6 da'ns cht "Tn s6 ... d€n s6 ..."

b) Phin chuy3n giao van ban diin: Phin.chuy6n giao van ben diin c6 th6
duorc tinh biy tr€n trang giay kI6 A4 th€o chi€u rong (210'm x 297mm) holc
theo chriu dai (2o7mm x 2lomm) bao gom 05 cor theo miu sau:

2. Hu6arg di! ghi:

COt 1: chi ngey, ftrns, nnm chuyan giao vdn bdn d6n cho cac don vi, c,
nhaq diii voi nhtng ngdy du6i l0 ve thnns l, 2 thi pMi then ni 0 d iru6c, vi d$:
o5lo2,27l7 , 3tlt2-

Cit 2: Ghi theo so duqc ghirren aliu "DEn .

. COt 3r Ghi €n don vi hoic cn nnen nh6n vln bd cnn cf fieo i ki6n phen
ph6i, y kicn chi d?o siai quy€i cu nsuoi@ thirn quy€n.

Cot 4: Chn ki cqa ngudi tr{c tiap nhAn van ban.

corsrchi nhtne diim cin $i61 Odn sao, s6luqns ban...).

II. 56 cbtry6n giao vn! bin nitir6':
Trong rrv@g hqp cdn thial c6c co quan. t6 chtc c6 lha lep sd chuyAn

eiao vAn bdLn m?r den riEne. Mau sd chu)En giao rs brf, mit den luog t{ n}u
s6 chu);n siao lan bin dAn (loei fiudng,. nhung phin ding ki chuyan giao r,n
bid c6 b6 sus cot "Mtc d0 mat" rsay sau cot "56 d€n" (cOt 2).

. viec dang ki chuy6n eiao vd, ban mat ddn duqc thuc hien tuong lv nhu
d6i vsi van bin d€n (loai thui'ng) theo hu6ns den t?i Khonr 2 Mqc I cia Phu
lqc nay, rieng d cot 3 "Mirc.do maf' ph,ii ghi 16 d0 mat ('.Mat", "Tdi mat" holc
"TuyCt mit") cna va! ba' d€n../.

Nsay chuyen 56 den Don vi hoac nsudi nhAn Ki nhan Chi chn
(r) 12) 0) (4) (t



Ph't lsc VI
sO THEo D6I GI,iI QUYfT YiN BiN DfN

(Kin th@ 2ut\i diah si 16 /2016/Q>UBND nsb 05/9/2016 cia UBND tinh)

I . MAu s6: Sd tlteo doi siai quy6t vEn h'r dan phii duqc in dn, kich thlriia:
2l0nmx297mm.

!) Bia va ttus diur Bia vn trds dAu cna.s6 duqc trinh biy tuong tv nhu
bia vn lrang dau cna sO chuyan siao vnn bd d€n, chi khec t€n gai li "56 fteo
ddi giei quy6l va! ben d6n".

. b) Phih theo d6i giei quydr van ban d6.: Phih rhm doi siii quy6r van un
.l€n duqc trinh bay r6n tres siay kh6 ,43 (420tun x 297mm) bao s6m 07 cot

sii
d6n

ren loei, s6 vd ki hieu,
ngdy th6ng v,i lic gid

Don v!
ho{c

nguat
nhAn

Thi'i
hen giai
quyet

Tia.
d6 eidi
coi6,

sii, ki
hieu vln

ban hi lan

Ghi

0) (2',) (3) (4) (5) (6) (7)

2. HF rg din ghi:

. C4l l: Ghi illeo si ddn du{E 8bi tren dju "ftin" vA tong s6 dtug hi vi' b6n

alCn,

COr 2: chi ran lo?i ddr v6i van bnn do cac co quan. rd chLh gnj din. dm
hoac rJru kni6u nai, 16 cio d6; v.n don. thu: cac nOr dug khdc sli dteo huong
ddn tai Khoan 2 cna Phv luc II Quy chC na].

cot 3: Ghi ten don vi hoic c, nhen nhan vdn ban d6n cnn ct rheo i kiAn
phd ph6i. chr d?o gidi quydr cna nguoi co rdrn quydn.

COt 4: Ghi $in hqn giei quy6t van bo d6n theo quy dinn cu phitp lu6t,
quy dinh cia cd quan,16 chtc ho& theo i kien cia neui'i c6 tham quyan.

COt 5r Ghi ti6n dO giei quy6l vrn bnn d6n cna cic don.vi, cA nhen so v(n
fioi lan de duqc quy d!nh, vi du: da siii quyet, chuz siei quy6t v.v....

cOr 6: Ghi s6 vi hi hieu cna vln bd re ldi van ban dgn (n6u c6).

cOr 7: chi nhung di..m cin thi& knac./.



Phs hc VII
s6DiNG KV viN BiNDI

KAn tho Qq,A dinh s6 16 /2015/QD-URND nsdr 05E/20t6 aia UBND tiah)

L 56 dntrg ki v!' btu iti (lo+i thudrs)

l. Miu s6:

56 dnng Li vnn ban di phai duqc in sar\ kich thudc: 2lotlun x 297 mm.

a) Bia \€ tmng dlu: Bia ve tEng aiu cLin s,i duqc tlnh b6y tuong tq .hu bia vn
Fds dau cu sd dins ki vln b6n dAa cN ktric r€tr g9i la"S6 dn g kj vdn ban di".

b) Phen dnng ki vtu ben dir Phan dlng ki van b6n di drrqc tn.h biy t cn
t@s giay kh6 A3 (420n'n x 297nn), bao g6m 08 cot theo mau sau:

2. Hutng din iting kt:
lor r:unrsova Ky Deu c@v4 Do.

COt 2: Ghi ngnx rhin& ntun cua vn ba4 d6i v6i nhtng ngdLy dujd 10 va
iMng I, 2 lhi phni theh s6 0 d trusc, vi du: 05/02, 31/l2.

COt 3: Ghi r€n lo?i vn tich y6u nOi dus cna viD bin.

Cot 4r Ghi t€n cua ngudi ki vnn ban.

Cot 5: Ghi t€n oic cs quan, t6 chrh hotc don vi, cl' nhrn nhAn vrn b,n
nhu duqc shi qi phen noi nllan cna vln be.

Cot 6: Ghi t€n do vihoic oi nhen nhan ban l@.

Cot 7: Ghi sii luqrg ban phit heLrh.

COt 8: chi nhnng dil.im cin ihiai khAc.

Ir. 56 ding ki van ban mat iti:
MAu s6 dnnq ki van ben mat di si6ns nhu sd.d6ng ky van ban di (lo?i

thui'ng), .huns phan dnns d€ dnng ki van bdn c6 b6 sung cot "MLic d0 mat"
nsay sau cot "Tcn loai vd fich yeu noi dung van ban" (cot 3).

Viec dans ki van ban mAt di dusc thw hien tu6s tlr.hu d6i vdi ven bdn
di (loai thutrns) theo hu6ng din lai Khou 2 Muc I cu Phu lvc nay; ri€ng d cot
"M':c d0 h6t" (cot 4) phei ghi 16 d0 mnt (.Mat", "T6i hat" ho6c "Tuyet mat")
cna v|n baq d6i vd vin ban di dO "Tuyet mAt" rhi chi duqc shi vno cot trich
yAu noi dung sau khi duqc ph€p cna nsuan cit them quy6n./.

s6, ky
hiau

Ngav
mang

bin

T6f, loei vi trich
NSui,

ki
Noi nhin Don vi,

ngudi nh6n
S6

lusna
Ghi

(t) (2) (4) (6) (7) (8)



Ph$ l$cVIII
BI VANBAN

(Kantheo Q yet dinh&t .lb /20I6/QITLtBND nCay 05/9/2016 dd UBND tinh)

r. Miu bi vnn ban:
a) Hinh dang vi kich lhu6c:
Bi vdn ban phin drqc in sin, c6 hiDh cht nnat. Kich thn6c tiii lhiau d6i

vd cec lod bi lh6ng dlng cu lh€ nhu sau:

- Lo?i 307mm x 220mm: dnIq cho vln bAn
A4 duqc vdo bi d dang dC nguyCn kh6 eiey;

- Lo?i 220mm x I 58mm: dnng cho vln bio
,A4 duorc vao bi o d4ng gap l,im 2 phen bang nhau:

- Loei 220tun x l09mm: dnng cho vrn bAn
A4 duo. c vao bi d dds eap lin 3 phan bang nhaui

- Loqi I 58tun x I I 5mm: dnng cho van ben
A4 duqc vdo bi t d4n8 sip ljm 4 phen bdns nhau.

dwrc trinh bay tren gi6y kh6

d@rc trinh biy t€n gi6y kh6

dw:c trinh bAy tr6n giriy kh6

duqc tri.h biy tren gi6y kh6

b) Mau trinh bAy:

Mau trinh bny bi vtu ben duqc minh hoa tleo binh vc.

2. Hu6mg din tritrh bty vi vi6t bi:
(l): Ten co qw, t6 chtc gui vrn bnn.

(2): Dia chi cia co quan, td chfc (n6u cAn).

(3)r 56 diCn thoai, s6 Fax (nau can).

(a):Dia chi E-Mail, website cm co quo, td chtc (n6u c6).

(s): chi s6, hi hieu oic va' bnn c6 trong phong bi.

(6): Ghi ten 6 qud, t0 chfc hoAc don vi, ce nhan nlan vin be.
(7): Dia chi cua cs qus, 16 ch'1rc don vi. ce nhAn nhan ven ban.

(8): Biau tuq€ cna co quan, lii chfc (ndu c6)./.



. .Pbg lvc I)(_
SO CTIUYEN GIAO VAN BAN DT

(Kin th@ Qt'et ainh s6 t/. /20t6r'QD-UBNDngay05/9/20t6 cra UBND titk)

1. Miu s6:

Sii chuy€n siao v5n ban di cho cic cs quan khec hoic cho dc ddn vi, c;
nnan tro.g co quan, i6 chLic phdi duq€ in dn, kich thuts: 2l0mm x 297m

a) Bia !a lmng deu. Bia vd narg ddu cn€ sd duqc rr n biLy ru@B r{ nhu
bia vd! Fans diu aa s6 chuy€n giao vnn bdn dcn, chi khnc t6n gqi Id "SO chuyan
siao v6n bAn di".

b) Phin dlng ki chuydn giao ven ban d;: Phin ddng ki chu)in giao van
ban tli duqc trinh b,iy tr€n trus siay kh6 A4 theo chi6u rone (210m x 297m.)
hoac rho chiCu daLir2gTmm x 2lomm). bao g6m 05 cOl lheo u sru:

2. Hurng d;r ghi:

COt I I Ghi nsny, fi6ng cnuyan giao van bar di; diii voi nhnng ngary dudi
l0 vn tirne I, 2 thi phei th6m s6 0 d truja, vidu: 03/01 , 2717, 31/ 12.

COt 2: Ghi sii vi ki hieu cna vin bAn.

Cot 3: Noi nhan vdn bnn.

- Ghi ten don vi hoic cA nhAn nhdn v6n ban trong trut'ng hqp chuyan siao
vnn ban lrons noi b0 co qud, 16 chw;

- Ghi t€n c6c co que, t6 chir holc ddlr vi, c6 nhan nhan van ban tong
truans hqp chuy6n siao vin bdn cho co que, t6 chw holc dm vi, ce nllin
khec.

COl4r Chu ki cria ngudi trw d6p nhan v6n ban.

cOt 5r chi nhung diam cdh tliat khdc nhu sii luqne ban. s6 luqng bi./.

NEev 36, ki hiCu ven bin Noi nh4n van ban KY
nh6n

Ghi chti

(r) l2') (l) (4)



Ph{ hlc X
sd GTN viN B,{N DI BdU DITN

Kan lheo Q yer dinh s; fu 20tb QDIJBND n4ay 0t o 20t6 ci@|BNDtkh)

r. M6u s6: Sil gni vir bnn di buu dien ptrii duqc in s:n, kich thudc:
21Omm x 297mm hoFc l48mm x 2l0mm.

a) Bh va tang dAu: Bia vi trare diu cia s,i duqc irinn bay luos tlt nhu
bia va rang dau cna s6 chuyen giao vnn b6Ln dCn, chi kh6c tCn sgi h "56 gui vdn
bnn di buu dien'.

br Phd deng kj sd rd ban di b@ diin: Phin dang lj gni van ben di
buu dien AroJ tinh bny t€n bang gi6y kh6 A4 rheo chiau r6,ng (210!m x
297mm) hoic theo chiau d,ii (297m x 2lomm), bao sdn 06 cot theo mau sau:

2, Hufng din ghi

COt I I Ghi ngdy, thAng, naln gni ven ban di brru dien; diii vdi nntu8 nsny
du6i l0 vn th.ns 1, 2 thi phii th€m s6 0 d ttu6c, vi dU: 03 /Ol , Z717 ,3l /12.

COt 2: Chi sii va ki hieu clla v.rl bdn.

Cot 3 | Ghi t€n cAc co qum, r0 chnc holc do'r vi, ce nhan nnin ven bu, vi
d$: UBND cic !i.h, ftenh ph6 tvc lhuoc Tnng usns.

COt 4: Ghi sii luqng bi cua v,n bdn gn di

COt 5r Chu ki cna nhan vio bw dien trvc ti€p nhan vin ban vd diu cna

COt 6: chi nhons diim cin lhi6t kh6c./.

Nsdv Noi nhir lan bAn K'
dau

nhAn vd
bn dien

Ghi
chI

(l) (2) (.r) (4) (5) (6)



Pbg lltc XI
, sd SI}D\,T{G BAN LI,'U

6an *eo Qqd Ai hs6 lb /20|6/QD-L|BND hsar 05/920t6 cra UBND tinh)

l. Miu s6:

56 sn dqng ban lrru phni duqc in sin, kich thuitc: 2l0mm x 297Dm.

a) Bia vd t"ne diu Bia vdL Feg dau cu sd du.G tinh biy ums w nlu bia va
t-ang diu cu s6 chuy3n gao vdn tdLn d&! chi kllic €n g9i h'56 sa dung bon lu".

b) PhAn dans ky st dlns bln luu: Pdn ding ki sn dqng b,n luu dLrd. c trinh
biy trAn t'ans giiy khit ff (420run x 297m), bao sdm 09 cot theo mau sau:

2. Hutng din ghi

COt l: Chi nsay, thdng, nrm phyc \,1r y6u cdu sn dlng ban l@; d6; voi
nhtns nsiy duoi l0 va ihene l,2 thi phei $em sd 0 d rru@, vi d\:05t02,2tl7,
3\^2

Cot 2: Ghi hq vn t€n, don vi c6n8 tdc cna ngudi sn dlng ban I'Ju

Cot 3: Ghi s6 ve hJ, hieu; ngey, thdtg, nam cia vnn biin

COt 4r Ghi .cn loai ve trich y.iu noi durg ctu ven bAn

Cgr 5r Chi s6. ki hiiu crla d-p luu van ben di duqc sap xep $eo tht rv
danB kj rei \6n !hu, vi dV: Sd: CV-01/2011 (6p luu c6tg ver di s6 0l nEJn

20ll)
Cor 6: Cht ki cna nguin sllr duns bin luu

Cot 7: Ghi nsdLy, th,ins, nnm mn nguin sn dtDs (.suin muqn) pbnifi bi

Cot 8r Ghi ha 1Cn cna nsuiri duyet cho phep s'i dqns baD I'nl

cOt 9: chi nhtns di..m cAn fii6i nhu de tra, nsey thdng ua (n6u isuoi sn

dlns tre muon hon tha,i hqn cho phdp)./.

Ngav
mang

H9 t€n
ngui,'

S6,4ci hiCu
ngdly thddg

vnn ban

T€n loai va
dch y6u
noi durs

H,5
s6

Ki
nh6n

Ngav Nguoi

phdp s'i
d!ng

Ghi

(t) (2t G) (4) (6) (D (8) (9)



- PhV l$cXII
MAU DANH MUC HO SO

6aa thao Quyat dikh s6 tb /2016/QIrwND hg,i 05/9/2016 cia UBNDtkh)

-I.].N cQ, Tc cAP TREN
TiN co eu^N, rd cH(rc

CONG HOAXA HOICHU NGHiA VIOT NAM
DOcl ip- Tvdo-Ihnh ptnc

DANH MVC HO SO CtrA .- (q co q@a t6 ckne)
Nnd...

(Ban hanh kZn theo Qutiit di h sii... nsdy.. tlitlg.. hdn cra .. )

B,in Defi nlr hd so niy c6 . . . . . ..(')hii sq bao g6mr

................(b6 sobao quan vinh vi6n;

...............(zhii s bio qr:an co thdi hqi.

QUYDN II4N, Ctr(lc i'\ICtJA NGT'OI ICf
(cht ki, dau)

E9 vn tAD

HutDg d6n sn dqDs:

COi I : Ghi J ve ki hieu oia hd so

COt 2: Ghi s6 rhf tv vn t6n da muc lol\ da muc nh6; tiCu da hd so

COt 3: Ghi lhdi h?n bao quAn cna hd s: vidh vian hoic ihin hqn bing s6

nam cV rn6

COl 4: Ghi t€n do vi ho& c6 nh6n chiu lrrch nhiem lip hd sd

Cdr 5: Chr nhlns rh6nS rin ttic biir vi thsi h4n bao quen. vi nsuoi laP ha'

so, h6 so chuyen ru nrm lruoc sang. h6 so loai mdt v v

( I ) chi tans s6 hA so o tong tranh mu. c

(2) chi s6 luo-ns hd so beo qudn vinh vian, s,i luqns hd s bio quin c6 $in

si vr rJ
bio! Hs TGn ita n!. vi ti6u da M s0 trsdi l4p hd

Ghichn

1D .t4 _
L TBN D6MUcLON
i. rao oi -sc-do
ria. dthd;

(3) g) 1!)



Phr luc XIII
MOT so LoAI TICU bi Hd SO TTiU BI.U

6in nAo Ott i di4h sii tL /2016/8t UBNDhBAy05/92016 c,ia UBND nnh)

l. TGD loei vnn bitr ' troi dung - ttli sian - tac ginr AP dung ddi vd cec

$ so D chusnc trlnL ta ho?ch. hio cio congdc thums ti cna co qud to chtc

Vidu I: Chucmg brnh *e ho?ch. b6o cAo cdng tac nrm 201 I cia Ddj lruvin
hinh ViCt Nam.

Vi dq 2: K6 hoffh, b,io c.io lhyc hien k6 hoech sin xu;r n6ne nshiep \1r

D6ng - Xuin ni'n 2010 - 201I oia Sd N6ng nshieP vA Phet tri6n n6ng th6n tinh

ThAiBinh.

2. Ter bsi vtu ban - tdc eii - trOi dung - thdi giar: Ap dtbs d6i vsi cic
h6 sd D chuofB trinlL k€ hoec[ bio cto chuy6n d6

Vi dvr Chtns Einh, ki! hoac[ beo cio cua BO NOi wv; thw hiCn cni c.{ch

hiLnh chinh c6ng nam 201 L

3. Tip lul| (qtr)61 dinh. chi thi, cdng vItr v.v...) - ttdt siin - r6c gii: Ap

dvns d6i vd cnc h6 so h 6p lm vrn bin di cu co quan

vr d!. Tip luu congven quy I nan 201 I cia ldnaclK Tlua

4. Hd!ohdi trgbi(hoirbio)- ooi duns'!6c gii (cdqlrn t6 cbn.t hoic cd
quao cbn rri.) - iti. diim - lbin gi.n: AP dvn8 ddivoi h6 so hoi nshi. haid'ao

vi du I : Hd so HOi nehi r6ns k6t c6ns tic ndm 201 I cu Tiins c6ng tv Bw
chinh ViEn th6ng viet Nam.

vi du 2:Hij sd H6ithm SARBICA'Xec dinh sind ve lo?i hui tei lieu" do

Cvc Luu trn Nhn nu6c viet Nam t6 chnc t?i Ha Noi tir 25-26101/1995.

s. Hd sd- vrn di - dir diam ' tbi,i gir.:lP duns d6t td lori h6 s \ir'
vr dq I: H6 so vi uan hos lruyen hinh toin qu& do Dri ttfvN 16 chnc

lai TP. Ha Lons tit I G l6101DCrs

Vidu 2: H6 so vi cip phdp md ming ve cug cip. sn dung cdc dich vu \iin
rhong lin h9< nern 2010

Vi du 3: Haj so va viec nang ludns ntun 2Ol0 (n6u tons mot nln co bhi€u

dqt nans lnong rhi n6i dO nans luo'lg 6P mot h6 so).

6. H6 s(' - t6n nguli: d,p drrns d6i v6i hd so nhan sq

vi d\t Hd s cna Nguy6n van A /



Ph+ lsc XIV
MiU MUC LVC TTd SO, TAI LIEU NOP LUU

(K.ad th"o Suy|i di4h !6 & 20lo QD-UBND ksoy 05 9 2016 ciaUBNDtinhl

TiN tx vl\hdp Itu ii tieu)

MUC LVC Ho So, ral LIEU NoP Lttu
Nnd 20...

Mqc lvc niy g6n: ............... . .. hd so (dm vi bio quin).

ViiirMngchft.............................-................ . h6 so (ddll vi bdo quan).

Trong d6 @:

ho sd (don vi bao quan) beo quh vinh vi6n;

h6 so (dsn vi beo qudn) bio quan c6 fiin h?n-

ngAy......... thdkq.... n'dn 2A .

Ngudi lip
(Ki'a ghi fi ha tch, ch'tu t'4/'htk 

'lahh)

Hutng dil cich ghi cic cot:

C6t l: Ghi s6 tht bI cua hoP honc cip tni lieu Siao nop

C9' 2: Gi sd vi b hiau ciq ho ss nhu mn bia h6 so

COt 3: Ghi ticu d; hai so nhu t€n bia hd sd

COt 4: Ghi thdi sian sgln nhfu vn muOn nhet cu vnn bAn. Ai lieu t$ns h6 so

Cgt s: Chi (hdi h?I b@ qunn cua h6 !o nnu rfl bia h6 {
COt 6: Gh' tons sii ti' ldLi lieu co ttons ha' so

COI 7: Ghi nhfns th6ng dn ci! chi i vii noi dung va hi'h thl! oia vdn bin

Ir0pi
cil hiCr

HS
Ti€u iri hd sd

Tha,i
gian TL

Thdi
hfn bno

Ghi
chf

(l) 12) (3) (4) (5) (6) (7)
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