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QUYET DINH. ' 
Ban hanh Quy dinh ye cong tae 'van thtr, Itru trir 

tre,n dia ban tinh 13a.e Kan 

?"--6Y.13AISiNHAN DA' N TINH BAC KistINT 
I.  

Can dr Lbat To chat chinh quyen dia phuang ngay 19 thang 6 nam 2015; 

Can dr Luat Lou trit sO 01/2011/QH13 ngay. 11/11/2011 caa QuOc hOi; 

Can dr Nghidinh. sa •01/2013/ND-CP ngay 03 thang 01 nam 2013 dia Chinh 
phi" Quy dinh chi tiet thi hanh mOt so'dieu caa Luat Luu tra;_ 	• 

Can dr Nghi dinh sá 110/2004/ND-CP ngay 08 thang 4 nam 2004 dm Chinh 
phü vO tong tac van thu, và Nghi dirt so 09/2010/ND-CP rtgay 08 thing 02 nam 
2010 coa Chinh phU sau di, ba sung mOt so diOu caa Nghi dinh sa 1 I012004/ND-CP; 

Can dr Nghi dinh sr') 58/2001/ND-CP ngay 24 thang 8 nam 2001 cOa Chinh 
pha vO guan 1 va sü clang con dau vã Nghi dinh so 31/2009/ND-CP ngay Oltháng 
4 nam 2009 caa Chinh pha sin dOi, bo sung mOt sO diêu cOa Nghi dinh so 
58/2001/ND-CP; 

Can dr Nghi, dinh sS 33/2002/ND-CP ngay 28 thang 3 nam 2002 caa Chinh 
pha guy dinh chi trot thi hanh Phap lenh Bao v bi mat nha nutc; 

Can cO Thong ttr lien tich so 55/2005/TfLT-BNV-VPCP. ngay 06 thang 5 
nam 2005 cilia BO NOi vu, Van phOng Chinh pha huang dan ye the that va 1Cy thuat 
trinh bay van ban; 

Cari dr Thong tu sa 01/2011/TT-BNV ngay 19 thang 01 nam 2011 clia BO 
Ni vo huang dan the that \fa !Cy thuat trinh bay van ban hanh chinh; Thong tir sa 
07/2012/TT-BNV ngay 22 thong 11 nam 2012 cad, BO NOi vo huong dan guan 1' 
van ban, lap ho set va nOp luu ha so, tai lieu vao Ltru tat co guan;.Thong to sa 
04/2013/TT-BNV ngay 16/4/2013 caa BO truerng BO Ni vi hutng dan xay dung 
Quy the tong tac van this, luu tat caa cac co guan, to chirc; 

Theo 6 nghi cila Gam dac Sà Nti vv tai Ter trinh sa 474/TTr-SNV ngay'25 
thang 3 nam 2016, 

CQNG HOA XA HQI CHU NGHIA VIET NAM 
DOc Fap - Tv do - Hanh phtie 

Bac Kan, ngay Orthcing 4 nam 2016: 

QUYET 	 '- 

Dieu 1. Ban hanh kern theo. Quyet dinh nay Quy dinh vO cong the van thu, 
luu trü tren dia ban tinh BAc Kan. 

Dieu 2. Quyat dinh nay c6 hiOu lac thi hanh sau 10 ngay k tit ngay ky ban 
hanh, Quyet dinh nay thay' the Quyet dinh so 2404/2003/QD-UB ngay 31/10/2003 
cilia tJ' y ban nhan dan tinh Bac Kan ye viec ban hanh guy dinh ye &Ong tac 	tat. 
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Dieu 3. Chanh Van phong fly ban nhan clan tinh, Giant &tic cac SO, ban, 
nganh có lien quan, Cbti tich lily ban nhan clan cac huyen, thanh ph& Thu' trutng 
cac co quan, to chirc thuec nguon n'ep km tai lieu vao Luu trU lich sir'  tinh va Chü 
tich fly ban nhan clan cac xä, phuang, thi tran chiu trach,nhiem thi hanh Quyet dinh 
nay./.. 

Noi nhijo: 
Nhis Dian 3(t/hian); 

- CaO VTLTNN; 
- Cyc Kiarn tra Van ban BO Ttr phap; 
- Doan dai biau Quaic HOi; 

TT Tinh Oy; . 
- TT HDND tinh; 

CT, PCT UBND tinh; 
Sar.  Tic phap; 

- Cong thong tin din U cita tinh; 
Gong bac tinh; 

- LDVP; 
Lau: VT, Hoang.11 

TM. tYY BAN NHAN DAN 
CHU TICH 



tY BAN NHAN DAN 	ONG DOA XA HQ' CHU NGIIIA VIET NAM 
TI NH BAC KAN 

QUY DINH 
Ve &Ong tic van thus, kw ht tren dia ban tinh BIk Knn 
(Ban hanh kern theo QuyAt dinh so 05 /2016/QD-UBND 

ngay0thang 4 nom 2016 cilia (ly ban nhan dan tinh Bac Kan) 

Chiming I 
NIIIYNG QUY DiNH CHUNG 

Dieu 1. Phnm vi dieu chinh va dôi hiving áp dyng 
Quy dinh nay quy dinh ve ding tac van this, luu trir cfla tinh Bac Kan. 

Quy dinh nay áp dung 	UBND cac cap; cac so', ban, nganh va cac 
co quan, to chirc thuOc nguen nOp ltru tai lieu vao Luu trü lich 	(sau day g9i 

chung là co quan, tè chirc). 
Cac nOi dung Bac caa c8ng tac van this, ltru trit lchOng quy dinh tai Quy 

dinh nay, cac ca quan, ta chirc thirc hien theo quy dinh cüa phap luat hien hanh. 

Dieu 2. GEM thich tir 	 . 
Trong Quy dinh nay, cac th ngir sau day dugc hieu nhu sau: 

I. Van ban &An la tat ca cac loai van ban, bao gam van ban quy pham phap 
luat, van ban hanh chinh va van ban chuyen nganh (Ice ca ban fax, van ban dugc 
chuyen qua mang, van ban mat) va don, thu gai den ca quan, ta chirc. 

Van ban di la tat ca cac loai van ban, bao gôm van ban quy pham phap 
luat, van ban hanh chinh và van ban chuyen nganh (Ice ca ban sao van ban, van ban 
nOi b0 va van ban mat) do ca pan, to chirc phat hanh. 

Ban thoo van ban la ban dugc viet hoac danh may, hinh thanh trong qua 

trinh soan than van ban. 

Ban gac van ban la ban hoan chinh ve nOi dung, the thirc van ban dugc ca 
quan, ta chirc ban hanh va c6 chit kY trip tiep cüa nguoi c6 tharn quyen. 

Ban chinh van ban IA ban hoan chinh ve nOi dung, the di& van ban va 

duct ca quan, tO chirc ban hanh. 

Ban sao y ban chinh la ban sao day dü, chinh xac noi dung cna van ban va 
dugc trinh bay theo the thitc guy dinh. Ban sao y ban chinh phai dugc thgc hien tir 

ban chinh. 
Ban trich sao la ban sao mOt phan nOi dung dia van ban va dugc trinh bay 

theo the tilde quy dinh. Ban trich sao phai dugc thgc hien tit ban chinh. 

Ban sao lyc la ban sao day da, chinh xac nOi dung dm van ban, dugc thvc 
hien tix ban sao y ban chinh va trinh bay theo the thirc guy dinh. 

Dc Ip - Tkr do - Hnnh phtic 
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Ha ,sa la met tap tai 	CO 	quan veri nhau ye mOt van de, mOt sr 
viec, mOt doi tugng cu the hoc có dc diem chungrhinh thanh_trong._qua_trink 
theo dOi, giâi quyet ding viec thuOc pham vi chirc nang, nhiem vu cna co quan, to 
claire, ca. nhan. 

Lap ha so' la viec tap hop, sap xep van ban, tai lieu hinh thanh trong qua 
trinh theo croi, giai quyet cong viec oh co quan, th chirc, cá nhan thanh hetso theo 
nhithg nguyen tac va phuang phap nhg dinh. 

Tai lieu km tit la tai lieu có gia tri phtic vu hoat deng thtrc tin, nghien 
ciru lchoa hoc, lich sir dugc ltra ch9n de luu 

Tai 1iu ltru tat bao gem ban gOc, ban chinh; trong trutng hop khong con 
ban gOc, ban chinh thi clutc thay the bang ban sao hop phap. 

Lint frit' ea quan là th chirc thtm hien hog Ong luu tit doi voi tai lieu 
luu trik dm co quan, ta chirc. 

Lim trir lich silt la co quan dye hien hoat dOng luu tit di vói tai lieu km 
frit có gia tri vinh vien dugc tip nhan tir Luu tit CO quan va tir cac nguOn lchac. 

Phong luu trit la toan b tai lieu hru trit dugc hinh thanh trong qua trinh 
hog Eng ciIa co quan, to chirc hoac cña Ca nhan. 

Hoat Ong km frit la hog dOng thu thap, chinh 13?, xac dinh gia tri, bao 
quart, thong ice, sü dung tai lieu Mu tit. 

Thu thap tai lieu la qua trinh xac dinh nguOn tai lieu, ltra chon, giao nhan 
tai lieu co gia tri de chuyen vao Luu frEt CO quan, Luu frEt lich sir. 

Chinh l;) tai liu la viec phan loai, xac dinh gia tri, sap icep, thong Ice, lap 
ding cu tra cüu tai lieu hinh Mardi trong hoat dOng cüa CO quan, ta claim, ca. nhan. 

Xcic Mnh gio trf tâiiiu la viec danh gia gia tri tai lieu theo nhang nguyen 
the, phucrng phap, tieu chuan theo quy dinh CÜa co quan co tham quyen E xac dinh 
nhang tai lieu co gia tri luu 	tiled ban bao quan va tai lieu het gia tn. 

Dieu 3. Trach nhiem quail 15', thtyc hin cong tic van thu, Itru tar 

1. Nhiem vu quail nha nuot ye ding tac van thu, hiu tit' 

'by ban nhan clan .tinh Bac Kan thang nhat quan 132 nha nuot ye cong tac 
van thu, luu tr& trên pham vi toan tinh. 

So.  NOi vu có trach nhiem tham muu, giup UBND tinh thuc hien quan 
nha nuot ve van thu, km trft va quart lY tai lieu tai Lou tnt lich sir cüa tinh theo quy 
dinh cüa phap luat. 

c) Nguiyi dung dau the CO quan, to chirc trong pham vi nhiem vu, quyen han 
ua minh tlatrc hien quail lY ve van thu, ltru 	op dung cac bien phap nham nang 

cao hieu qua cong tac van thu lint tit; ban hanh quy che ve van thu, luu frit tai co 
quan, to chirc cüa minh. 

2. Trach nhiem di vol cong tac van thu, luu frit 

a) Trach nhiem cfia nguti dung du co quan, to chirc trong viec quail ly clang 
tac van thu, luu trir 
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- TO chirc xay dung, ban hanh, chi dao viec thut hien cac che dO, quy dinh ye 
ding tac van thu, luu trir theo quy dinh cna phap luat hien hanh; 

- Kiem tra thisc hien cac che dO, quy dinh ve clang tac van thu, ltru trtt di voi 
cac don vi truc thuoc; giai quyet lchieu nai, to cao va xir 1 vi phgn phap luat ve 
cong tac van thu, ltru tat theo tham quyen. 

Trach nhiem cüa Chanh Van phong 

Claanh Van phong, Truang phong Hanh chinh hoc ngueri phis trach cong tee 
hanh chinh (sau day goi chung la Chanh Van phong) ginp ngtrai dUng du co: quan, 
to chirc truc tip quail 	kiern tra, giam sat viec thisc hien c8ng tac van thu, luu trit 
tai ca quan, to chirc; dong thei t6 chirc kiem tra, huang dan nghiep vu ve &Ong tac 
van this, km Ur( di vai cac co quan, dcrn vi truc thu0c. 

Truth nhiem cüa Truong cac dcrn vi 
Throng cac don vi chdc nang (phang, ban, 130 phan), nguari dung du dan vi 

truc thuOc c6 trach,nhiem trien khai va t8 chat thuc hi'en quy dinh nay va cac quy 
dinh cOa ca quan, to ch*c ye van thu, luu fru. 

Trach nhi'em cirn nriOi cá nhan 
M8i can b0, cong chat, vien chirc trong qua trinh giai guy& c8ng viec lien 

quan den ding tac van thu, luu -at phài thut hien nghiem tüc quy dinh nay va cac 
quy ctinh cña ca quan, tO clant ye van this, km frit 

Dieu 4. Bao v hi m5t Nha mare trong &ring tic van thtr, hru ft& 
M9i hog dOng trong cOng tac van thu, luutrU cüa ca quan, tal  chüc phai thirty 

hien theo cac quy dinh ctia pliap luat hien hanh ye che dO bao ve bi mat Nha nuerc. 

Chuang II 
C6NG TAC VAN THU' 

Myc 1. SOAN THAO VA BAN HANH VAN BAN 

Dieu 5. Hinh iliac van ban 

Gam cac loai hinh van ban sau: 

- Van ban quy pham phap lug; 

Van ban hanh chinh; 

Van ban chuyen nganh; 
Van ban trao dal veri ca quan, tã chüc hoac cá nhan ngtrai ntrerc ngoai. 

Dieu 6. The they vã 1(37 thu5t trinh bay van ban 
Van ban quy pham phap lug thgc hien theo quy dinh tai Thong tu lien 

tich sa 55/2005/TTLT-BNV-VPCP, ngay 06/5/2005 dia. BO NOi yin  va Van phong 
Chinh phü huong dn ye the thirc va 4 thu'at trinh bay van ban. 

Van ban hanh chinh thuc hien theo quy dinh tai Thong fir sla 01/2011/TT-
BNV ngay 19/01/2011 c 'Oa BO NOi vu huang d'an ve the thirc va ky thug trinh bay 
van ban hanh chinh. 
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Van ban chuyen nganh thuc hien theo huang ddn ctla ca quan quan 
nganh va cac guy dinh ca phap That. 

Van ban trao d6i v6i ca quan t6 chirc hoc ca nhan nguth nuot ngoai thgc 
hien theo cac guy dinh hien hanh cüa phap luat va theo thong 1O qu'Oc te. 

Dieu 7. Soan that) van ban 

Vic soan thao van ban quy pham phap luat thgc hiAn theo guy dinh cüa 

phap luat hi'en laanh. 
Vic soan thao van ban khac dugc thgc hien nhu sau: 

Can cü tinh chdt, nth dung cna van ban can soan thao, lanh dao ca quan, ta 
chile giao cho mth don vi hoc rnOt Gong chüc, vien chat soan thao hoac chit'  tni 

soan thao van ban. 
Dan vi hoc cong chat, vien elide dugc giao soan thao van ban c6 trach 

nhiem thgc hien cac c6ng viec sau: 
Xac dinh hinh that, nth dung va dO mat, do khan, nai nhan van ban; 

- Thu thap, xt'r IY thong tin c6 lien quan; 

Sop thao van ban; 	• 

- Truang hop can thiet, d xuat vOi lanh ciao ca quan, t6 chat tham khao,y 

kin cüa cac co quan, t6 chat hoac cá nhan c6 lien quan; nghien cUu tip thu kin 

hoan chinh ban than; 
Trinh duyet ban thao van ban Rem theo cac tai 1iu c6 lien quan. 

Dieu 8. Duyet ban thao, sin 	WO sung ban thao van ban dã duy'et 

Ban thao van ban phai do nguai cep than' quyen VT van ban duyet. 

Trong truth-1g hop sga chOa, b6 sung them vao ban thao van ban da duce 

duyet phai trinh ngtrai dä duyet du thao xem xet, guyet dinh. 

Dieu 9. Kim tra van ban trulit khi 14 ban hanh 

Nguei dUng d'au ca quan, t6 chitty chn tri soan thao van ban phai kiem tra 
va chiu trach nhiem ve do chinh xac cUa nth dung van ban, IcY nhay/tat vao cued nOi 
dung van ban (sau du./.) truarc khi trinh lanh dao ca quan, tA chat 14 ban hanh; de 

xuat mire dO khan; &I chieu guy dinla cüa phap luAt ve bao v bi mat Nha nuac de 

. xac dinh viec clang du mat, dOi Wong nhan van ban, trinh nguiyi 'ky va'n 

ban guyat 
Chanh Van phong giOp ngtrai dung dau ca quan, tA ch-ac kiem tra Ian cut& 

va chiu,trach nhiem ye the that, ky thuat trinh,bay, thn tuc ban laanh van ban dm ea 
quan, to chgc va phai IcY nhay/tat vao vi tri cuoi cOng a "Nai nhan". 

D8i vai cac van ban do 'by ban nhan dan tinh, huyen ban hanh, Chanh,Van 

phOng (hoac Pho Chanh Van pheng). Uy ban nhan dan phai kiem Ira Ian cued va 

chit' trach nhiem ve the,thgc, ky thuat trinh bay, thii tic ban hanh van ban va phai 

V nhay/tat vao vi tri cu8i ding 0.  "Nth nhan". 
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Diu 10. 1057 van bin 
Tham quyan ky van ban thgc hian theo quy dinh cim phap Mat va Quy.cha 

lam viac dia co quan, to chin. 
Quyan han, chirc vu, hQ va ten, chit k9 càa nguari có tham quyan 

a) Vic ghi quyan han cüa ngueri k9 clugc thgc hian nhu sau: 

Truang hop k9 thay mat tap the' thi phai ghi chit viat tat "TM." (thay rnat) 
vao truck ten tap the lath dao hoac ten ca quan, to chin. 

- Tritang hop V thay nguoi &mg du co quan, ta chirc thi phai ghi chit vie't 
tat "KT." (V thay) vao truot chirc vii cüa nguai dimg 

Truong hop cap pho dirge giao phu trach thi thgc hian nhu cap pho k32 thay 
cap twang; 

Truang hop lc' thira lanh thi phai ghi chit viat tat "TL." (thin lanh) vao 
truen chirc vu cüa ngueri dung dau co quan, to chirc. 

- Truong hop lc' thin fly quyan thi phai ghi chi) viat tat "TUQ." (thin ay 
quyen) vao truerc chirc vu cüa ngtrai dung dau ca quan, to chat. 

b) Chin vy càa nguei k9 
Chin vu ghi gen van ban la chin danh lath dao chinh thirc da ngtrai 

van ban. Chi ghi chat danh, lchong ghi lai ten ca quan, trir cac van ban lien nganh. 

Chirc vu ghi gen van ban dm cac t6 chirc tu van, nhu: Ban quail 19, Ban chi 
dao, 1-18i &Mg_ càa ca quan ban hanh là chirc danh lanh dao càa nguari V van ban 
trong Ban, Hai Ong do. Dai veri nhitng Ban, Hi clang lchong dugc phep sir dung 
con dau càa cc quan thi chi ghi chirc danh cüa nguai V van ban trong Ban hoac 
Hai dng. Truong hop Ban hoac Hai d8ng dugc phep sir dung con dau cua ca quan 
thi co the ghi them chirc danh lath ciao trong cc; quan cim nguad k9 a duoi. 

H9 va ten bao gam: Hp, chit dam (nu co) va ten dm ngueri •kY van ban. 
DOi vOi nhitng van ban hanh chinh, truac ho va ten dm 	lcY, khong ghi h9c 

ham, h9c vi hoac cac danh hiau khac. 

Muc but V van ban 
Khong dung but chi, but rngc do Ileac mgc cla phai d'a 1c)rf van ban; nen sir 

dung but co mgc mau xanh de van ban sau khi nhan ban a clang nhan clang ban 

goo luu tat tai van thu ca quan. 

Di&I 11. Bin sao van bin . 
Cac hinh thirc ban sao g6m: Sao y ban chinh, sao luc va trich sao. 

Cac thanh phan tha thin ban sao van ban thuc hian theo Phu luc III quy 
dinh tai Thong ttr sa 01/2011/TT-BNV. 

Vic sao y ban chinh, sao luc, trich sao van ban do lath dao va Chanh Van 
phong ca quan, to chirc quyet dinh. 

Ban sao y ban chinh, trich sao, sao lye dugc thin hian theo dimg quy dinh 
dm pin') luat co gia tri phap l nhu ban chinh. 
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5. Ban sao ch9p (photocopy ca dau va chit lcY cua van ban chinh) khong time 
hien theo clang quy dinh tai Khoan 1 Dieu nay chi cep gia tri thong tin, thaw' khao. 

6.. Khong dutc sao, ch9p, chuyan phat ra ngoai Co quan, te chirc nhang 
kian ghi ben la van ban. Truang hgp cac 9  kien cüa lanh do ca quan, ta chirc ghi 
trong van ban can thiet cho viac giao dich, trao doi cong tac phai dugc the che hea 
bang van ban hanh chinh. 

Mtn 2. QUAN Lt VAN BAN 

Dieu 12. Nguyen Mc chung 
Tat ca van ban di, van ban dan cüa ca quan, ta chirc phai dugc quail ly tap 

trung tai Van thu ca quan (sau day ggi tat la Van thu) de lam thil t9c tip nhan, 
(tang ky, trir nhfing loai van ban duty clang k9 rieng theo quy dinh cir' a phap lust. 
Nhitng van ban den thong dugc Tang kY tai Van thu, cac dcm vi, cá nhan lchong c6 
trach nhiam giai quyet. 

Van ban di, van ban dan thuOc ngay nao phai dugc clang ky, phat hanh 
hoc chuyan giao trong ngay, cham nhat la trong ngay lam viac tip theo. Van ban 
den c6 &mg dau chi cac rnirc dO khan: "El& Mc (Re ca "Hoa Mc" hen gib.), 
"Thugng khan" va "Khan" (sau day g9i chung là van ban khan) phai dugc (tang ky, 
trinh ILA chuyan giao ngay sau ichi nhan dugc. Van ban khan di phai dugc hoan 
thanh thu tic plaat hanh va chuyen phat ngay sau lchi van ban dugc 

Van ban, tai lieu c6 nOi dung mang bi mat nha Inv& (sau day goi tat la van 
ban mat) dugc clang 1c9, quan 19 theo quy dinh cüa phap 11.14 hien hanh ve ban ve bi 
mat nha nuac va huang dan tai Quy dinh nay. - 

Dieu 13. Trinh tkr plan 19 van ban den 

Tat ca van ban den co quan, th eh& phai dugc quan 11 theo trinh t9 sau: 

I. Tiap nhan, clang kY van ban dn. 

Trinh, chuyan giao van ban den. 

Giai guy& va theo di5i, don dOc viec giai quyat van ban den. 

Dieu 14. Tiep nh4n, 'Tang kY van ban den 

1. Tie') nh'an van ban dan thuc hien nhu sau: 

Khi tip nhan van ban dan tir mgi nguan, trong gia hoc ngoai gier lam 
viec, van thu hoac nguai dugc giao.nhiem vu tier) nhan van ban den phai kiam tra 
so lugng, tinh trang bi, dau niem phong (nu c6), kiem tra, d& chiau \raj nui gui 

tithe lchi nhan va ky nhan. 

Trueeng hgp phat hien thiau, mat bi, tinh trang bi lchong con nguyen yen 
hoc van ban iliac chuyan dan muOn hun died gian ghi tren bi (doi veri bi van ban 
c6 dong dau "Hee Mc" hen gib), Van thu hoc nguti dugc giao nhiem v9 tip nhan 
van ban den phai bao cao ngay ngtrai c6 trach nhiam; Uteri-1g hgp can thiat, phai lap 

Ulan ban vai nguti chuyen van ban. 
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c) Doi vol van ban den dugc chuyen phat qua may Fax hoac qua mang, Van 
ant phai kiam tra se lacing van ban, sot  luang trang.caa m6i van ban; natl. phat hien 
c6 sai set, phai kip tiled thong bao cho nai gai hi* bao cao ngueri ca trach nhiem 
kern xet, giai guyat. 

2. pang 1c9 van ban dan 

Van ban an duct dang 1(9 vao se dang 1(9 van ban an hoac co ser da lieu 
van ban den tren may vi tinh dugc dux hien nhu sau: 

a) Can . cu se lugng van ban dan hang nam, cac co quan, t chat guy dinh 
viec lap cac loal s6 clang 1c cho phü hap. 

Khi dang 1c9 van ban, can bao darn r'6 rang, chinh xac; lchong viat hang but 
chi, bat nurc de; lchong viat tAt nhang tit, cum tir khong thong dung. 

Mau So dang 1c9 van ban den va viec Tang V Van ban den, van ban mat dan; 
Mau se clang k9 don, thu va viec &kg k9 don, thu dux hien theo hugng dan tai 
Phu luc II, Phu lac III caa Thong tu.  07/2012/TT-BNV. 

b) Vic clang 1c9 (cap nhat) van ban dan vao co s6.  cla lieu van ban dan teen 
may vi tinh. 

Trong trueng hap clang lcY teen co ser dit 1iu quan 19 van ban dan ten may vi 
tinh, dinh 1c9 phai in, tap hap, clang thanh So clang 1c9 van ban den de k9 nhan, tra 
can lchi can thiet va luu tra theo quy dinh hien hanh. 

, 	Van ban mat dan duce clang k9 bang may vi tinh thi may vi tinh khong &Jac 
fled mang LAN (mang nai b0) hoac mang Internet. 

Dieu 15. Trinh, chuyen giao van ban den 
Sau ichi clang V, van ban dan phai dugc kip tiled trinh nguoi c6 tham 

quyen xem kat, cho Rion phan phi, chi dao giai guyet. Vic chuyen giao van ban 
den phai bao dam chinh xac va dung dog tugng. Ngueri nhan van ban phai 1c9 nhan 
vao so. Doi voi vAn ban den c6 dong dau "Thugng khan" va "I-16a toc" (ice ca "I-16a 
toc" hen gig) phai ghi re died gian chuyen. Van ban den c6 dau chi cac rniic de 
lchan phai dirge trinh va chuyen giao ngay sau khi nhan. 

Truerng hap phat hien van ban clan dugc chuyan khong chinh xac (sai noi 
nhan, lchong dung chat nang, nhiem vu...), cac don vi hoac ca nhan nhan dugc van 
ban c6 trach nhiem tra lai Van thu trong thoi gian sOm nhat de kip then X1:1 

Ngithi ding dAu co quan, te chat CO tech nhiem CM dao giai quyat kip 
theci van ban den Cua co quan, to cite minh va phoi hap vgi cac don vi khac giai 
quyat cac van ban den c6 lien quan. 

Dieu 16. Giai quyet va theo dei, den dee viec giii quyet van ban den 

1. ,Sau lchi nhan dugc van ban dan, don vi, ca. nhan co trach nhiem chi dao, 
giai guyet Rip thin theo thei hn yeu cau cüa Lainh ciao co quan, th chirc; theo thoi 
hn yeu cau dm van ban hoac theo guy dinh caa phap luat. 

2.,Truang hgp van ban dan lchong CO yeu cau ye theri han tra led thi then han 
giai guy& dugc thut theo Quy che lam viec cña co quan, to chirc. 
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Van thu c05 trach nhiem tang hap so lieu van ban den, van ban den dà dugc 
giai quyet, da den,han nhung chin thrgc giai quyet d bao. cao Chan.h_Van. pile:111g. . 
D6i voi van ban den có clan "TM lieu thu hoi", Van thu có trach nhiem theo clai, thu 
hM hoc gui tra lai nai gen theo &mg then han quy dinh. 

Chanh.Van phong có trach nhiem don dc, bao cao Lanh dao ca quan, t6 
chirc ve tinh hinh giai quyet, tien da va ket qua giai quyet van ban den de thong bao 

cho cac don vi lien quart 
Dieu 17. Trinh tty giai quyet van ban di 

Kiem tra the thirc va icy thuat trinh bay van ban; ghi sa va ngay, thang, 
nam cna van ban. 

Dang 14 van ban di. 
Nhan ban, (long du ca quan va dau,mirc da mat, lchan (nu co). 
Lam thil tic phat hanh, chuyen phat va theo dOi viec chuyen phat van ban di. 

Luu van ban di. 
Dieu 18. Kiem tra the that va kSi* thtnitt trinh bay van ban; ghi sO va 

ngay, thing cfia van ban 
1..Kiem tra the flint va k9 thuat trinh bay Van ban , 
Truac kin phat hanh van ban, Van thu lciem tra lai the that và 1c thuat trinh bay 

van ban nu phat hien sai sot thi bao cao nguai cOtrach nhiem xem xet, giài quyet. 
2. Ghi so va ngay, thang, nam ban hanh van ban 
a) Ghi sa dm van ban 
- Tat ca van ban di cfra ca quan, t chirc dugc ghi sa theo h thang sa chung 

cüa ca quan, tO chIrc do Van thu thong that quan IY; trir tnxang hgp phap luat co 
quy dinh khac. 

- Viec ghi sa van ban quy pham phap luat dugc dye hien theo quy dinh cna 
phap luat  hien hanh va dang 1c)ri rieng. 

Vic ghi s6 van ban hanh chinh dugc thuc hien theo quy dinh tai Diem a, 
Khaki 1, Dieu 8 Thing tu sa 01/2011/TT-BNV. 

b) Ghi ngay, thang, nam dia van ban 
Vic ghi ngay, thang, nam cua van ban quy pham phap luat  dugc thuc hien 

theo quy dinh cüa phap luat hien hanh. 
- Vic ghi ngay, thang, nam dm van ban hanh chinh dugc dux hien theo quy 

dinh tai Diem b, Khoan 1, Dieu 9 Thong tu so 01/2011/TT-BNV. 
3. Van ban mat di dugc danh se, va dang ky hong. 
Dieu 19. Bang ky van ban 	, 
Van ban di du•gc dang lcY vao so dang 1c2 van ban di hoc ca sä cid li'eu quan 

1)'T van ban di tren may vi tinh. 
Lap S6 dang lcy van ban di: Can cir tang set va s6 lucmg mi loai van ban di 

hang nam, ca quan, to cherc quy dinh cu the viec lap so dang lcY van ban di cho phi). 
hap (van ban mat di dugc dang kY rieng). 

Mu Set dang.1c1 van ban di Va viec dang 	van ban di, van ban mat di thuc 
hien theo hang clan tai Phu luc VII dm Thang tu 07/2012/TT-BNV. 
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Dieu 20. Wan ban va dong dau 

1. Nhaniban 

SO lugng van ban can nhan ban a phat hanh duct xac dinh ten ccr ser sa 
lung tai noi nhan van ban; neu gin den nhieu nai ma trong van ban khong liet ke (In 
danh sach thi dan vi soan thao phai ca phy lyc nai nhan kern theo d km a Van thu. 

Nai nhan phai dugc xac dinh cy the trong van ban tit nguyen the van ban 
chi giri den ca quail;  to chut, dan vj c6 chdc nang, tham quyen giai quyet, te chgc 
thgc hien, phai hop thyc hien, bao cao, giam sat, kiem tra lien quan den nOi dung 
van ban; Ichong gui vugt cap, khong gUi nhieu ban cho mOt doi Mang, lchong gni 
den cac dÔi tugng khac chi de biet, de tham lchao. 

Gill' gin bi mat nOi dung van ban va that hien danh may, nhan ban theo 
(hang thai gian quy dinh. 

Vic nhan ban van ban mat phai c6 kin cfla lanh dao ca quan, ta chdc 
va dugc thgc hien theo quy dinh tai Khoan 1, Dieu 8 Nghi dinh se) 33/2002/N11-CP 
ngay 28/3/2002 ch. Chinh phU quy dinh chi tiet thi hanh Phap lenh Bao ve bi mat 

Nha nuot. 
2. Doing dAu (Thyv hin theo Diu 28 ciicz Quy cllnh nay) 

Dieu 21. Thai tyc phat hanh, chuyen Oat va theo diii vi'e‘c chuyen phat 

van ban di 
1. Thil tyc phat hanh van ban 
Van thu co quan, tO chat tin hanh cac cling viec sau day lchi phat hanh: 

Lya ch9n bi. 

Viat bi. 

Vao bi va dan bi. 
Thing dAu dO khan, dAu k' hieu dig mat va dAu lchat len bi (nu c6). 

Mau 121 van ban va cach viM bi thgc hien theo huerng clan tai Phy lyc VIII cna 

Thong tu 07/2012/TT-BNV. 

2. Chuyen ph& van ban di 
Van ban di phai duct hoan thanh thU tuc phat hanh va chuyen phat rngay 

trong ngay van ban do duock9, cham nhat la trong ngay lam viec tip theo. Doi \zed 
van ban quy pham phap luat c6 the phat hanh sau 03 ngay, ke tir ngdy 1c9 van ban. 

D& vai nhiing van ban "I-WN GO", "HOA TOC", "KHAN", "THISONG 
KHAN" phai dugc pita hanh ngay sau lchi lam day clU cac thU tuc hanh chinh. 

Van ban di dugc chuyen plait qua buu din phai dugc 'Tang k9 vao SO gin 
van ban di Ulm din. Khi giao bi van ban, phai yeu cau nhan vien buu din kiem tra, 
10? nhan va dong clau vao so. 

Mau SO gdi van ban di buu din va each ghi se) thyc hi'en theo hueng clan tai 

Phy lye X ct:.ia ThOng tu 07/2012/TT-BNV. 
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d) Vic chuyen giao truc tip van ban cho cac dan vi, cá nhan trong ca quan, 
.to chirc hoc cho cac co quan, don vi, ca than ben ngodi phai dirgc k1 than vao s8 
chuyen giao van ban. 

Mau SO chuyen giao van ban di va cach clang k1 thuc hien theo huang d'an 
tai Phu lye IX cua Thong tu 07/2012/TT-BNV. 

Chuyen phat van ban di bang may fax, qua mang: Trong truang hap can 
chuy8n phut nhanh, van ban di c6 the dirge chuyen phat cho noi nhan bang may fax 
hoc chuyen qua mang, (tong thei trong ngay lam viec phai giri ban chinh di vied 
nhang van ban có gia tri luu tat 

Chuyen Oat van ban mat thgc hien theo quy dinh tai Dieu 10 va Dieu 16 
Nghi dinh se 33/2002/NB-CP va guy dinh tai khoan 3, Diieu 7, Thong tu s6 
33/2015/TT-BCA ngay 20/7/2015 cilia B Cong an huong clan thuc hien mOt s6 
dieu ciaa. Nghi dinh so 33/2002/N1)-CP ngay 28 thang 3 nam 2002 dm Chinh phü 
quy dinh chi tiet thi hanh Phap lenh bao ve bi mat nha nuoc. 

3. Theo clOi viec chuyen phat van ban di 
Van thu c6 trach nhiem theo d'Oi viec chuyen ph& van ban di, cu the thu sau: 

Lap Phieu gin d theo dOi viec chuyen phat van ban di theo yeu cau cüa 
rived k1 van ban. Viec xac dinh nhiing van ban di can lap Phieu gin do don vl 
hoac cá nhan soan dad° van ban de xuat, trinh ngugi 1c1 van ban quyet dinh. 

D6i \Teri nlating van ban di c6 dong,dau "Tai lieu thu hOi", phai theo crei, 
thu 116i dung thoi han; khi nhan lai, phai kiem tra, doi chieu de bao darn van ban 
Bong bi thieu hoc that lac. 

DM \Teri bi van ban girl di nhung vi 11 do nao do ma Buu din tra lai thi 
phai chuyen cho dun vi hoac,ca. nhan soan than van ban do; &ling then, ghi chit vao 
So gui van ban di buu din de kiem tra, xac minh khi can thiet. 

Twang hop ph& hien van ban bi that lac, phali Rip thOl bao cao ngtrei c6 
trach nhiem xem xet, -giai quyet. 

Dieu 22. Dm van ban di 
1. MOi van ban di phai dugc luu hai ban: Ban gee luu tai Van thu ca quan, t6 

chirc va 01 -ban chinh luu trong ho so cOng viec. Ban gac luu tai Van thu ca quan, 
tO chirc va phai dugc clang dau va sap ?cep theo thir tu: dangic.1. 

, 	2. Trugng hop van,  ban di dugc dich ra tieng nu& ngoai hoc tieng dan tOc 
thieu so, ngoli ban luu bang tieng Viet phai luon Rem theo ban dich chinh xac fled 
dung bang tieng nu& ngoai hoac tieng dan tOc thieu so. 

Vic luu gift, bao quail va -sir dung ban hru van ban di co &mg dau chi cac 
mat dO mat dirge thut hien theo quy dinh hien hanh ye bao ye bi mat Nha nirOc. 

Van thu co trach nhiem lap se thecr dtii va phuc vu kip thOi yeu cau sir 
dung ban luu tai Van thu theo quy dinh cUa phap luat va quy dinh cu the dm ca 
quan, to chire. 

Mau s6 sir dung ban luu va cach ghi sa thut hien theo hiremg dan tai Pim luc 
XI cilia Theng tu 07/2012/TT-BNV. 
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Mge 3 

LAP HO SOYA GIAO NOP HO SO, TAI LItU 
VA0 Lift' TRU' CO QUAN 

Dieu 23. Pp Danh trine he so.  

1.. On ci chil yen a lap Danh mac ha so, bao.gam: 

Cac van ban quy dinh ve chik nang, nhiem vv, quyen han, co can t6 chirc 
dm co quan, don vi; 

Quy che lam viec cilia co quan; 

Ke hoach, nhi'em vv c6ng tac hang nam cüa co quan, don vi va CÜ mtii 
can ba, cong oink, vien chat; 

Danh mac ha so, Bang thai ban  bao quail tai lieu va Mvc lvc ha so co 
quan ctia nhiling nam truck. 

2. Xay dung khung dmvc cüa Danh mac ha so thuc hien nhu sau: 

Khung d invc cUa Danh mvc ha so thy dung theo co cd'il t6 chirc hoac 
theo finh \Luc that clang cila co quan, te chüC. Tay theo tinh hinh thuc te caa mai co 
quan, to chat de quyet dinh ch9n khung de invc danh mvc h6 so Cho phit,h9p, bao 
dam Yi& lap 116 so du•gc day dü, chinh xac \fa thuan tien. Cac co quan, tO chirc c6 
co CU tO chirc On dinh, chirc nang, nhiem vv cna cac don vi, dirge phan dinh ro' rang 
thi ap dung khung de mac danh rnvc ha sa theo co cau tO chirc. Cac co quan, to 
chirc co co Call to chirc philre tap, Ichong On clinh, lchông rO rang thi xay dung khung 
de mac danh mvc ho so theo linh vuc hoat 

Danh 'nye ha sa xay dung theo co can t6 elide, lay ten cac dun vi trong co 
quan, to chilrc; theo linh Vuc hoat dOng thi lay ten cac lTnh \Tut ,hoat Ong cha yeu 
dm co quan to chire lam de invc Ion (cac phan) cua Danh mvc h6 

Trong tUng de invc ion bao gem cac de mvc nh6 Id cac van d thuac ChÜC 

nang nhiem \Tv cilia don vi doi voi lchung de mac theo co thu tO chat hoac cac van 
trong pham vi mat linh vat hoat Ong dal vói khung da mac theo tinh vuc hog 

clang. Cac,  ha so trong rnai de mac nhO &cc sap xep theo trinh tu tir chung den 
rieng, tir tong hgp den cv the, c6 ket hop vgi vi tri va tam quan tong cüa timg vii 
viec dirge giai quyet trong h8 so. 

3. Xay dung Danh mac ha so thuc hien thu sau: 

a) Danh iliac ha so dugc lap theo hai each sau: 

-,Cach thilr nhat: Van thu xay clung du that, Danh mac ha so cit' a co quan, te 
chilly; lay kien doing g6p cüa cac don vi, ca than lien quan; hoan thin du,thao, 
trinh lanh dao Van ph6ng hoc PhOng Hanh chinh dê trinh nguoi dung dau co 
quan, ta chüc k ban hanh. 

- Cach thir hai: Cac don vi du hen Danh invc ha so cila don vi minh theo 
huOng clan nghiep vn cida Van thu; Van tint tang hgp thanh Danh mac ha so dm ca 
quan, M ehirc, bã sung, chinh sua neu can); hoar} thin chr thao, trinh lath dao Van 
phonghoac Phong Hanh chinh de trinh ngirgi dung Au co quan, t6 eh& lc ban hanh. 
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,b) Danh myc ho so do ngueri dung dau co quan, to chirc duyet, ky ban hanh 
vao dau nam. - - 

Van thu,  sao chyp Danh myc ha so dã dugc ban hanh gui cac don vi, cá 
nhan lien quan de thyc hien lap ho so theo Danh rnyc. Trong qua trinh thuc hien, 
neu c6 ho so cly kin chua sat \Teri thgc te hoe Co cong viec giai guy& phat sinh 
thuac trach nhiem lap ho caa don vi hoc cá nhannao thi don vi hoac cá nhan do 
can kip then sta doi, bo sung vao phan Danh rnyc ha so caa minh de Van thu tong 
hop, b6 sung vao Danh myc ha so dm co quan, tä chat. 

Dieu 24. Nei dung viec lp he so r va yeu cãu dei vifri he so' duvc 14p 

1. Noi dung viec lap he, so 

Ma ha so 
MO' ho so la viec lay mOt to bia ho so va ghi nhang thong tin ban au va hA 

so, nhu: ky hieu ha so, tieu a ha so:, nam mo• ha so. Bia ha so dugc thiet k va in 
theo Tien chuan quac gia TCVN 9251:2012 Bia ha so luu 

Mi ca nhan lchi giai quyet ding viec dupe giao CO trach nhiem mer hA so ve 
cOng viec do (theo Danh muc ho so, hoc ke ca truang hop co quan, to °hue chua 
ca Danh myc 116 so). Can cif vao Danh myc ho so cna,co quan, tO chirc va thuc te 
cong viec dugc giao, can ba, cong chirc, vien chat chuan bi bla ha so va ghi nhang 
thong tin ban du ye ha so nhu: KY hieu ha so, tieu de ha so, nam mey ha so. 

Tieu dO hA so can ngan gpn, fa rang nhung phai lchai quat dugc nai dung da 
cac van ban, tai lieu se hinh thanh trong qua trinh theo clai, giai quyet cong viec. 
Vic vi'et tien a ha so tham khao tai Phy lyc XIII dm Thong tu 07/2012/TT-BNV. 

Thu thap van ban vao ha so 
Trong qua trinh theo dai, giai quyet &Ong viec, can bO, ding chirc, vi8n chtc 

co trach nhiem thu thap tat ca van ban, giay ter va cac tu 1iu ca lien quan den sy 
viec vao h6 so, Ice cà tai lieu phim, anh, ghi am. Can thu thap kip the" nhang van 
ban, tai lieu nhu bai ph& biota ca a lanh dao, tham luan cüa cac di bleu tai hi nghi, 
hOi thao... bao dam sy toan yen, day da clia ha so, tranh bi that lac. 

C) KAt thnc ha so 
- Khi Clang viec giai quyet xong thi ha so dugc kat tit, nguel lap ha so co 

trach nhiem: 
+ Kiem tra mat do day dü oh van ban, tai lieu c6 trong ha so, neu thieu can 

be) sung cho du. 
+ Xem xet loai ra lchOi ha so: Ban tang, ban nhap, ban thao neu dã c6 ban 

chinh (trir ban than v8 van de quan tong ca ghi kien chi ciao cua lanh dao co quan 
hoc 	kien gap Yr cüa cac co quan hint quan hoac ban thao ma nguen lap ha' so thAy 
can thiet phai gitt lai); ban chyp van ban, tai lieu tham khao xet they khong can phai 
luu gift. 

+ Sap xep cac van ban, tai 1iu trong ha so theo trinh tin  giai guy& cong vi'ec 
hoac theo theyi gian, ten loai, the gia cüa van ban... Truemg hop trong ha so co tai 
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phim, anh thi be) vao bi; tai lieu bang, dia ghi am, ghi hinh thi bo vao hap và 
sap xep vao cuai his so. Neu his so day qua 3 cm thi tech thanh cac. don vi bao quart 
lchat nhau (lcheing nen tach dual 01 cm) de thuan tin cho viec quart lY va sir dung. 

+ Xem xet lai tiled han bao quan cüa his so' (dai chieu vói Danh muc his so va 
thuc te tai lieu trong, his so). . _ 

+ Hoan thien, chinh sda tiou de his so cho pha hop yeti nOi dung tai lieu trong 
ha so (neu can). 

-‘ Neu het nam ma cong viec chin gial quyet xong, thi chin thuc hien viec kat 
thac ho so, ha so do dugc bo sung vao Danh nauc his so nam sau. 

2. Yeti cau dai vai ha so duce lap 
- His so dugc lap phai phan anh dung chi:re nang, nhiem vu dm co quan, tts 

chat, don vi hinh thanh his so; 
- Van ban, tai lieu dugc thu thap vao his so phai co, sr lien quan chat cite 

yeti nhau va phan anh &mg trinh tir din bien cit a sr viec hay trinh ttr giai quyet 

cong viec; 
- Van ban trong his so phai c6 gia frj bap quart tuong dai dang deu. 

Dieu 25. Trach nhiem 14p he so va nep 	hti 	tai li'eu vao km frit'. 

ca quan 
Ngtrai cluot giao giai quyet, theo doi cong viec dm co quan, tO chat co 

trach nhiem lap ho so ye cong viec dugc giao va nap km his so, tai lieu vao Luu nit 
co quan;:truerc lchi nghi huu, th6i viec hoac chuyan tong tat lchac thi phai ban giao 
day dit his so, tai lieu cho ngued co tech nhiem ctia co quan, tO chirc. 

Ngtrai dung dau co quan, to chirc co troth nhiem quan l tai lieu km tra 
dm co quan, t'o chirc; chi dao, kiem tra, huerng clan viec lap his soya nap km his so, 
tai lieu vao Luu tit co quan. 

Chanh Van ph6ng c6 trach nhiem tham mutt cho nguari dimg du co quan, 

to chirc trong viec chi dao, kiem tra, huang clan viec lap his so va nap luu his so, tai 
lieu vao ltru tra doi vOi cac don vi thuac co quan, to chat. 

Nguai dung dau don vi dm co quan, to chat c6 tech nhiem tis chirc thirc hien 
viec lp his so, bao quart va nap km Ito so, tai lieu dm don vi vao Luu tra co quan. 

Dieu 26. Giao nhn his so', tai lieu vao Ltru trit ca quan, t6 chit 
1. Trach nhiem can ba, cOng chirc, vien chuc 

Can ba, tong chirc, vien chirc phai giao nap his so, tai lieu vao lint trir co 
quan, to chirc theo thai,han &rot quy dinh tai Khoan 2 Dieu nay. Truang hop can 
giG lai his so, tai lieu den han -nap ltru phai th6ng bao bang van ban cho luu tra co 
quan, to chat biet va phai &roc sr thing Y cãa lanh dao co quan, to chuc nhung thai 
han gift lai lchong qua 02 nam. 

Can ba,.cOng chat, vien chUc lchi chuyen tong tat, thoi viec, nghi huang 
the da bao hiem xã hai thi phai ban giao ha so, tai lieu cho co quan, to chirc hoc 
cho nguoi ice nhiem, khong dugc gi& hO so, tai lieu cita co quan, to tic lam tai 
lieu rieng hoc mang sang co quan,-  to chuc lchac. 
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2. Thai han, thanh phan ha so, tai lieu nOp Km 

Thai han nOp luu hO so, tai lieu tit cac don, vi, ca nhan vao Lau tra co.. 
quan dugc quy clinh trong thai han 01 nam, ice tir ngdy cong viec lcet thac; di Atari 
ho so, tài lieu xay dyng ca ban thi trong Med han 03 tlaang, Icetü ngay cong trinh 
Owe quyet toan. 

Thanh phan ha so, tai lieu nOp hru vao Luu tr& ca quan gam toan b0 ha 
sa, tai lieu Lac xac dinh thai han bao quan tir 05 Yam he( len, trir nhitng loai ha so, 
tai lieu sau: 

Cac ha so nguyen tAc dugc dung lam cAn cir d theo clai, giai quyet ding 
viec thuOc trach nhi'em dm rni cá nhan, Lac cá nhan gift và c6 the ty loai hay khi 
van ban het hieu lyc thi hanh. 

so' ve nhang cOng viec chin giai quyet xong 
HO so phai hop giai guy& ding viec (truong hop Yang voi ha so cna don vi 

chit tri). 
Cac vAn ban, tai lieu giti da biet, de tham lchao. 

3. Thit We giao nhOn 
Khi giaatthp ha so, tai lieu don vi, can b0, ding chüc, vien chirc phai lap 02 

ban Myc lyc ho so, tai lieu Op luu va 02 ban Bien ban giao nhan tai lieu. Luu frit 
co quan, t6 claim va ben giao tai lieu mAi ben gift m6i loai mot ban. 

Myc 4. 

QUAN Lt VA Se DI.ING CON DAU 

Dieu 27. Quin 15T va sir dung con du 
1. Chanh Van ph6ng chiu trach nhiem truot nguoi dung du cc; quan, tA 

chirc viec quan l va sir dung con dau cilia co quan, to chirc 
2. Con du dm co quan, tA chirc phai duce giao cho nhan vien van thu gift 

va &mg d'au tai co quan, to chirc. Nhan vien van thu: c6 trach nhiem thyc hien 
nhang quy dinh sau: 

'Chong giao con dau cho nguoi 'chat lchi chua throe phep bang van ban 
cüa ngueri co tham quyen; 

Phai tu tay dong du vao cac van ban, gray tee caa co quan, tA chi:re; 

C) Chi-duvc -clang clau vao nhang van ban, giay to sau lchi dA c6 chit ky üa 
nguai ca tham quyen; 

d) Khong dugc &mg d'au lchang chi. 

3. Viec sir dung con,c1L cOa co quan, tA chirc va con dau cüa vAn phong hay 
cña don vi trong co quan, to chirc dugc quy dinh nhu sau: 

Nhung van ban do co quan, th chirc ban hanh phai doing du cña ca quan, 
to chirc; 	• 

Nhang vAn ban do van phong hay dun vi ban hanh trong pham vi quyen 
han duce giao phai dong dau cua van phOng hay dau dm don vi do. 
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4, Khi net du bi mon hoac bi bien clang, Van thu co quan phai bao cao 
quo" dung dau co quan, to chitc lam thil tpc di con clau. Trirong hgp con dal bi 
mat, ngirei dung clau co quan, to chat phai bao cao co quan ding an, noi xay ra mat 
con dau, lap bien ban. 

5. Khi don vi có quyet dinh chia, tech hoac sap nhap phai nep con dau cii va 
lam thii tuc xin lchac con dau med. 

Dieu 28. Bong dgu 

1. DOng du Ca quan 
Dau &mg phai re rang, ngay ngan, dung chieu va &mg dung mut du 

quy dinh. 
Khi thing du len chit ky thi clau (long phai trinn len khoang 1/3 chit ky ve 

phia ben trai. 
C. Vic (long dau len cac phu luc kern,theo van ban chinh do ngiroi lc' van 

ban quyet clinh va du dugc dOng len trang du, triim len met phan ten co quan, ta 
chik hoac ten cilia phi luc. 

d. Viec &mg dau giap lai, (long du n6i tren van ban, tai 1iu chuyen nganh 
dugc thuc hien theo quy dinh cfrn Be truong, Thu truerng co quan quan lY nganh. 

2. Deng clau de khan, mat 
Viec dong clan chi cac mirc de khan ("1-I6a tee, "Ilea tec hen gie, 

"Thugng khan" va "Khan") tren van ban hanh chinh dugc thuc hien theo quy dinh 
tai Diem b, Khoan 2, Dieu 15 Thong tu s 01/2011/TT-BNV ngay 19/01/2011 ciia 
BO truong BO Ngi vu huang dan the thitc va ky thuat trinh bay Van ban hanh chinh; 

Vic &nig du mat ken van ban dugc thuc hien theo quy dinh tai Thong 
tu se 33/2015/TT-BCA ngay 20 thang 7 nam 2015 cita.  BO Deng an huerng clan 

thuc hien met se dieu Cua Nghi dinh se 33/2002/ND-CP ngay 28 thang 3 nam 2002 
Cüa Chinh phit.quy clinh chi tiet thi hanh Phap lenh Bao ye bi rnat nha nuot; 

C) Viec clang du cat chi clan ve pham vi km hanh (tra lai sau lchi hop,,xem 

xong tra lai, luu hanh ngi b0) ken van ban dirge dux hien theo quy clinh tai Diem c, 
Khoan 2, Dieu 15 Thong tit se 01/2011/TT-BNVngay 19/01/2011 cna BO truong 
Bg Ngi \Ty huong &an the thirc va ky thuat trinh bay van ban hanh chinh. 

Chuvng III 

CONG TAC L1YU TRU' 
Mac 1. THU TH40, CHINH Lt, XAC DINH CIA TRI TAI LItU 

Pihi 29. Trach nhi4'm ciia Lyn fru' co quan 
Giitp nguei dung du CO quan, tt) chitc huemg clan-  viec lap he so va np 

km he so, tai lieu. 
Thu thap, chinh 	xac dinh gia tri tai lieu, theng ke, bap quan va t6 chirc 

sit dung tai lieu hru 
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Giao nap tai lieu luu trir co gia tri bao quart vinh \Tien thuOc Danh muc tai 
nOphru vao Ltru trU lich sir; to chirc huY tai lieu het gia tri theo quyet dinh cna . 

nguoi dung du co quan, to chirc. 
Dieu 30. Trach nhitn giao, nhlin i1i so', tai 1iu vao btu trii 	quan 

Don vi, ca nhan giao ha so, tai lieu cO trach nhiem hoan thin ha so da 
ding viec dã ket thlic, thong Ice Muc luc ha so', tai lieu nap in va giao nOp vao Ltru 

COtrft  quan. 
Luu tit CO quan co trach nhiem tip nh'an ha so, tai lieu va lap Bien ban 

giao nhan ha so, tai lieu. 
Muc kw ha so, tai lieu nap luu va Bien ban giao nhan ha so, tai lieu duge 

lap thanh 92 ban; don vi, cá than giao ho so, tai lieu gill 01 ban, Luu 	co quan 

gift' 01 ban. 
Dieu 31. Thu thip, tip nhi'n tai lieu vio Ltru trir lila sir tinh • 

Ltru trir lich sir tinh thu thap, tip ni* tai 1iu luu frit hinh thanh trong qua 
trinh boat (tang cüa cac CO quan, to chirc Of cap tinh, cap huyen thuOc ngu8n n'ap km tai 

vao Luu trit lich Sit tinh va don vi lchac theo quy dinh cüa phap kat. 

Luu frit lich sir tinh suu tarn tai lieu luu trG caa Ca nhan tren co ser them thuan. 

Thai han nap luu ha so, tai lieu vao Ltru 	lich sir tinh 

Trong tiled han 10 nam, lc tir nam cOng viec ket thnc, co quan, to chirc thuac 
Danh law CO quan, to chirc thuec nguon nap km tai lieu co tech nhiem nOp lu-u tai 
lieu CO gia trj bao quail vinh vign vao Luu trft lich sir tinh. 

Thai han nap in vao Luu frit lich tinh di veri nganh cong an, qutic phong 
va Cüa nganh khac thuc hien theo quy dinh Cüa phap luat. 

Dieu 32. Quin 15,  tai lieu lull tar din tir 

Thuc hien theo quy dinh tai Dieu 13, Luat Luu trü va Chuang II, Nghi dinh 
se 01/2013/ND-CP ngay 03/01/2013 dm Chinh phü quy (III-1h chi tiet thi hanh mat 

sO dieu Cüa Luat Luu 
Dieu 33. Quin 137 tai lieu lull trii cUa xa, phtraing, 

Tai lieu hinh thanh trong qua trinh hoat clang ciaa Hi clang nhan clan, fly 
ban nhan dan, cac to chue xã hai, ta chnt xa". hed - nghe nghiep cUa xã, phuang, thi 
tram dugc lga chon va km tilt tai Van phOng Uy ban nhan clan xä, phuong, thi trAn. 

Nguai lam km frit tai Van phOng fly ban nhan din xã, phueng, thi trAn CO 
nhiem vv huang &An vi'ec lp  h8 so, tiep nhan ha so, tai 1iu, chinh 1, thang ke, bao 
quail va phuc vi sir dung tai lieu km tiff theo quy dinh cüa Th'Ong tu s6 
14/2011/TT-BNV ngay 08/11/2011 ctia BO Ned vu Quy dinh quan lY ha so, tai lieu 
hinh thanh trong hoat dOng dm Hai dang than dan va fly ban nhan dan 
phuang, thi tran va cac van ban phap luat Ude CO lien quan. 

Dieu 34. Chinh IS/ tai hçu 

1. Nguoi dung du co quan, to chirc co trach nhiem chi dao, tO chirc viec 
chinh ly tai lieu thug& pham vi quan 1Y. 
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2. Nguyen tac chinh 1' 

Khong phan tan phongitru tit. 	• 

IChi phan loai, lap h6 so (chinh sàa, hoan thien, phtic hi hoact lap mai ha 
so) phai ton tong sv hinh thanh tai lieu theo trinh tv theo dôi, giai guy& ceng viec 
(khong pha va ha so da lap).- - 	• 

Tai lieu sau khi chinh l phai phan anh dugc cac hoat Ong cea co quan, 
to chat. 

3. Tai lieu sau lchi chinh lY phai bao darn cac you cu co ban sau day: 

Dugc phan loai theo nguyen tac nghiep vv luu tit.; 

Dugc xac dinh th&i han bao quail; 

Ha so dugc hoan thin va h that-1g haa; 

CO Mtic Itic ha so, ca se( dir lieu tra c&u va Danh invc tai lieu het gia tri. 

Dieu 35. Mc dinh gia tri tai Iiu 

1. Xac dinh gia tri-  tai lieu phai bao dam nguyen tac chinh tri, lich sü, toan 

din \fa tong hop. 
2. Xac dinh gia tri tai lieu OUVC thvc hi'en theo phuong Phap h thOng, phan 

tich chirc nang, th6ng tin và sir lieu hoc. 

3. Xac dinh gia tri tai lieu phai can Cl:T vao cac lieu chuan co.  ban sau day: 

a) NOi dung cea tai lieu; 
b) VI tri ciia co quan, ta chirc, ca nhan hinh thanh tai lieu; 

c) )"( nghia Cüa sr kin, thin gian va dia. diem hinh thanh tai lieu; 

d) Met dO toan yen .coa phong ltru trcr; 

d) Hinh thIrc cea tai lieu; 

e) Tinh tang vat lY cea tai lieu. 
4. Vie xac dinh gia tri tai lieu phai dat dugc you cau sau 

Xac dinh tai lieu can bao guar' vinh vietn va tai lieu bao guar' CO thai han 

bang se nam cv the. 
Xac dinh tai lieu het gia tri de tieu hey. 

Dieu 36. WO ding xic dinh gia trj tai Iiu 

Hi clang xac dinh gia tri tai lieu dugc thanh lap de tham mtru Cho ngueri 
dung Mu co quan, to chirc trong vied xac dinh thin han bao quan, 	chon tai lieu 

giao nep vao Luu frit co quan, Iva ch9n tai lieu luu tra cUa Luu tilt CO quan de giao 

nap vao Luu trd lich sü va loai tai lieu het.  gia tri. 

Hai clang xac dinh gia tri tai lieu,  do nguiyi dung Mu co quan, tO chirc 

quyet dinh thanh lap. Tlaanh phan cea Hi &ling bao gem: 

Che tich Hai dang. 

Ngu:oi lam luu tilt 6.  co quan, ta chec la Thu ky Hai clang. 

Dai din lanh dao don vi CO tai lieu la fly vier'. 
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d)Ngueri am hieu v Firth vvt co tai lieu cAn xac dinh gia tri la 15-y vien. 

, 3. Hai .dOng xac dinh gia tri tai lieu thao luan tap the., ket Man theo da se; cat • 
kien lchac nhau phai dugc ghi vao bien ban cuOc h9p de trinh ngtroi dimg dau co 

quan, to chilc. 
4. Tren co so de nghi cña HOi dOng xac dinh gia trj tai lieu, ngtrai;dung dau 

co quan, to chirc quyet dinh thôi han bao quan tai lieu, lva chon tai lieu de giao nOp 
vao DIU nil co quan, Luu 	tinh; hüy tai lieu het gia trj theo quy dinh tai 

Dieu 40 dm Quy dinh nay. 
Mile 2. 

BAO QUAN, THONG KE TAI LIEU Mill TRU, 
HEY TAI LIEU HET GIA TRI 

Dieu 37. Ban quan, quail tai lieu him tar; tai lieu Inn trii quST, hien 
Nguti dung data co quan, ti chirc co trach nhiem xay ding, ba tri lcho ltru 

thiet bi, phuang tien can thiet va thvc hien cac bien phap ky-  thuat nghiep vu de 

bao ve, bao quan an toan tai lieu hit tit \rã bao dam viec sir ding tai lieu km tit. 

Tai lieu km Uri quY, hiem lchOng phan biet hinh thirc ser httu dugc dang 
\Teri ca quan quan ly nha nu& ye km till 6 trung uong va cap tinh, &roc lin ch9n de 
clang lcSr van chucrng trinh, danh hieu cüa khu vtrc va the gioi. 

Tai lieu ltru tra,quY, hiem phai dugc kiem ice, bao quan, lap ban sao bao 

hiem va sir dung theo che dO dc biet. 
Dieu 38. ThOng ke nha nuirc ye km tri-r 

1;  Tai lieu Phong km till lich sü tinh phai dugc thang ice tap trung trong he' 

thong so sach, co so ditheu, ho so quan 13'7. 

2. Co quan, ta chirc . co tai lieu Itru trir phai dinh lcSr thvc hien ched thong ke 
luu tru. So lieu bao cao thong Ice hang nom dugc tinh tit ngay 01 thang 01 den het 
ngdy 31 thang 12. 

3. Thang ke Itru tar dugc thvc hien nhu sau: 

Co quan, to chirc cap tinh tang h9p sá lieu dm cac don vi trvc thuOc va 
bao cao Ser Ni via. So NOi vy tong hgp so lieu eV a cac co quan, th chirc cap tinh, 
Phong NOi vv cap huyen, thanh pith bao cao Chü tich 'UBND tinh, Cvc Van thu va 
Lim tit Nha nutc. 

Co quan, tèi chat 0 cdp huyen, cAp xã tong hop salieu eim cac don vi true 
thuOc va ,bao cao Phong Ni vu cap huyen, thanh ph& Phong Ni vv cap huyen, 
thanh pito tong hap so' lieu dm cac co quan, ttchirc cap huyen, cap xä va bao cao 
SO Ni vv. 

Dieu 39. Hiiy tai 1iu Vet gilt tri 
1. Tham quyen quyet dinh hfiy tai lieu 
a) Cho tich UBND tinh quyat dinh htly tai lieu het gia trj tai Luu tit itch sir tinh. 
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b) Nguti &mg du co quan, te chirc guy& dinh hay tai lieu hat gia tri tai Ltm 
ter co quan.. 

2. Thu tuc quyat dinh hüy tai lieu het gia tri 

Hity tai lieu hat gia tri tai Luu frit co quan. 
Nguoi dimg dau co quan, t6 chirc Quyat dinh thanh lap "HOi dOng xac dinh 

gia tn tai lieu" truot khi tieu Hy. Theo de nghi cüa I-ii (Jong xac dinh gia tri tai 
lieu, nguti dimg du co quan, ta chirc thuOc Danh muc CO quan,,  to chirc thuOc 
nguon nOp hru tai lieu vao Luu frit lich sir tinh de nghi SOr NOi vu tham dinh tai lieu 
het gia tri can hilly.. 

Can cur vao 9  kian tharn dinh cua SO Ni vu va HOi deng xac,dinh gia tri tai 
lieu hoac 9 kien ca CO. quan cap tren true tiep, ngtroi co tham quyen quy dinh tai 
Khoan 1, Dieu nay quyet dinh viec hüy tai lieu het gia tri. 

Hay tai lieu hat gia tri tai Luu tit lich S tinh. 

Giam dc Ser NOi vu guy& dinh thanh 1p Hei dong than tra xac dinh gia tri 
tai lieu de tharn tra tai lieu het gia tri tai Ltm frit lich sfr và tham muu, trinh Uy 
ban nhan dan tinh quyet dinh hay tai lieu het gia tri tai Luu tat lich sir tinh. 

Theor de nghi cüa Hi clang tham tra xac dinh gia tri tai lieu, Giam dee ser 
Nei vu quyet dinh buy tai lieu c6 thong tin UM-1g lap tai Luu tr& lich sir tinh. 

3. Huy tai lieu hargia tri plaai bao dam hilly hat thong tin trong tai lieu va phai 
dugc lap thanh bier' ban. 

4. H6 so hay tai lieu hat gia tri, gem co 

Quyet dinh thanh lap Hi d6ng; 
Danh muc tai lieu het gia tri; t& trinh va ban thuyet mirth tai lieu ha gia tri; 

Bien ban hop Hi (fang xac dinh gia tri tai lieu; Bien ban h9p HOi deng 
tham tra xac dinh gia trj tai lieu; 

d) Van ban de' nghi tharn dinh, xin 9  kian caa co quan, tO chirc CO tai lieu hat 

gia tri; 
Van ban tham dinh, cho 9  kian cüa CO quan co tham quyan; 

Quyat dinh hUy tai lieu hat gia tri; 

Bien ban ban giao tai lieu tiny; 

Bien ban hay tai lieu hat gia tri. 
5. HO so hay tai lieu hat gia tri phai duce bao quan tai co quan, to chic co tai 

lieu bi laity it nhat 20 nam, ke tir ngay hay tai lieu. 

Muc 3. 

St DUNG TAI LIEU LUt TRU' 

Di&I 40. DOi tuvng va thU tyc khai thac, sir dung tai Iiu 

1. Tat ca can be, &Ong chic, vien chic trong, ngodi co quan, M chirc va m9i 
cà nhan deu duce khai thac, sir dung tai lieu km tra vi muc dich cong vu va cac nhu 
cau rieng chinh 
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Cant* cong chirc, vien chirc ngodi co quan, to chirc nghien ciru tai lieu vi 
muc dich ding vu phai c6 giay giOi .thieu.shi.r8.muc dich. nghien cim :Lai 	ya 

phai dugc lanh dao co quan, to chirc hoc Chanh Van phong clang 9. 
CA nhan khai thac, sir dung tai lieu vi nauc dIch rieng phai c6 don xin six 

dung tai 1iu, chimg minh nhan dan hoc he chieu va phai dugc lanh dap co quan, 
to chirc hoac Chanh Van ph6ng (tong 9. 

Dieu 41. Sir dung tai lieu hru trir 
Sir dung tai lieu hru fret tai Luu trit co quan: 

Nguel dung (tau co quan, to chirc quy dinh viec sir dung tai lieu luu 	tai 

Lim ti& cu quan cira cg quan, to claim minh. 
Sir dung tai 1iu luu ter tai Luu tra lich sir: 

Thgc hien theo quy dinh tai Dieu 30 Luat luu tra 2011. 
Mang tai lieu luu trtF ra khoi Luu tra CO quan, Luu trtt lich sir tinh 

Cu quan, to chirc, ,ca nhan dugc mang tai li'eu luu tiff ra lchei Luu tit co 
quan, Luu trü lich sir tinh de Owe vy cOng tac, nghien ciru lchoa hpc va cac nhu Call 

chinh clang khat sau khi dugc ca quan nha ntric có tham quyen cho phép va phai 
hoan tra nguyen ven tai li'eu luu trir do. 

BO truing BO NOi vu quyet dinh viec mang tai lieu km frit tai Luu frit lich 
sir ra nu& ngoai; quy dinh viec mang tai lieu ym trtt ra khoi Luu 	lich sir de sir 

dung trong riutc. Ngtrii dung du co quan, to chirc quyet dinh viec mang tai lieu 
luu tra tai Lau trir co quan ra nuic ngoai; quy dinh viec mang tai lieu hru frit ra 
lchoi Lim frit Co quan de sir dung trong nuot. 

T6 el-rim, cá nhan nu& khi mang tai 1iu luu trir dã dugc clang k9 ra ntrot 
ngoai phai th8ng bac) cho Luu trit lich sir nai dang k9 bra. 

Tai lieu km tra tai Luu tra lich sir, tai lieu cna cá nhan dä &lac clang k9 tai 
Luu frit lich sir tnrot khi dua ra nuot ngoai phai lap ban sac bao hiem tai lieu km tit'''. 

Dieu 42. Cac hinh tithe sir dung tai lieu hru trir 
Sir dung tai lieu tai phong dgc cira Luu tril co quan, Luu tit lich sir. 

Xuat ban an pham luu 
Gidi thieu tai 1iu luu trft tren phucmg tin th6ng tin di chung, trang thong 

tin din 
Trien lam, tiling bay tai lieu hru 
Trich dan tai 1iu luu trIl trong ding trinh nghien ciru. 

Cap ban sao tai lieu luu 	kan chimg thgc luu 

Dieu 43. Sao tai lieu 	tar, chñng thyt km tar 

1. Viec sao tai lieu luu tra va chirng thuc luu tril do Luu frEt cu quan hoc 

Luu trit lich sir tinh thuc hien. 
Nguii ca tham quyen cho phep sir dung tai Iiu luu frit cho phep sao tai lieu 

lull tit 
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2. Chung thyc luu kir la xac nhan caa co quan, te chat hoac Luu kit lich sir 
ye nPi dung thong tin hoc ban sao tài 1iu hru kir do Luu kir ca quan hoc Luti trir 
lich sir dang quail 19. -  

Co quan, to chirc, Luu kir lich sfr sao tai lieu ltry 	chimg thyc km kit phai 
chin tacit hhiem phap 19 ye ban sao tai lieu luu trO, ban chimg thyc km frit. 

3. Ngtro'i.  dupe cap ban sao tai lieu km trit, ban chUng,thyc km tr& phai kip 
le phi theo quy .dinh cüa phap luat hien hanh. . 

, 4. Ban sao tai lieu Itru trer, ban chimg thyc km tril có gia tri nhu tai lieu km 
trfigoc trong cac quan he, giao dich. 

Dieu 44. Quin 19 viec sir thing tai lietu 

Luu tat co.  quan, to chirc. phai co nei quy phong dpc. 

Cong chnt, yien chirc km tra.ca  quan, tO chirc phai lap cac so nhap, xuat 
tai lieu, sa clang k9.1\4pc lye  he) so va se) clang k.9 de gia de quart 19 - tai lieu kru kir 
ya phyc vy khai thic tai lieu. 

Chmeng IV 
TO CHlit THVC HIteN 

Dieu 45. Kinh phi cho hoat dicing yap thu, Itru 

r 	1. SO Tai chinh can dr quy dinh cna Nha nuerc va nhu.  cau cua cac nganh, cac 
cap de be tri kinh phi cho hoat deng van din., km kir. 

2. Nguoi dung dau cac co quan, to chirc CO track nhiem be tri kinh phi trong 
di ; than. kinh phi hang nam dC cai tao, nang cap kho km trEt, chinh 19 tai lieu, mua 

. Sam trang thiet bj chuyerudyng, van phong pham va the hoat &Ong khac cit'a ,cong 

tac van thu, luti -kir. 

. Dieu 46. Trach nhiem thkrc hien 
2. Sec Ni vy tinh Bac Kan .co trach hhiem huang clan, theo dOi, don doe, 

kiem tra viec thuc hien Quy dinh nay: . Tong hop ,ket qua de nghi khen thuerng, ky • 
luat ye cong tac van thu, hrn kit theo quy -dinh cüa phap luat. 

3. MP truang cac sir, ban, nganh; the co quan, th chirc thuPc nguon ithp luu 
hkso, tai lieu dm tinh, Chia'  tich UBND cac huyen, thanh pho chiu trach nhiem pith 
bin, huang dam kiem.tra ye ta chirc thyc hien Quy dinh nay. . , 

4. Trong qua trinh thyt hien, nu co vuang mac hoc van de phat sinh can 
sira di, ba sung, cad co quan, to chirc phan anh ye So.  Ni vy (Chi cue Van thu 
Urn trit) de tong hop btho ctho UBND tinh xem xet, quyet 

TM. L'IY BAN NHAN DAN 

23 




	00000001
	00000002
	00000003
	00000004
	00000005
	00000006
	00000007
	00000008
	00000009
	00000010
	00000011
	00000012
	00000013
	00000014
	00000015
	00000016
	00000017
	00000018
	00000019
	00000020
	00000021
	00000022
	00000023
	00000024

