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. QUYET DINH
Ban hanh Quy che cong tac van thu, luu trii' tren dja ban tinh D~k L~k

UY BAN NIlAN DAN TiNH

Can cir Luat T6 chirc HDND va UBND ngay 26/1112003;

Can cir Luat Luu trtr ngay 11111/2011;
Can ctr Nghi dinh s6 0112013!ND-CP ngay 03/01/2013 cua Chinh phu

quy dinh ehi tiet thi hanh mot s6 di€u cua Luat Luu tru;
Can err Nghi dinh s6 110/2004!ND-CP ngay 08/4/2004 cua Chinh phu v€

cong tac van thu va Nghi dinh s6 09/2010/ND-CP ngay 08/02/2010 cua Chinh
phu v€ sua d6i, b6 sung mQts6 di€u cua Nghi dinh s6 110/2004/ND-CP;

Can eu Nghi dinh s6 58/2001!ND-CP ngay 24/8/2001 cua Chinh phu
quan ly va su dung eon dAu;Nghi dinh s6 3112009!ND-CP ngay 0114/2009 cua
Chinh phu sua d6i, b6 sung mot s6 di€u cua Nghi dinh s6 58/2001/ND-CP;

Can eu Nghi dinh s6 33/2002!ND-CP ngay 28/3/2002 eua Chinh phu quy
dinh ehi tiet thi hanh Phap l~nh Bao v~ bi m~t Nha nuae;

Can eu Thong tu lien tieh s6 55/2005/TILT-BNV-VPCP, ngay 06/5/2005
eua BQNQiV\l, Van phong Chinh phu huang dfuIv€ th~ thue va kY thu~t trinh bay
van ban;

C~n eu, Thong tu s6 01/2011/TT-BNV ngay 19/0112011 eua BQNQi V\l
huang dan the thue va ky thu~t trinh bay van ban hanh ehinh;
_ Can eu Thong tu s? 07/20121TT-B~ ngay 22/1112012 ella BQNQiV\l huang

danquanly vanban, l~pho sa va nQPlUllho sa, illili~uvaoLUllt:rCi' ea quan;
C~n eu Thong tu s6 94/2013/TT-BNV ngay 16/4/2013 eua BQ NQi V\l

huang dan xay d\l11gQuy ehe eong tae van thu, luu trfr eua eae ea quan, t6 ehue;
Theo d€ nghi ella Giam d6e S6' NQiV\l ~i To trinh s6 1OITTr-SNVngay

08/01/2015,

QUYET DINH:

Di~u 1. Ban hanh kern thee Quyet dinh nay Quy ehe eong tae van thu
luu tni tren dia ban tinh D~k L~k. '

Di~~~2. Gi~o S6'~?iV\1 e~u t~i, ph?i hgp v6i .eae ea quan, ~an vi, dia
phuong tnen khaI th\Ie hlyn Quyet dlnh nay; thee dOl, don doe, kiem tra viee
th\l'ehi~n va bao eao ket qua v6i Uy ban nhan dan tinh thee quy dinh. .



I>i~u 3. Quyet dinh nay co hieu hrc sau 10 ngay k€ til ngay Icy.
I>i~u 4. Chanh Van phong Uy ban nhan dan tinh; Giam d6c cac Sa, ban,

nganh co lien quan; Chu tich Uy ban nhan dan cac huyen, thi xa, thrum ph6; Thu
tnrong cac co quan, t6 chirc thuoc nguon n9P luu tai lieu vao Luu trii lich sir tinh
chiu trach nhiem thi hanh Quyet dinh nay.,',

No'inh~n:~
- Van phong Chinh phu;
- BQNQivu;
- IT Tinh uy, TT HDND tinh;
- Doan DBQH tinh;
- VBMITQ V* Nam tinh;
- CT, PCT VBND tinh;
- Vu PMp ch~ - Be)NQivu;
- C\lCKiem tra van ban - Be)Tu phap;
- C\lC VTLTNN - Be)NQivu;
- Nhu Di~u 4;
- S6Tupha~;
- Bao Dak Lak, DeliPTTH tinh;
- Ceng thong tin di~n tU cua tinh;
- Cong bao tinh;
- Lanh dao VP VBND tinh; ..;
- Cac phong thuoc VP VBND tinh;
- Liru: VT, TH (B:IIOb).
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UY BAN NHAN DAN
TiNH DAK LAK

CQNG HOA xA HQI CHU NGHiA Vl¢T NAM
DQc I~p - T1}'do - H~nh phuc

QUYCHE
Cong tac van tlnr, hru tr~ tren dja ban tinh DAk LAk
(Ban hanh kern theo Quyet dinh so:05'1201?IQI}-UBND

ngaYf610112015ciLaUBND tinh f)ak Lak)

Chuong I
NHiJ'NG QUY DJNH CHUNG

Di~u 1. Pham vi di@uchinh va tt6i ttrQ'ngap dung
1.9uy ch~ nay quy dinh cac hoat dQngv€ van tlnr, luu t:rU trong qua trinh quan

ly, chi dC;lO,de thuc hien chirc nang, nhiem vu cua cac Sa; ban, nganh cfiptinh; Vy ban
nhan danJac huyen, thi xa, thanh pho va cac co quan, to chirc khac thuoc nguon nQP
hru tai li~ I vao Luu t:rU lich sir tinh (sau day goi chung la cac co quan, t6 chirc),

2. fong tac Van thu bao gbm cac cong viec v€ SOC;lnthao, ban hanh van
ban; qua9}y v,an b~n ~a tai l,i~~kha~ hi~ tha~ ~:ong,qua trim: hoat dQng c~a
co quan, ~6chuc; lC;l.pho sa va glao nQPho sO',tal h~u vao Luu tru cO'quan; quan
ly va sir 'fng con dau trong cong tac van thu.

3. pong tac luu trit bao gbm cac cong vi~c v€ thu th~p, chinh ly, xac dinh
gia tri, b~o quan, th6ng ke v~ sir d\lng tai li~u luu trit hinh thanh trong qua trinh
hOC;ltdQn~cua cac cO'quan, to chuc.

Di~u 2. Gbii thich til' ngfr
Tr1ng Quy ch~ nay, ,cac tU ngCi'sau day duQ'Chieu,nhU sau:
1. ran bim den la tat ca cac lOC;livan ban, bao g~m van ban quy phC;lffiphap

lu~t, yan pan hanh chinh va van ban chuyen ng~ (ke ca bfm fax, van ban duQ'c
chuyen ql1amC;lllg,van ban m~t) va dan, thu glri den cO'quan, to chuc.

2. tan bim di la tfit ca cac lOC;livan ban, b~o gbm van ban quy phC;lmphap lu~t,
van ban hrm chinh va van b~ chuyen nganh (ke ca ban sao van ban, van ban nQibQ
va van barllm~t) do cO'quan, to chuc phat h~.

3. fan thao van ban la ban duQ'cviet ho?c danh may, hinh thanh trong qua
trinh sOC;llllthaovan ban.

~. ~an g6c van ban ta ban hoan ch~ v€ nQidung, the thuc van ban duQ'ccO'
quan, to c'rUICban hanh va co chii'kY trvc tiep cua nguai co thfun quy€n.,

5. B,anchinh van ban la ban hoan chinh v€ nQidung, the thuc van ban va duQ'C
cO'quan, to chuc ban hanh.

6. Ban sao y b~n chinh la ban sao dfrydu, chinh xac nQidung Cllavan ban va
duQ'Ctrinh bay thea the thuc quy dlnh. Ban sao y ban chinh phai duQ'cthvc hi~n tUban
chinh.

7·Ban trich sao la ban sao mQtphftn nQidung cua van ban va duQ'Ctrinh bay
thea the thuc quy dlnh. Ban trich sao phai duQ'cth\Ic hi~n tU ban chinh.



8. Ban sao luc lit ban sao dAy du, chinh xac nQi dung cua van ban, diroc thirc
hien illban sao y ban chinh va trinh bay thea th~ thirc quy dinh.

,9. H6 sa lit mot ~p rei li~u c6 lien quan voi nhau v~ mot vdn d~, mot su viec,
mot doi nrong cu th~ hoac c6 d~c di~m chung, hinh thanh trong qua trinh thea doi,
giai quyet cong vi~c thuoc ph1;U11vi chirc nang, nhiem vu cua co quan, t6 chirc, ca
nhan,

10.14p h6 sa lit viec ~p hQ'P,s~p x~p van ban, rei lieu hinh thanh trong qua
.trinh thea doi, giai quyet cong viec cua co quan, t6 chirc, ca nhan thanh h6 sa thea
nhtrng nguyen MCva phuong phap nhit dinh,

11. Luu trft co quan la t6 chirc thuc hien hoat dong luu tru d6i voi rei li~u luu
tm cua co quan, t6 clnrc.

12. Luu trft lich sit lit co quan thuc hi~n ho~t dQng luu tru d6i v6i cac rei li~u
luu tru c6 gia tri vinh vi€n duQ'cti~p nh~ illLuu tm ca quan vit illcac ngu6n khac.

13. Thu th4p tiJi lifu lit qua trinh xac dinh ngu6n ffii li~u, l\la chQn, giao nh~
titi li~u c6 gia tri de chuyen vito Luu tru ca quan, Luu tru Itch suo

14. Chinh If' tiJi li?u lit vi~c phan lo~i, xac djnh gia tq, s~J?x~p, th6ng ke, l~p
cong Cl,ltra CUurei li~u hinh thanh trong ho~t dQng cua ca quan, to chuc, ca nhan.

15. Xac ajnh gia trj tiJi li?u lit vi~c danh gia gia tri ffii li~u thea nhfrng nguyen
MC,phuong phap, tieu chudn thea quy dinh cua ca quan c6 thfun quy~n d~ xac diM
nhfrng rei li~u c6 gia tri luu tru, thai h~ bao quan vit rei li~u h~t gia trio

I)i~u 3. Tnich nhi~m quan Iy, thvc hi~n cong tac van thO',Ill'll trfr
1. Uy ban nhan dan tinh th6ng nhfrt quan ly cong mc van thu, luu tru tren

ph1;U11vi toan tinh.
2. Sa NQi Vl,l c6 trach nhi~m giup UBND tinh quan ly cong mc van thu, luu

tm cua tinh; tham muu cho UBND tinh trong vi~c ban hanh cac van ban chi d~o v~
nghi~p Vl,l van thu, luu trU vit huang dfuI th\lc hi~n th6ng nhfrt cac quy diM cua Nhit
nu6c v~ cong tac van thu, luu trU tren dia ban tinh. Chi Cl,lCVan thu - Luu tru tinh
giup Giam d6c SaNQi Vl,l tham muu UBND tinh quan ly Nhit nu6c v~ cong mc van
thu, luu tru cua tinh vit tr\lc ti~p quan ly ffii li~u ~i Luu tm lich su cua tinh thea quy
diM cua phap lu~t.

3. Ngum dUng dAucac ca quan, t6 chuc trong ph~m vi quy~n h~ cua minh c6
trach nhi~m chi d~o, huang d§n, t6 chuc thvc hi~n cong mc van thu, luu tm cua ca
quan, t6 chuc thea quy dinh cua phap lu~t.

4. Chanh Van phong, Tru&ng phong Hanh chinh ho~c nguai phl,l trach cong
mc hanh chinh (sau day gQi chung lit Chanh Van phong), Tru&ng phong NQi Vl,l giup
nguai dUng dAu ca quan, t6 chuc tr\lc ti~p quan ly, kiem !fa, giam ,sat vi~c thvc hi~n
cong mc van thu, luu tru t~i ca quan, t6 chuc; d6ng thai to chuc kiem tra, huang dan
nghi~p Vl,l v~ cong mc van thu, luu tru d6i v6i cac ca quan, dan vi tr\lc thuQc.

5. Tru&ng cac phong, ban chuyen mon, cac dan vi,tr\lc thu,Qcc6 tnich nhi~m
tri~n khai vit 16 chuc thvc hi~n cac quy diM cua ca quan, to chuc ve cong mc van thu,
luu trU.
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6. M6i can bQ, cong chirc, vien chirc trong qua trlnh giai quyet cong viec lien
quan d€n cong tac van thu, hru trU phai thirc hien nghiem tuc cac quy dinh cua co
quan, t6 chirc.

Di~u 4. Kinh phi cho hoat dQngvan thu, hru trfr
1. S6 Tai chinh can cu quy dinh cua Nha nuoc va nhu cftu cua cac nganh, cac

c~p d~ b6 tri kinh phi cho hoat dong van thu, hru tm.
2. Nguoi dung dftu cac co quan, t6 clnrc c6 trach nhiem b6 tri kinh phi trong

dir toan kinh 'phi hang nam de cai tao, nang c§p kho hru tre, chinh ly tai lieu, mua
sfun trang thiet bi chuyen dung, van phong pham va cac hoat dQng khac cua cong tac
van thu, hru tnr.

J)i~u 5. Bao v~ bi m~t Nha nutrc trong cong tac van thir, luu trfr
MQi heat dong trong cong mc van thu, luu ~ cua co quan, t6 chuc phiii th\Ic

hi~n theo cac quy diM cua phap lu~t hi~n hanh ve biio v~ bi m~t Nha nu6c va quy
diM cua Quy che nay.

ChU'ongIl
CONGTAcvANTmf

M\lc 1
SOANTHAo vA BAN lIANH vAN BAN.

J)i~u 6. Hinh thuc van ban
G6m cac lo~i hinh van ban sau:
a) Van ban quy ph~m phap lu~t.
b) Van ban hanh chinh.
c) Van ban chuyen nganh.
d) Van ban trao d6i v6i co quan, t6 chuc ho~c ca nhan nguai nu6c ngoai.
J)i~u 7. Th~ thuc van ban
1. Van ban quy ph~m phap lu~t thl,l'chi~n theo quy diM t~i Thong ill lien tich

s6 55/2005/TILT-BNV-VPCP, ngay 06/5/2005 cua BQNQiV\l va Van phong Chinh
phu huang dful v€ the thuc va Icy thu~t trinh bay van ban.

2. Van ban hanh chinh thl,l'chi~n theo quy dinh t~i Thong ill s6 0112011/TT­
BNV ngay 19/0112011 cua BQ NQi V\l huang d~n v€ the thuc va ky thu~t trinh
bay van biin hanh chinh.

3. Van ban chuyen nganh thl,l'chi~n theo huang d§n Clla co quan quan ly nganh
va cac quy diM cua phap lu~t.

4. Van ban trao d6i v6i co quan t6, chuc ho~c ca nhan nguCYinu6c ngoai thl,l'c
hi~n theo cac quy diM hi~n hanh cua phap lu~t va theo thong l~ qu6c t€.

J)i~u 8. So~n thao van ban

,1. Vi~c so~ thiio van ban quy p~~m phap lu~t thl,l'c hi~n cac quy diM cua
Lu~t so 17/2008/QH12 ngay 16/8/2008 ve ban hanh van ban quy ph~ phap lu~t va
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Lu~t s6 3~/2004/QH11 ngay 03/12/2004 v~ ban hanh van ban quy pham phap lu~t
cua HQi dong nhan dan, Uy ban nhan dan.

2. Vi~c soan thao van ban khac duoc thuc hien nhir sau:
a) Can cu tinh chdt, nQi dung cua van ban ck soan thao, lanh dao co quan, t6

chirc giao cho mQt dan vi hoac mot cong chirc, vien chirc soan thao hoac chu tri soan
thao van ban.

b) Dan vi hoac cong chirc, vien chirc diroc giao soan thao van ban c6 trach
nhiem thirc hien cac cong viec sau:

- Xac dinh hinh thirc, nQi dung va dQmat, dQkhan, noi nhan van ban;
- Thu th?p, xu ly thong tin c6 lien quan;
- Soan thao van ban;
- Truong hQ'Pck thiet, d~ xu~t voi lanh dao co quan, t6 chirc tham khao y

ki€n cua cac co quan, t6 clnrc hoac ca nhan c6 lien quan; nghien ciru ti€p thu y kien
d~ hoan chinh ban thao;

- Trinh duy~t d\1'thao van ban.
Di~u 9. Duy~t d\l' thao van ban, sfra chua, b8 sung d\l' thao van ban dii

duy~t
1. D\1'thao van ban phai do nguOi c6 thfun quy~n kY duy~t van ban.
2. Trong truOng hQ'P d\1'thao da duQ'c lanh d<;toco quan, t6 chuc phe duy~t

nhung th~y ck thi€t phai sua chua, b6 sung them vao d\1'thao thi dan vi ho~c ca
nhan duQ'c giao nhi~m VI) SO<;tllthao van ban phai trinh nguOi da duy~t d\l thao xem
xet, quy€t dinh vi~c sua chua, b6 sung.

Di~u 10. Ki~m tra van ban trU'(Yckhi Icy ban hanh
1. Nguai dUng dAuco quan, t6 chuc chu tri sO<;tllthao van ban phai ki~m tra va

chiu trach nhi~m v~ de>chinh xac cua noi dung van ban, kY nhay/tAt vao cu6i noi
dung van ban (sau ddu./.) tru6c khi trinh lanh d<;toco quan, t6 chuc kY ban hanh; d~
xu~t muc de>khAn; d6i chi€u quy djnh Clla phap lu?t v~ bao v~ bi m?t Nha nu6c d~
xac djnh vi~c d6ng d~u m?t, d6i tuQ'llg nh~ van ban, trinh nguai kY van ban quy€t
djnh.

2. Chanh Van phong giup nguai dUng dAu co quan, t6 chuc ki~m tra lk cu6i
va chiu trach nhi~m v~ th~ thuc, ky thU?t trinh bay, thu Wc ban hanh van ban cua co
quan, t6 chuc va phai kY nhay/tAt vao vi tri cu6i cimg 6 "Nai nh~".

Di~u 11.Ky van ban
1. Thfun quy~n kY van ban th\lc hi~n thea quy djnh cua phap lu?t va Quy ch€

lam vi~c cua co quan, t6 chuc.
2. Quy~n h<;tll,chuc VI), hQva ten, chu kY cua nguai c6 thfun quy~n
a) Vi~c ghi quy~n h<;tllcua nguai kY ,duQ'cth\lc hi~n thea Thon~ tu lien tich s6

55/2005fITLT-BNV-VPCP va Thong tu so 01l2011/TT-BNV, C\l the nhu sau:
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_ D6i voi cac co quan, t6 clurc lam viec theo ch~ de>Thu tnrong, thi ngiroi
dirng dftu ca quan, t6 chirc c6 tham quyen kY tAtca van ban cua co quan hoac c6 th~
giao cho cdp ph6 cua minh kY thay (KT.) cac van ban thuoc linh V\lCduoc phan
cong phu trach. cAp ph6 kY thay chiu trach nhiem tnroc ngiroi dung dftu cc quan, t6
chuc va phap lu~t.

_ D6i voi cac co quan, t6 chirc lam viec theo ch~ dQ ~p th~: D6i voi nhtrng
v§.n d~ quan trong cua cO'quan, t6 chirc rna theo quy dinh cua phap luat, phai duoc
thao lu~ ~p th~ va quyet dinh theo da s6 thi viec kY van ban do nguoi dung dat;
co quan, t6 chirc thay mat (TM.) t~p th~ lanh dao ky van ban cua co quan, to
chirc. Cdp ph6 va cac thanh vien ~iu chuc VI,! la?h dijlo khac duQ'c thay m~t t~p
th~, ky thay (KT.) nguai dung dau cO' quan, to chuc nhung van ban theo uy
quyen cua nguai dung dftu va nhung van ban thuQc cac linh vvc duQ'c phan
cong ph\l trach.

_Ky thua l~nh: Ngum dUng dftu cO'quan, t6 chuc c6 th~ giao cho Chanh Van
phong kY thua l~nh (TL.) mQt s6 lOijlivan ban hanh chinh thong thuang. Vi~c giao
kY thua l~nh phai dUQ'cquy diM C\l th~ trong quy ch~ lam vi~c ho~c quy ch~ cong
tac van thu, luu trU cua cO'quan, t6 chuc.

_Ky thua uy quyen: Trong truang hQ'Pd~c bi~t, nguai dUng dAu cO'quan, t6
chuc c6 th~ uy quyen cho ngum dUng dAumQt dan vi trong cO'quan, t6 chuc kYthua
uy quyen (TuQ.) mQt s6 van ban rna minh phai kYoVi~c giao kY thua uy quyen phai
duQ'c quy diM b~g van ban va gi6i hijlntrong mQt thm gian nhdt diM. Nguai duQ'c
kY ~ua uy qU'yenkhong duQ'c,uy quyen lijlich? nguai khac 11. Van ban kY thua uy
quyen theo the thuc va d6ng dau cua cO'quan, to chuc uy quyen.

b)ChucVl,lcuanguaikY
- Chuc Vl,lghi tren van ban la chuc danh lanh dijlochinh thuc cua nguai kYvan

ban. Chi ghi chuc danh, khong ghi lijliten cO'quan, trU cac van ban lien nganh.
- Chuc Vl,lghi treri'van ban cua cac t6 chuc tu v§.n, nhu: Ban quan ly, Ban chi

dijlo,HQi d6ng ... cua cO'quan ban hanh la chuc danh lanh dijlocua nguai kY van ban
trong ]3an, HQi d6ng d6. D6i v6i nhUng Ban, HQi d6ng khong duQ'c phep sir dl,lllg
c?n dau cua cO'quan thi chi ghi chu~ danh clla nguai kY van ban trong Ban ho~c HQi
dong~ Truang hQ'PBan ho~c HQi dong duQ'c phep sir d\lng con ddu Clla cO'quan thi
c6 the ghi them chuc danh lanh dijlotrong cO'quan Cllanguai kY (y du6i.

, c) HQ va ten bao g6m: HQ, chu d~m (n~u c6) va ten cua nguai kY van ban.
Doi v6i nhUng van ban hanh chinh, tru6c hQ va ten cua ngum kY, khong ghi hQc
ham, hQc vi ho~c cac danh hi~u khac.

3. Khong dUng b~t chi, but ml,l'cdo ho~c ml,l'cd~ phai d~ kY van ban. Sir dl,lllg
but c6 mvc mau xanh de sau khi nhan ban d~ dang nh~ dijlngban g6c luu trU tijlibQ
ph~ van thu cO'quan.

Di~u 12.Ban sao van ban
1. Cac hinh thuc ban sao g6m: Sao y ban chinh, sao l\lc va trich sao.

. 2. Cac thanh ,PhAnth~ thuc ban sao van ban thvc hi~n theo Ph\ll\lc III quy
dlnh tijliThong tu so 01/20111TT-BNV.
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3. Viec sao y ban chinh, sao luc, trich sao van ban do lanh dao va Chanh Van
phong co quan, t6 chirc quyet dinh, .

4. Ban sao y ban chinh, trich sao, sao luc duoc thuc hien thee dung quy dinh
cua phap lu~t co gia tri phap ly nhu ban chinh.

5. Ban sao chup (photocopy ca ~du va chtr Icy cua van ban chinh) khong thuc
hien thee dung quy dinh tai Khoan 1 Dieu nay chi co gia tri thong tin, tham khao.

6. Khong duoc sao, chup, chuyen phat ra ngoai co quan, t6 clnrc nhtrng y
kien ghi ben l~ van ban. Truong hQ'Pcac y kien cua lanh dao co quan, t6 chirc
gh~ trong yan ban cdn thiet cho viec giao dich, trao d6i cong tac phai duoc th~
che hoa bang van ban hanh chinh.

M1}c2
QuAN LY VANBAN

f)i~u 13. Nguyen tAcchung
1. Tdt ca van ban di, van ban den cua c?, quan, t6 chirc J?hai duoc quan !y

t~p trung tai Van thu co quan (sau day goi tat la Van thu) de lam thu tuc tiep
nh~n, dang kY, trir nhung lo~i van ban duQ'c dang kY rieng thee quy dinh cua
phap lu~t. Nhfrng van ban den khong duQ'c dang kY t~i Van thu, cac dan vi, ca
nhan khong co trach nhi~m giai quyet.

2. V~ ban di, van ban den thuQc,ngay nao phai duQ'c dang 11, phat hanh
ho~c chuyen giao trong ngay, ch~m nhat la trong ngay lam vi~c tiep theo. Van
ban den co dong ddu chi cac muc dQ khAn: "Boa t6c (k~ ca "Boa t6c" h((n gia),
"ThuQ'llg khAn" va "KhAn" (sau day gQi chung la van ban khAn) phai duQ'c dang
ky, trinh va chuy~n giao ngay sau khi nh~n duQ'c. Van ban khAn di phai duQ'c
hoan thanh thu TI,lC phat hanh va chuy~n phat ngay sau khi van ban duQ'ckY.

3. Van ban, tai li~u co nQi dung mang bi m~t nha nuac (sau day gQi t~t la
van ban m~t) duQ'c dang kY, quan ly thee quy dinh cua phap lu~t hi~n hanh v~
bao v~ bi m~t nha nuac va huang d§.nt~i Quy che nay.

f)i~u 14. Trinh tl}'qmin ly van ban d~n
Tdt ca van ban den co quan, t6 chuc phai duQ'c quan ly thee trinh tv sau:

1. Tiep nh~n, dang ky van ban den.

2. Trinh, chuy~n giao van ban den.

3. Giai quyet va thea d5i, don d6c vi~c giai quyet van ban den.

f)i~u 15. Ti~p nh~n, dang ky van ban d~n
1. Tiep nh~ van ban den th\Ic hi~n nhu sau:

a) Khi tiep nh~n van ban den illmQi !1gu6n, trong gia, lJ-goaigia ~amvi~cl
Van thu ho~c nguai duQ'c giao nhi~m V\l tiep nh~n van ban den p~ai kiem tra so
lUQ'llg,tinh tr~ng bi, ddu niem phong (neu co), ki~m tra, d6i chieu vai noi gui
truac khi nh~n va kY nh~n.
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b) van ban den ngoai gio lam viec, ngay nghi, ngay Ie, nhan vien thuong
true, bao v~ cua co quan, t6 chuc co trach nhiem tiep nhan, cAtgiu an toan va
ban giao dA¥du cho ~an thu vao dAu~ia sang n~ay lam viec tiep thee; d6i voi
van ban khan hoac neu phat hien thieu hoac mat bi, tinh trang bi khong con
nguyen ven hoac van ban duoc chuyen den muon han thai gian ghi tren bi phai
bao cao ngay Chanh Van phong de xu ly kip thai.

c) D6i voi van ban den duoc chuyen phat qua may fax hoac qua mang,
Van thu phai kiem tra v~ s6 hrong van ban, s6 trang cua m6i van ban; tnrong
hQ'Pphat hien co sai sot, phai kip thai th~ng bao cho noi gui ho~c ba~ cao ng!1ai
duoc giao trach nhiem xe?1 xet, giai quyet. Trong twang hop can thiet, co !he,in
ra va lam thu tuc dong dau Den vao ban chinh va lam thu tuc dang kY (so den,
ngay den la s6 va ngay da dang ky t~i ban fax, ban chuy€n fax qua m~ng).

2. Boc bi, gui van ban den th\lChi~n nhu sau:
a) Van thu khong boc bi van ban den co dong dAuchi cac muc dO"M~t",

"T6i m~t", "Tuy~t m~t" va dAu"Chi nguai co ten mai duQ'cboc bi"; van ban glii
cho t6 chuc Dang va cac Doan the, cac bi van ban gui dich danh nguai nh~n,
duQ'cchuy€n tiep den noi nh~n.

D6i vai nhung van ban gui dich danh nguai nh~n, neu la van ban lien
quan den cong vi~c chung cua co quan, t6 chuc nguai nh~n van ban co trach
nhi~m chuyen l~i cho Van thu de dang kY.

, b) Van thu boc bi tAt ca cac lo~i van ~an den khong thu9C quy dinh t~i
Diem a khoan nay. Khong' lam hu h~i ho~c de sot van ban trong bi, kiem tra doi
chieu van ban vai s6, ky hi~u ghi tren bi; neu phat hi~n co sai sot, nhAml~n ho~c
van ban gui den khong dung dia chi phai bao cao l~i ho~c gui tra l~i co quan glii
van ban trong twang hQ'PcAn thiet, van thu l~p bien ban, d6ng thai bao cao
Chanh Van phong.

c) Van ban den co kern thee Phieu gui, phai d6i chieu van ban vai Phieu
gui; kY xac nh~, dong dAuvao Phieu gui va gui tra cho noi gui.

,d) D6i vai,van ban co dAuhoa t6c h«n gia, dan thu khieu n~i, nhung van
ban can duQ'ckiem tra, xac minh; van ban co ngay phat hanh gui cach qua xa
ngay nh~~ (tren ,30 ngay) tren bi va van ban co do m~t, do khAnho~c s6 kY hi~u
khong thong n~at giua ngoai bi va trong van ban, Van thu phai giu l~i bi va dinh
kern van ban de thee doL

3. Dong dAu"Den", ghi s6, ngay den th\lc hi~n nhu sau
a) yan ban den cua co quan, t6 chuc phai duQ'ct~p trung t~i Van thu de lam

t~u tl,lctiep nh~, dang kY, tm nhung ~o~ivan ban duQ'cdang kY rieng thee quy
dlnh cua phap lu~t. ~Un~ van ban den t~u9c di~n dang kY t~i Van thu khong
duQ'cdang ky dong dau den cua co quan, to chuc, ca nhan khong c6 trach nhiem
giai quyet. .

. ,b), Van ban del}thu9c di~n d~g kY t~i Van thu phai duQ'cdong dAu"Den";
ghl so den va ngay den (ke ca gia den trong nhUngtruang hqp cAnthiet).
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c) f)6i voi nhtrng van ban d~n khong thuQc dien dang ky tai Van thu thi
khong phai dong d§.u"Den" rna duoc chuyen cho don vi hoac ca nhan c6 trach
nhiern thea doi, giai quyet.

d) D~u "U~n" diroc dong resrang, ngay ngan vao khoang gi~y trong, diroi
s6, Icy hieu (d6i voi nhtrng van ban co ten loai), diroi trich y~u nQi dung (d6i voi
cong van) hoac vao khoang gi~y trong phia duoi ngay, thang, nam ban hanh van
ban.

M~u d~u "U~n" thuc hien thea hu6ng d~n tai Ph\1 luc I cua Thong tu
07/2~12/TT-BNV ngar 22/1112012 cua BQ NQi V\1 hu6ng d~n quan ly van ban,
I~p ho sa va nQP hru ho so, tai lieu vao Luu tm co quan.

4. Van ban d~n diroc dang Icy vao s6 dang ky van ban d~n hoac cO'sa dfr
li~u van ban d~n tren may vi tinh diroc thuc hien nhu sau:

a) Can cu s6 hrong van ban d~n hang nam, cac cO'quan, t6 chilc quy dinh
vi~c I~p cac lo~i s6 dang ky cho phil hQ'P.

Khi dang Icy van ban, cAn bao dam res rang, chinh xac; khong vi~t b~ng
but chi, but ml,lc do; khong vi~t tit nhUng tll, C\1mtll khong thong d\1ng.

M~u S6 dang Icy van ban d~n va vi~c dang ky van ban d~n, van ban m~t
d~n; M~u S6 dang Icy don, thu va vi~c dang Icy don, thu thl,lc hi~n thea hu6ng
d~n t~i Ph\1l\1c II, Ph\1l\1c III cua Thong tu 07/20 12/TT-BNV.

b) Vi~c dang Icy (c~p nh~t) van ban d~n vao cO' sa dfr li~u van ban d~n
duQ'c thl,lc hi~l} thea huang q~n su d\1ng chuon~ trin!t phAn m~m quan Iy van ban
cua cO'quan, to chuc cung dip chuong trinh phan mem do.

Van ban m~t d~n duQ'c dang Icy b~ng may vi tinh thi may vi tinh khong
duQ'cn6i m~ng LAN (m~ng nQi bQ) ho?c m~ng Internet.

Di~u 16. Trinh, chuy~n giao van ban d~n
1. Sau khi dang ky, van ban d~n phai dUQ'ckip thai trinh nguai dung dAu

cO'quan, t6 chilc xem xet, cho y ki~n va giai quy~t. Vi~c chuy~n giao van ban
d~n phai bao dam chinh xac va dUng d6i tUQ'ng.Nguai nh~n van ban phai ky
nhan vao s6. U6i v6i van ban d~n co d6ng d~u "ThuQ'llg khAn" va "Hoa t6c" (k~
ca ~'Hoa t6c" h«n gia) phai ghi resthai gian chuy~n. Van ban d~n c6 chi cac milc
dQkhAn phai dUQ'ctrinh va chuy~n giao ngay sau khi nh~n.

2. Truang hQ'Pphat hi~n van ban d~n duQ'c chuy~n khong chinh xac (sai
nO'i nh~n, khong dung chilc nang, nhi~m V\1...), cac don vi ho~c c,a n~an nh~n
duQ'cvan ban c6 trach nhi~m tra I~i Van thu trong thai gian s6m nhat de kip thai
xu IY.

3. Nguai dUng dAu'cO'quan, t6 chuc co trach nhi~m chi d~o giai quy~t kip
thai van ban d~n cua cO'quan, t6 chilc minh va ph6i hQ'Pv6i cac don vi khac giai
quy~t cac van ban d~n c6 'lien quan.
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f)i~u 17. Ghii quy@t va theo doi, don dac vi~c giai quy@t van ban d~n

1. Sau khi nh~ duoc van ban d6n, don vi, ca nhan c6 trach nhiem chi dao,
giai quyet kip thai thea thai han yeu d.u cua Lanh dao co quan, t6 chuc thea
thai han yeu cAu cua van ban hoac thea quy dinh cua phap lu~t.

2. Truong hop van ban d6n khong c6 yeu c~u v~ thai han tra loi thi thai
han giai quyet duoc thuc thea Quy ch€ lam viec cua co quan, t6 chirc.

3. Van thu c6 trach nhiem t6ng hop sf> lieu van ban d6n, van ban d6n da
duoc giai quyet, da d6n han nhung chua duoc giai quy6t d~ bao cao Chanh Van
phong. Df>i voi van ban d6n c6 dAu "Tai lieu thu hoi", Van thu c6 trach
nhiem thea doi, thu h6i hoac gui tra lai nO'i gui thea dung thai h~n quy dinh.

4. Chanh Van phong co trach nhi~m don df>c, bao cao Lanh d~o cO'quan,
t6 chuc v~ tinh hinh giai quy€t, ti6n de>va k6t qua giai quy6t van ban d6n
d~ thong bao cho cac dan vi lien quan.

f)i~u 18. Trinh tv giai quy@tvan ban di
1. Ki~m tra th~ thuc va ky thU?t trinh bay van ban; ghi sf>va ngay, thang, nam

cua van ban.
2. Dang Icy van ban di.
3. Nhful ban, d6ng dAucO'quan va dAumuc de>m~t, khdn (n6u c6).
4. Lam thu Wc phat hanh, chuy~n phat va thea d5i vi~c chuy~n phat van ban

di.
5. Luu van ban di.
f)i~u 19.Ki~m tra th~ th..rcva Icy thu~t trinh bay van ban; ghi sa va ngay,

thang cfta van ban
1. Ki~m tra th~ thuc va kY thu~t trinh bay van ban
Tru6c kl}i phat hanh van ban, Van thu ki~m tra l~i th~ thuc va kY thu~t trinh

bay ,van ban neu phat hi~n sai s6t thi bao cao ngub'i c6 trach nhi~m xem xet, giai
quyet.

2. Ghi sf>va ngay, thang, nam ban hanh van ban
a) Ghi sf>cua van ban
- T* ca van ban di cua cCfquan" t6 chuc duQ'cghi sf>theo h~ thf>ngsf>chung Clla

cO'quan, to chuc do Van thu thong nhat quan ly; trir truang hQP phap lu~t c6 quy diM
khac.

- Vi~c ghi sf>van ban quy ph~m phap lu?t duqc th\lc hi~n thea quy diM cua
phap lu?t hi~n hanh va dang Icy rieng.

- Vi~c ghi sf>van ban hanh chinh duQ'c th\lc hi~n thea quy dinh tai Di~m
a, Khoan 1, Di~u 8 Thong tu sf>01120111TT-BNV. . .

b) Ghi ngay, thang, nam cua van ban

- Vi~c ghi ngay, thang, nam cua van ban quy ph~m phap luat duqc thuc hien
~~~~~~~~ .. .
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- Vi~c ghi ngay, thang, nam cua van ban hanh chinh duoc thirc hi~n thee quy
dinh tai Di€m b, Khoan 1, Dieu 9 Thong tu s6 01/2011/TT-BNV.

3. Van ban m~tdi diroc danh s6 va dang kY rieng,
Di~u 20. Dang Icy van ban

Van ban di diroc dang kY vao s6 dang ky van ban di hoac co sa dfr lieu quan
1;'van ban di tren may vi tinh.

L?p S6 dang 11' van ban di: Can cu ~6ngs5 va ~5 hrong m6i loai van ban di
hang narn, co quan, to clnrc quy dinh cu the viec l?p so dang ky van ban di cho phu
hQ'P(van ban m?t di duoc dang kY rieng),

MfruS6 dang kY van ban di va viec dang ky van ban di, van ban m?t di thuc
hien thea hu6ng dfrntai Phu luc VII cua Thong tu 07/20 12/TT-BNV.

Di~u 21. Nhan ban, dong diu co quan va diu mire dQkhAn,m~t
1.Nhan ban
a) So hrong van ban cfir:nhan b~ d~phat hanh duoc xac dinh tren co sa s5

hrong tai noi nh~ van ban; neu gui den nhieu noi rna trong van ban khong li~t ke
du danh sach thi dan vi so?n thao phai c6 ph\l l\lc noi nh~ kern thee d~ luu a Van
thu.

b) Noi nh?fi phai duQ'cxac dinh C\lth~ trong van ban tren nguyen t~c van
ban chi gui d~n co quan, t6 chuc, dan vi c6 chuc nang, thAmquy~n giai quy~t, t6
chuc th\Ic hi~n, ph5i hQ'Pth\Ic hi~n, bao cao, giam sat, ki~m tra lien quan d~n nOi
dung van ban; khong gui vuqt c~p,khong giri nhi~u ban cho mOtd5i tuQ'llg,khong
giri d~ncac d5i tuQ'llgkhac chi d~bi~t, d~ tham khao.

c) Gifr gin bi m~t nOi dung van ban va th\Ic hi~n danh may, nhan ban thea
dung thai gian quy dinh.

d) Vi~cnhan ban van ban m?t phai c6 i ki~ncua lanh q?o ca quan, t6 chuc va
duQ'cth\Ic hi~nthee quy dinh ~i Khoan 1,Dieu 8 Nghi djnh so 33/2002/ND-CP ngay
28/3/2002 cua Chinhphu quydjnhchi ti~tthi hanhPhap l~nhBoo v~bim?tNhanuac.

2. D6ng d~u co quan
a) Khi d6ng d~u len chfrkY thi d~uphai trUmlen khoang 113chfrkY v~phia

ben trai.
,. i~~~ " ,.

b) Dau d6ng phai ro rang, ngay ngan, dUngchieu va dung m\Ic dau mau d6
tuoi thee quy dinh.

c) D6ng d~uvao ph\ll\lc kern theo.
Vi~c d6n~ d~u len cac ph\ll\lc keI? thee van ban chfnJldo nguai kY v~n ban

quy~tdjnh va dau duQ'cd6ng len trang dau, trUmlen mOtphan ten co quan, to chuc
ho~c ten cua ph\ll\lc.

d) D6ng d~ugiap laL
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I>i~u22. Thii U}C phat himh, chuy~n phat va theo doi vi~c chuy~n phat van ban

Viec d6ng d~u giap lai d6i voi van ban, tai lieu chuyen nganh va phu luc
kern theo: D~u duoc d6ng van khoang gitra mep phai cua van ban hoac phu luc van
ban, trum len mQtphan cac to gi~y; m6i d~u khong qua 05 trang.

3. Dong dAu dQ khAn, m~t
a) Vi~c d6ng d~u cac dQ khfuI (KHAN, THlJQNG KHAN, HOA TOC,

HOA TOC HEN GIO) tren van ban hanh chinh duoc thuc hien thea quy dinh tai
Di~m b, Khoan 2, Di€u 15 Thong ill s6 01120111TT-BNV.

b) Viec d6ng d~u cac dQm~t (MAT, TOYET MAT, TOI MAT) va d~u tai
lieu thu h6i duoc khic sful thea quy dinh tai Muc 2, Thong ill s6 12/2002/TI­
BCA(All) ngay 13/9/2002 huang d§n thuc hien Nghi dinh s6 33/20021NE>-CP.

c) Vi tri d6ng d~u dQkhfuI, d~u dQmat va d~u pham vi hru hanh (IRA LA!
SAU KHI HOP, XEM XONG IRA LA!, LUDHANH NOI BO) tren van ban duoc
thuc hien thea quy dinh tai Diem c, Khoan 2, Di€u 15 Thong ill s6 01/2011/TI­
BNV.

di
1. Thu wc phat hanh van ban
Van thu co quan, t6 chuc ti€n hanh cac cong vi~c sau day khi phat hanh:

a) L\fa chQnbi.

b) Vi€t bi.

c) Vao bi va dan bi.

d) D6ng d~u dQkhfuI, d~u kY hi~u dQm~t va d~u khac len bi (n€u c6).

Mfiu bi van ban va cach vi€t bi th\fc hi~n thea huang d§n ~i Phl,ll1,lcVIII cua
Thong tu 07/20 12/TT-BNV.

2. Chuy~n phat van ban di

a) Nhfrng van ban lam dAy du cac thu wc hanh chinh phai duQ'c phat hanh
ngay tr~ng ngay van ban d6 duQ'c dang kY, ch~ nh~t la trong ngay lam vi~c ti€p
theo. Doi v6i van ban quy ph~m phap l~t c6 th~ phat hanh sau 03 ngay, k~ illngay
kY van ban.

~ b) D6i v6i nhUng van ban "HeN GIO", "HOA TOC", "KHAN", "THlJQNG
KHAN" phai duQ'cphat hanh ngay sau khi lam dAydu cac thu wc hanh chinh.

c) Van ban di duQ'cchuy~n phat qua bUll di~n phai duQ'cdang kY van S6 glii
van ban di bUll di~~. Khi g!ao bi van ban, phai yeu cAunhan vien bUll di~n ki~m tra,
kY nh~ va d6ng dau vao so.

Mfiu S6 gl'ri van ban di bUll di~n va cach ghi s6 th\fc hi~n thea huang d§n ~i
Ph1,ll1,lcX cua Thong ill 07/20 12/TT-BNV.

d) Vi~c chuy€n giao trl,fcti€p van ban cho cac dan vi, ca nhan trong co quan, t6
chuc ,ho~c cho cac co quan, dan vi ca nhan ben ngoai phai duQ'c kY nhan van s6
chuyen giao van ban. .
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Mfiu S6 chuyen giao van ban di va each dang kY thuc hien thea hu6ng dfin tai Phu
luc IX cua Thong tu 07/20 12/TT-BNV.

d) Chuyen phat van ban di bang may fax, qua mang: Trong tnrong hop d.n
chuyen phat nhanh, van ban di co the diroc chuyen phat cho noi nhan bang may fax
hoac chuyen qua mang, d6ng thai trong ngay lam viec phai gui ban chinh d6i voi
nhiing van ban co gia tri luu trU.

e) Chuyen phat van ban m~t thirc hien thea quy dinh tai f)i~u 10 va f)i~u 16
Nghi dinh s6 33/2002IND-CP va quy dinh tai khoan 3, Thong tu s6 l2/2002/TI­
BCA (All) ngay 13/9/2002 cua BQ Cong an huang dful thuc hien Nghi dinh s6
33/2002IND-CP ngay 28 thang 3 nam 2002 cua Chinh phu quy dinh chi ti€t thi hanh
Phap lenh bao v~ bi m~t nha mroc.

3. Theo d5i·vi¢c chuyen phat van ban di

a) Cong chirc, vien clnrc Van thu co trach nhiem thea d5i viec chuy€n phat
van ban di. '

b) L~p phieu giri d€ thea d5i vi~c chuy€n phat van ban di thea yeu c~u cua
nguai kY van ban. Vi~c xac dinh nhiing van ban di c~ l~p Phieu giri do dan vi ho~c
ca nhan sOI;ll1thao van ban d~ xu~t, trinh nguai kY quyet dinh.

c) f)6i v6i nhiing van ban di co dong d~u "Tai li~u thu h6i", phai thea d5i thu
h6i dUng thai hl;ll1;khi nh~ l~i phai ki€m tra, d6i chi6u d€ bao dam van ban khong bi
thi6u ho~c th~t l~c.

·,..·f i.,_

d) TruOng hgp ph~t hi~n van ban bi th~t l~c, khong co nguai nh~ phai bao
cao Chanh Van phong d€ xir IY.

Di~u 23. LUll van ban di
1. M6i van ban di phai duQ'c luu hai ban: Ban g6c luu 4ti Van thu cO'quan,

t6 chuc va 01 ban chinh luu trong h6 sa cong vi~c.
2. Ban g6c luu 4ti Van thu cO'quan, t6 chuc va phai duQ'cdong d~u va sip xep

thea thu tv dang kY.
3. Vi~c lUll giu, bao quan va sir dvng ban lUllvan ban di co dong d~u chi cac

muc dQm~t duQ'cth\!'c hi~n thea quy dinh hi~n hanh v~ bao v~ bi m~t Nha nuac.
4. Van thu cO rich nhi~ l~p s6 theo d5i va phl,lCV\l kip thm yeu du sir dvng ban

lUll4ti Van thu thea quy dinh Cllapoop l~t va quy dinh C\lthe CllaCO' quan, t6 chuc.
M~u s6 sir dvng ban lUll va cach ghi s6 th\!'c hi~n thea huang d~ 4ti Ph\l l\lc

XI cua Thong tu 07/20 12/TT-BNV.
M1}c3

4P HO SO vA GIAO NQP HO so, TAl LI:E:U
vAo LUU TRU CO QUAN

~..

Di~u 24. NQi dung vi~c l~p hB SO' va yeu cAu d8i vOi hB SO' dU'Q'cl~p

1. NQi dung vi~c l~p h6 sa
a) M6 h6 sa
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b) Thu th~p van ban vao h6 sa
- Trong qua trinh theo doi, giai quyet cong viec, can bQ, cong chtrc, vien

chirc c6 trach nhiem thu th~p tAt ca van ban, giAy to va cac tu li~u c6 lien quan
d€n Sl,Ivi~c vao h6 So', ke ca tai li~u phim, anh, ghi am, bai phat bieu cua HInh
d~o, tham lu~n cua cac d~i bieu t~i hQi nghi, hQi thao ... khong de bi thAt l~c tai
li~u.

- Cac van ban trong h6 So'phai duQ'c sip x€p theo mQt trinh tv hgp ly, my
theo d~c diem khac nhau cua cong vi~c de h.ra chQn cach sip x€p cho thich hQ'p
(chu y€u theo trinh tv thai gian va di~n bi€n cong vi~c).

c) K€t thuc va bien m\lC h6 So'
- Khi cong vi~c giai quy€t xong thi h6 sa cling k€t thuc. Can bQ, cong

chuc, vien chll'c c6 trach nhi~m l~p h6 sa phai kiem tra muc dQ d§.y du cua van
ban, tai li~u c6 trong h6 So', n€u thi€u c§.n b6 sung cho du; xem xet lo~i ra kh6i
h6 So' nhiing van ban trilng, ban nhap, ban thao n€u da c6 ban chinh (trir ban
thao v~ vAn d~ quan trQng c6 ghi y ki€n chi d~o cua lanh d~o Co' quan ho~c y
ki€n g6p y cua cac Co'quan hfru quan); ban ch\lp van ban, tai li~u tham khao xet
thAy khong c§.nphai lUll gill'.
. - D6i v6i cac h6 sa c6 thai h~n bao quan vinh vi~n, can bQ, cong chuc,
vien chll'c phai bien m\lC h6 So'd§.yduo
, - N€l! h€t nam rna cong yi~c chua giai quy€t xong, thi chua ~hl,Ichi~n vi~c

ket thuc, ho sa se duQ'c chuyen sang nam sau theo doi giai quyet va dua vao
Danh m\lc h6 sa nam sau ..

2. Yeu c§.u d6i v6i h6 So'duQ'c l~p
- H6 sa duQ'c l~p p~ai phan anh dung chuc nang, nhi~m V\l cua Co'quan, t6

chll'c, don vi hinh thanh ho So';

- Van ban, tai li~u duQ'c thu th~p vao h6 So'phai c6 Sl,Ilien quan ch~t che
v6i nhau va phan anh dung trinh tv di~n bi€n cua Sl,Ivi~c hay trinh tv giai quy€t
cong vi~c; ;,' ,

- Van ban trong h6 sa phai c6 gia tri bao quan tuong d6i d6ng d~u.
J)i~u 25. Giao nh~n h6 sO',titi li~u vito LU1l trfr cooquan, tA chuc

1. Trach nhi~m can bQ, cong chll'c, vien chll'c

- Can cu vao Danh muc h6 So'cua co quan, t6 chirc (l~p Danh muc h6 So'
cua Co' quan, t6 chirc thirc hien theo huang ddn tai Dieu 13 cua Thong tu
07/2012/TT-BNV) va thuc t€ cong viec duoc giao, can bQ, cong chirc, vien chuc
chuAn bi bia h6 sa va ghi nhtmg thong tin ban d§.u v~ he, sa nhu: Ky hieu h6 So',
tieu d~ h6 so, nam rna h6 sa.

- Tieu d~ h6 sa c§.nngt1ngon, ro rang nhung phai khai quat diroc nQi dung cua
cac van ban, tai li~u se hinh thanh trong qua trinh theo doi, giai quye; cong viec,

Vi~ vi€t tieu d~ he, so tham khao tai Phu luc XIII cua Thong tu 07/2012nT­
BNV.

j
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a) Can bQ, cong chirc, vien chirc phai giao nQP h6 so', tai li~u vao hru trU Co'
quan, t6,chilc thea thai han ducc quy dinh tai Khoan 2 Di€u nay. Truong hQ'Pdn
gitr 11;\iho So', tai li~u den han nQP hru phai thong bao bkg van ban cho luu trU Co'
quan, t6 chirc bi€t va phai diroc sir d6ng y cua lanh dao Co'quan, t6 clnrc nhung thoi
han giu 11;\ikhong qua 02 nam.

b) Can bQ, cong chirc, vien chirc khi chuyen cong tac, thoi viec, nghi huang
ch€ dQ bao hiem xii hQi thi phai ban giao h6 So', tai li~u cho Co'quan, t6 chirc hoac
cho ngiroi k€ nhiem, khong diroc giu h6 So',tai li~u cua Co'quan, t6 clnrc lam tai lieu
rieng hoac mang sang Co'quan, t6 chirc khac .

. 2. Thai han, thanh phAn h6 So',tai lieu nQP lUll
a) Thai h~ nQP lUll h6 So',tai li~u tir cac dan vi, ca nhan vao LUll tm Co'quan

duQ'c quy diM trong thai h~ 01 nam k€ tir ngay cong vi~c ket thuc; sau 03 thang k€
tir ngay cong trinh duQ'c quyet toan d6i v6i ffii li~u xay dvng Co'ban.

b) Thanh phAn h6 So',ffii li~u nQp lUll vao LUll tm Co'quan g6m toan bQh6 So',
tai li~u duQ'c xac diM thm h~ bao quan tir 05 nam tra len, tru nhUng 101;\ih6 So',ffii
li~u
sau:

- Cac h6 So' nguyen tic duQ'c dung lam can cil d€ thea d5i, giai quyet cong
vi~c thuQc trach nhi~m cua m6i ca nhan, duQ'c ca nhan giu va co th€ tv 101;\ihuy khi
van ban het hi~u lvc thi hanh.

- H6 So'v€ nhUng eong vi~c chua giai quy€t xong
- H6 So'ph6i hQ'Pgiai quyet cong vi~c
- Cac van ban, ffii li~u gUi d€ biet, d€ tham khao.
3. Thu wc giao nh~
Khi giao nQP h6 So',ffii li~u dan vi, can bQ, cong chilc, vien chilc phai l~p 02

ban M\lc l\lc h6 So', ffii li~u nQP lUll va 02 ban Bien ban ban giao nh~ ffii li~u. LUll
trU Co'quan, t6 chilc va ben giao ffii li~u m6i ben giu m6i 101;\imQt ban.

Di~u 26. Trach Dhi~m d8i vOi vi~c l~p hB sO'va giao DQPh8 SO',tai li~u vao
LU'Utrfr CO'quaD, tA chuc

1. Trach nhi~m cua nguai dUng dau Co'quan, t6 chuc
Hang nam, nguai dUng dau Co'quan, t6 chilc co trach nhi~m chi d1;\o,ki€m tra,

huang d§n vi~c xay dvng Danh m\lc h6 So',l~p h6 So'va nQP lUllh6 So',ffii li~u vao lUll
tm d6i v6i cae Co'quan, t6 chilc thuQc phf;lffivi quan ly Cllaminh.

2. Trach nhi~m cua Chanh Van phong
a) Tham mUll cho nguai dUng dAu co quan, t6 chilc trong vi~c c,hi dli\o,ki€m

tra, huang d§n vi~c l~p h6 So'va nQP lUll h6 So', ffii li~u vao lUll tm doi v6i cac Co'
quan, t6 chilc minh va cac dan vi trvc thuQc.

b) Chi d1;\ovi~e xay dvng va trinh nguai dUng dau ban hanh Danh m\lc h6 So'
cua Co'quan, t6 chuc

3. Trach nhi~m cua can bQ, cong chuc, vien chuc
14
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Thuc hien theo Di8u 21 cua Thong ur 07/201m -BNV.

4. Trach nhiem cua cong clnrc, vien chtrc van thu, luu t:rU

a) Trach nhiem cua Van thu don vi
Thvc hien theo Di8u 22 cua Thong nr 07/2012/TT-BNV.

b) Trach nhiem cua Van thu co quan
Thuc hien theo Di8u 23 cua Thong nr 07/2012/TT-BNV.

c) Trach nhiem cua Luu t:rU co quan
Thuc hien theo Di8u 24 cua Thong nr 07/2012/TT-BNV.

M\lc4
QUANLYVASUDVNGCONDAU

Di~u 27. Quan If con diu
1. Chanh Van phong chiu trach nhiem tnroc ngiroi dung d~u co quan, t6 clurc

viec quan ly va su dung con d~u cua co quan, t6 chirc.
2. Cac con ~u cua co quan, 16 clnrc duoc giao cho can bQ,cong chirc, vien chirc

Van thu quan ly, su dung va chiu trach nhiem tnroc lanh dao trong vi~c quan ly va su
dung con d~u. Can bQ, cong chirc, vien chirc Van thu phai tlnrc hien nhOng quy diM
sau:

a) Con d~u phai duQ'cbao quan trong ket ho~c til c6 kh6a ~i phong lam vi~c
cua cong chuc, vien chuc Van thu. Truang hQ'Pc~ dua con d~u ra kh6i co quan, t6
chuc phai duQ'c sv d6ng y cua nguai dUng d~u co quan, t6 chuc va phai chiu trach
nhi~m v8 vi~c bao quan, su d\ll1gcon d~u. Con d~u phai duQ'cbao quan an toan trong
gia cling nhu ngoai gia lam vi~c.

b) Khong giao con d~u cho ngum khac khi chua duQ'cphep bfuIg van ban cua
nguai c6 thfun quy8n.

c) Chi duQ'cd6ng d~u vao cac van ban thea quy diM.
3. Khi net d~u bi mon ho~c bi bi~n d~g, can bQ, cong chuc, vien chuc, Van

thu phai bao cao ngum dUng d~u co quan, t6 chuc lam thu 1\lc d6i con d~u. Truang
hQ'Pcon d~u bi m~t, nguai dUng d~u co quan, t6 chuc phai bao cao co quan cong an,
noi xay ra m~t con d~u, l~p bien ban.

4. Khi don vi c6 quy~t diM chia, tach ho~c sap nh~p phai nQP con d~u cu va
lam thu 1\lcxin kh~c con d~u mm.

Di~u 28. Sft d\lng con diu
1. Can bQ, ~ong chuc, vien chuc Van thu phai w tay d6ng d~u vao cac van

ban cua co quan, to chuc.
2. Chi d6ng ~u Va? cac v~ ban khi cac van ban dUng hinh thuc, th~ thuc va

c6 chit kY cua nguai c6 thfun quyen.



3. Khong duoc dong dfiu trong cac tnrong hQ'Psau: Dong dfiu vao gifiykhong
co ni)i dung, dong dfiu tnroc khi ky, dong dfi';lsfut tren gifiy trang hoac dong dfiu len
cac van ban co chtr kY cua nguoi khong co tham quyen.

ChU'011gIII
CONGTACLUUTRU

Muc 1
CONG TAc THU T~, B6 SUNG TAl L:Q:U

Di~u 29. Giao nh,n h8 so, tai li~uvao LU'Utrfr CO' quan
Hang nam, cong chirc, vien clnrc Luu trfr co quan, t6 chuc co nhiem vu t6

chirc thu th~p ho sa, tai li~u da:d~n han ni)p hru vao kho luu trfr co quan, cu th~:
1. L~p k~ hoach thu th~p h6 sa, tai lieu.

, 2. Ph6i ~Q'Pvoi cac dan vi, can bi), cong clnrc, vien chirc xac dinh nhtrng loai
ho sa, tai lieu can ni)p luu vao Luu trfr co quan.

3. Huang dftn cac dan vi, can bi), cong chirc, vien clnrc chuan bi h6 sa, tfli li~u
va l~p "Ml,lc ll,lch6 sa, tfli li~u ni)p luu".

4. Chu§n hi kho va cac phuang ti~n bflOquan d~ ti~p nh~ h6 sa, tfli li~u.
5. T6 chuc ti~p nh~ h6 sa, tfli li~u, ki~m tra, d6i chi~u gifra ml,lc ll,lch6 sa, tai

li~u ni)p luu v6i th\lc t~ tfli li~u va l~p "Bien ban giao nh~ tfli li~u".
Di~u 30. Thu th,p, ti~p nh,n tai li~u VilO LU'utrfr Ijch sfr tinh
1. Luu tm lich sir tinh thu th~p, ti~p nh~n tai li~u luu tm hinh thanh trong

qua trinh ho?t di)ng cua cac ca quan, t6 chuc thui)c ngu6n ni)p luu tai li~u vao
Luu trfr lich sir tinh va dan vi khac theo quy dinh cua phap lu~t.

2. Luu trfr lich sir tinh suu tAm tfli li~u luu trfr cua ca nhan tren ca sa th6a
thu~.

3. Thai h?n ni)p luu h6 sa, tai li~u vao Luu tm lich sir tinh
Trong thai h?n 10 nam, k~ til nam cong vi~c k~t thuc, ca quan, t6 chuc

thui)c Danh ml,lCca quan, t6 chuc thui)c ngu6n n9P luu tai li~u c6 trach nhi~m
ni)p luu tai li~u c6 gia tri bao quan vinh vi~n vao Luu tm lich sir tiM.

Thai h?n n9P luu vao LUll tm lich sir tinh d6i v6i nganh cong an, qu6c
phong va cua nganh khac th\fc hi~n theo quy dinh cua phap lu~t.

Di~u 31. Chinh Iy tili Ii~u
H6 sa, tfli li~u cua ca quan, t6 chuc phai du<;ycchinh ly hoan chinh va bao

quan trong kho luu trfr.

1. Nguyen tic chinh ly
a) Khong phan tan phong lUlltrfr.
b) Khi phan lo?i, l~p h6 sa (chinh sira, hoan thi~n, phl,lc h6i ho~c, l~p m6i h6

sa) phai ton trQng S\l hinh thanh tfli li~u theo trinh t\l theo d5i, giai quyet cong vi~c
(khong pha va h6 sa da:l~p).
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c) Tai li~u sau khi chinh ly phai phan arm duoc cac hoat dQng cua co quan, t6
chirc.

2. Tai lieu sau khi chinh ly phai dat yeu cAu

a) Phan loai va l~p h6 So' hoan chinh;
b) Xac dinh thai han bao quan cho h6 So', tai lieu;

c) H~ th6ng h6a h6 so, tai lieu;
d) L~p cong cu tra ciru: Muc luc h6 So', Co' so dfr 1i~uva cac cong cu tra ciru

khac phuc vu cho viec quan 1yva tra CUu sir dung tai lieu;
d) L~p Danh muc tai lieu h~t gia trio
Di~u 32. Xac djnh gia tr] Utili~u
1. Phong/Bo ph~ Van thu, Luu trU Co' quan, t6 chirc can err Thong

tu s6 09/2011/TT-BNV ngay 03/6/2011 cua BQ NQi vu quy dinh thai han bao quan
h6 So', tai lieu hinh thanh ph6 bien trong hoat dQng cua cac cO'quan, t6 chuc; Thong
tu s6 13/2011/TT-BNV ngay 24/10/2011 cua BQ NQi V\l quy diM thai h~ bao quan
tai li~u hinh thanh trong ho~t dQng cua UBND cac tinh, thanh ph6 trvc thuQc Trung
uang c6 nhi~m V\l giup Chanh Van phong xay d\l'Ilg Bang thai h~n bao quan mi 1i~u
trinh 1anh d~o cO'quan, t6 chuc ban hanh sau khi c6 y ki~n thfun diM cua cO'quan c6
thfun quy€n.

2. Vi~c xac diM gia tIi tai 1i~uphai d~t duQ'cyeu cAusau
a) Xac diM mi li~u cAn bao quan vinh vi€n va mi 1i~ubao quan c6 thm h~

bfu1gs6 nam C\l the.
b) Xac diM tai li~u h~t gia tn de tieu huy.
Di~u 33. HQidAngxac djnh gia trj tili li~u
1. HQi d6ng xac diM gia tri mi li~u duQ'c thanh l~p de tham mUll cho ngum

dUng dAu Co' quan, t6 chuc trong vi~c xac diM thai h~ bao quan, l\ra chQn mi 1i~u
giao nQP vao LUll trU cO'quan, l\la chQn mi 1i~u1uu trU cua Luu trU Co' quan de giao
nQPvao LUll trU 1ich su va lo~i mi li~u h~t gia tri.

2. HQi d6ng xac diM gia tri mi li~u do nguai dUng dAuCo' quan, t6 chuc quy~t
diM thanh l~p. Thanh phAn cua HQi d6ng bao g6m:

a) cAp ph6 cua nguai dUng dAucO'quan, t6 chuc 1aChu tich HQi d6ng.
b) Nguai lam lUll trU 6 cO'quan, t6 chuc 1aThu kY HQi d6ng.
c) f)~i di~n lanh d~o dan vi c6 mi li~u 1aUy vien.
d) Nguai am hieu v€ linh V\lC c6 mi li~u cAnxac diM gia tri la Uy vien.

, 3. HQi d6ng xac diM gia tri mi li~u thao 1u~ ~p the, k~t 1u~ theo da s6; cac y
kien ~ac nhau phai dUQ'cghi vao bien ban cUQchQP de trinh nguai dUng dAu Co'
quan, to chuc.

~. Tren cas? d€ nghi cua HQi d6ng xac diM gia tri mi li~u, ngum dUng dAucO'
quan, to chuc quyet diM thai h~ bao quan mi li~u, l\la chQn mi li~u de giao nQPvao



Luu trCi'co quan, Luu tru lich sir tinh; huy tai lieu h~t gia tri thea quy dinh tai f)i~u
34 cua Quy ch~ nay.

f)i~u34. Huy titi li~uh~tghitr]
1. ThAm quyen quyet dinh huy tai lieu
a) Chu tich UBND tinh quyet dinh huy tai li~u h~t gia ttl tai Luu trtr lich sir

tinh.

b) Nguoi dung dAu co quan, t6 chirc c~p tinh, cAp huyen, xa co quyen
quyet dinh huy tai lieu h~t gia tri tai Luu trfr co quan.

2. Thu tuc quyet dinh huy tai li~u h~t gia tri
a) Huy tai lieu h€t gia tri tai Luu trtr co quan.
Theo d€ nghi cua HQi d6ng xac dinh gia ttl tai lieu, ngiroi dirng dAuco quan,

t6 chirc thuoc Danh muc co qu~, t6 chirc thuoc nguon nQP,luu mi li~u vaG Luu ~
lich sir tinh de nghi S6 NQiV\l tham dinh mi li~u het gia ttl can huy; nguO'id(mg dau
co quan, t6 chuc khong thuQc Danh m\lC co quan, t6 chuc thuQc ngu6n nQP luu tai
li~u vaG LUll trCi' lich sir d€ nghi LUll trCi' co quan cua co quan, t6 chuc c~P tren tl1,lC
ti€p c6 y ki~n d6i v6i mi li~u h~t gia ttl cAnhUy.

Can cu vaG y ki€n thAm dinh cua Sa NQi V\l va HQi d6ng xac dinh gia tri
tai li~u ho?c y ki~n cua co quan c~p tren tf\Ic ti€p, nguO'i c6 thAm quy€n quy
dinh t~i Khofm 1, f)i~u nay quy€t dinh vi~c huy tai li~u h€t gia trio

b) Huy tai li~u h~t gia tri t~i Luu trfr lich sir tinh.
Theo d€ nghi cua HQi d6ng thAm tra xac dinh gia tri tai li~u, Giam d6c

S6 NQi V\l quy~t dinh huy tai li~u c6 thong tin trimg l?p t~i LUll trfr lich su tinh.
Giam d6c S6 NQi V\l quy€t dinh thanh l~p HQi d6ng thAm tra xac dinh gia

tri tai li~u d~ thAm tra tai li~u h€t gia tri t~i LUll trfr lich su va tham muu, trinh
Uy ban nhan dan tinh quy~t dinh huy tai li~u h~t gia tri t~i LUll trfr lich su tinh.

4. Huy tai li~u h~t gia tri phai bao dam huy h~t thong tin trong tai li~u va
phai duQ'c l~p thanh bien ban.

5. H6 so huy tai li~u h€t gia tri, g6m c6
a) Quy~t dinh thanh l~p cac HQi d6ng;
b) Danh m\lC tai li~u h~t gia tri; to' trinh va ban thuy€t minh tai li~u h~t gia

trio.'
c) Bien ban hQp HQi d6ng xac dinh gia tri tai li~u; Bien ban hQPHQi d6ng

thAm tra xac dinh gia tri tai li~u;
d) Van ban d~ nghi thb diM, xin y ki€n coo co quan, t6 chuc c6mi li~u h~t gia

trio.'
d) Van ban thAm dinh, cho y ki~n cua co quan c6 thAm quy~n;

e) Quy~t dinh huy tai li~u h~t gia tri;
g) Bien ban ban giao tai li~u huy;
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Cong chuc, vien chuc van tlm, luu trU cua cO'quan, t6 chuc c6 trach nhi~m:
B6 tri, s~p x€p khoa hoc tai li~u luu tm; h6 sa tai li~u trong kho de trong hop (c~p),
dan nhan ghi dAy du thong tin thea quy dinh de ti~n th6ng ke kiem tra va tra CUu;
thuemg xuyen kiem tra tinh hinh ffii li~u c6 trong kho de n~ duQ'Cs6 luqng, ch§.t
luqng ffii li~u.

Di~u 37. D8i tU'Q1lgva thu t\lc khai thac, sfr d\lng tai li~u
1. T§.tca can bO, cong chuc, vien chuc trong, ngoai cO'quan, t6 chuc va moi ca

nhan d€u duQ'ckhai thac, sir d\lllg ffii li~u luu trU vi m\lc dich cong V\l va cac nhu cAu
rieng chinh dang.

2. Can bo, cong chuc, ,vien chuc ngoai cO'quan, t6 chuc nghien CUuffii li~u vi
m\lC dich cong V\l phai C? giay gi6i thi~u ghi r5 m\lC dich nghien cUu ffii li~u va phai
duQ'c lanh d~o cO'quan, to chuc ho~c Chcinh Van phong d6ng y.

3. Ca nhan khai thac, S11d\lllg tai li~u vi m\lc dich rieng phai c6 don xin sir
d\lng ffii li~u, chUng minh nhan, dan ho~c hO chi€u va phai duQ'c lanh d~o cO'quan, t6
chuc ho~c Chcinh Van phong dong y.

Di~u 38. Cac hioh thrrc tA chuc sfr dl}og tai li~u IU'Utrfr

1. Sir d\lllg ffii li~u ~i phong doc cua Luu trU cO'quan, Luu trU Iich SUo
19

h) Bien ban huy tar li~u h€t gia trio
6. H6 sa hUY,tai li~u h€t ~ia tri phai duoc bao quan tai co quan, t6 chirc c6

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

M\lc2
THONG ICE,BAo QuAN, TO CHUC SUDVNG TAl Lq:U LUUTRU

Di~u 35. Th8ng ke cong tac van tlur, IU'Utrfr va tai li~u IU'Utrfr
Th\IC hien thea Thong tu s6 09/2013/TT-BNV, ngay 31110/2013 cua BO NOi

vu quy dinh ch€ do bao cao th6ng ke cong tac van thu, luu tru va tai lieu luu tnr.

Di~u 36. Bao quan mi li~u hru trfr
1. H6 so, tai lieu chua d€n han ncp luu vao Luu trU co quan, t6 chirc do cac

can bo, cong clurc, vien clnrc tv bao' quan va phai dam bao an toan cho cac h6 So',tai
lieu.

2. H6 So',tai li~u luu trU d€n han nop luu phai duoc giao nop vao luu trU Co'
quan, t6 chilc va ~p trung bao quan trong kho luu trU Co'quan, t6 chilc. Kho luu trU
phai duQ'c trang bi dAy du cac thi€t bi, phuong ti~n cAn thi€t thea quy dinh dam bao
an to8.ocho ffii li~u.

3. Chcinh Van phong c6 trach nhi~m chi d~o th\Ic hi~n cac quy dinh v€ bao
quan ffii li~u luu trU; b6 tri kho luu trU thea dUng tieu chudn quy dinh; th\IC hi~n cac
bi~n phap phong ch6ng chay, n6, phong ch6ng thien tai, phong gian, bao m~t d6i v6i
kho luu trU va ffii li~u luu trfr; trang bi dAy du cac thi€t bi Icy thu~t, phuong ti~n bao
quan Uti li~u lUll trU; duy tri cac ch€ do bao quan phu hqp v6i tUng lo~i ffii li~u luu
tm.
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2. Xu fit ban fin pham hru trU.

3. Gioi thieu till li~u luu W tren phuong ti~ thong tin dai chung, trang thong tin di~
tiro

4. Trien lam, tnrng bay rei li~u luu trii.
5. Trich d§n rei li~u hru trU trong cong trinh nghien ciru.
6. Cftp ban sao rei lieu luu trU, ban clnrng thuc luu trU.
Di~u 39. Th§m quy~n cho phep khai thac, sir dung tai li~uhru trfr
ThAm quyen quyet dinh viec cho phep khai thac, S11 dung rei lieu luu trii tai co

quan nhu sau:

1. Ngiroi dung dAu co quan, t6 chirc cho phep su dung rei lieu luu trii loai m~t
cua co quan va cac dan vi thuoc ca quan.

2. Chanh Van phong hoac Truong cac dan vi true thuoc cho phep su dung,
sao chup rei li~u luu trtr thong thuong cua co quan, dan vi d6i voi nguoi ngoai ca
quan tren co sa d~ nghi cua bQphan Luu trii ca quan, dan vi tnrc thuoc,

3. Ngiroi phu trach Luu trU ca quan, dan vi trl,Ic thUQCcho phep khai thac, sao
ch\lp rei li~u luu trii thong thuemg d6i v6i cac can bQ, cong chuc, vien chuc trong ca
quan.

4. Vi~c cho phep su d\lI1gh6 sa, tai li~u phai duQ'Cthe hien bing van ban.
Di~u 40. Quan Iy vi~csir dvng tai li~u Ill'll trfr

1. Luu trii ca quan, t6 chuc phai c6 n9i quy phong dQc.

2. N9i quy phong dQc bao g6m cac n9i dung sau:
a) Thai gian ph\lC V\l d9C gia;
b) Cac gifty ta dQc gia cAnxuftt trinh khi d€n khai thac rei li~u;
c) Nhiing v~t d\lI1gduQ'Cva khong duQ'cmang VaGphong dQc;
d) Quy diM d9c gia phai th1,l'Chi~n cac thu wc nghien CUuva khai thac rei li~u

thea huang d§n cua nhan vien phong dQc;
d) D9c gia khong duQ'c tI,r '1 sao, ch\lp aM rei li~u, du li~u tren may tinh va

thong tin trong cong C\ltra cUu khi chua duQ'cphep;
e) Ngoai cac quy diM tren dQc gia cAn th\IC hi~n nghiem chinh cac quy diM

C? lien quan ,trong n9i 9uy ra VaGca q!lan; quy diM vi~c su d\lI1g rei lieu; quy diM
ve phong chong chay no cua ca quan, to chuc;

3. Cong chuc, vien chuc luu trii ca quan, t6 chuc phai l~p cac s6 nh~p, xuftt rei
li~u, s6 dang kY M\lc l\lc h6 sa va s6 dang kY d9c gia de quan 1'1rei lieu luu trii va
ph\lC V\l khai thac tai li~u.

ChU'ongIV
TOClIDC THVCHI~N

Di~u 41. T8 chuc thvc hi~n
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NguOi dirng ddu cac SlY,ban, nganh cftp tinh; Chu tich -Oy ban nhan dan
cac huyen, thi xa, thanh ph5; cac co quan, 1:6 chirc khac thuQc nguAn nQP hru tai li~u
vao Luu t:rU lich su tinh c6 trach nhiem ph6 bien, tri~n khai tlnrc hien Quy ch~ nay d~n
toan th~,can ~, c~ng chtrc, vien clnrc va cac dan vi trong pham vi qt;fully; xay dung
Quy che chi tiet ve cong tic van thu, hru t:rU cho phil hQPv6i thirc te cua co quan, to
chirc,

Trong qua trinh t6 chirc thuc hien, n~u co virong miic hoac vAn d~ phat sinhcan di~u chinh, b6 sung, d~ nghi cac co quan, t6 chirc phan anh v~ Sa NQi vu d~
t6ng hQP,bao cao Uy ban nhan dan tinh xem xet, quy~t dinb.l."';"
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