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:sHli
uv rniNu uAu noa cAc NrOr ouNc
vA crao ugr ud so vao r,Uu rnrl co qu,tN

6ng vdn s6:,\IJ$SNV-CCVTLT nsdy 03/ t0 /2a t 7 cia So Nai ru)

euAr vi, coNG rAc r-Ap ud so vA creo NOP Hd SO
vAo lrrtr rntl co euAN

1 Khdi niQm

1.1. Hd so':

KIo6n 10, Didu 2, LuAt luu trir quy dinh hd so ld mOt tdp tAi li6u c6 li6n
quan vdi n1]au vC m6t v6n dd, m6t su vi6c, m6t d5i tuong cu th6 hodc c6 dnc di6m
chung, hinh thdnh trong quri trini theo d6i, giii quy6t 

"Ong 
vidc thu6c pham vi

chuc ndng. nli.;rn r u cua co qLan. rd chuc, cd nhan.

1.2. Lip hd so cdng viQc:

Ld vi0c tAp hop, sip xi5p vin b6n, tdi ii6u
grdr quyar. theo ddi cong viec rLanh ho so rheo
nhdt dinh.

duo-c hinh thdn-h tuong qu6 trini
c6c nguy6n t6c vd phuong ph6p

1.3. Giao nQp hd so, tni li$u viro Luu trfr co'quan:
Ld vi.ac dinh kj,chuy6n giao nhfrng hd scr, tAi 1i0u c6 giri tri luri trii tu cdc

dtrr vi, c6 niAn vdo Luu trt co quan, t6 chirc theo quy dinh cira ph6p luit.
2. M6t sii loqi hii sti

2

H6 sn nguy6n t6c
Ld tap hqp b6l sao c6c vin
b6n quy pham ph6p ludt, vdn
ban hu6ng d6n vd timg m6t
cong tdc nghiep vu nhdt
dinl. dung d6 tra cuu. lam
cdn cu ph6p lli khi gi6i quy6t
c6ng vi€c cta co quan, t6
chfc, cirng ddc truag nhu t€n
loai, t6c gi6...hinh thdnh
trong qu6 trinh gi6i quy6t
c6ng vi€c thu6c chric ndng,
nhi€m vu cira m6t co quan,
t6 chuc.

H6 so c6ng viQc
La mol tap van ban, tal 11..u

co li6n quan v6i nhau vd
m6t v6n d6, m6t su vi6c
hodc co cirng ddc tnmg nhu
t6n loai, t6c gi6L...hinl tlidnh
trong quii trinh gidi quy6t
c6ng vi6c thudc chuc n6ng,
nhi€m vu cria m6t co quan.
t6 chftc.



STT Qu6 trinh thgr hiQn Trrich nhi$m Ghi chri

1 Xdy dung Danh muc h6 s<r

- Can b0, c6ng chtc, vi6n chirc

dugc giao girii quy6t theo d6i

c6ng vi6c cria co quan, t6 chfc
(sau dAy goi chung ldL c6ng

chuc. vi€n chric chuyOn m6n);

- Ven thu co quan;

- Thir tru'o:rg co quan.

2

Lap no so cong vlec rrao gom:

-M6h6so
- Thu thap, cap nhat vin bar,
tar lreu vao ho so

- K6t thic hA so

- C6ng chric, vi€n chuc chuy0n

m6n;

- Luu tri co quan;

l Giao n6p h6 so viio Luu trli
co quan

- C6ng cl.ulc, vi6n chuc chuy€n

m6n;

- Luu tr& c0 quan.

3. Quy trinh l$p hii so vir giao n6p hd so'viro Luu trii.ctr quan

II. HTIdNG DAN NOI DUNG LAP HO So CONG VTEC THEO
DANH MUC HO SO

1. Lip Danh muc hd so
- lluong dan su dung Danh muc h6 so tir Kho6n 1 d6n Khodn 4 cria Di€u 13

theo Th6ng tu s5 07/2012/TT-BNV ngdy 221) lDA12 cita 86 N6i vu.

- lham quyen ban hdnh Danl.r muc h0 so: Tht tlu&ng co quan, t6 chuc.
- Ciin cir 16p Danh muc h6 so:
+ Chric ndng, nhiqm vp, quy€n han, co c6u t6 chric c[ra co quan;

,'; '+ Ke hoach coog tiic hang nAm cua co quan, don vi vd m6i c6 nh6n;
+ Quy che lim viec cira co quan;

- Ddnh muc ho 50 cua nh[inp ndm rruoc

- T6 chric xAy dung Danh muc hd so: Vin thu - Llrr trir co quan xAy duag
du thao l)ani muc ho so cua co quan vd xin ii ki€n cdc don vi hodc cdc don vi du
..i ^ ,kren ljanh muc ho so cua don vi minh d6 vin thu - lrru tdi co quan t6ng hqp, xin y
kien ra trinh lAnh dao k1 ban hanh.



B6n Danh muc hd so ndy c6 . .......(1) h6 so, bao gAm:
........ ........(2) ho so bdo quan vinh r idn:

(3) h0 so b6o quan c6 thdi han.

QUYt,N IIAN, CHI'C VU CUA NGTIOI KV

MAU DANH MUC HO SO

TEN CQ, TC CAP TR€N CoNGHdA)L{HoI CHII NGHiA VIET NAMrtN co euAN, rO cHrlc oog]4t lg gg - re4lh,i"

DANH MUC H0 SO CUA ..... (t€n co quan, t6 chtirc)
Nim......

(Ban hdnh kim theo Quydt dinh s6 ngAy . thdng .... ndm cia .....1

56 vn kf
hi6u HS

TGn tI6 muc vir ti6u tl6
hd so

Thli han
bio quin

Don vil.nguni
lip hd so

Ghi
chri

(i) (2) (3) (4) (s)

I. Tf,N Di MUC L6N
1. T6n dd muc nh6

l leu de ho s.t

tcna Ky, dau)

IIo vi t6n

4



2. L{p hd so'

2.1. M6 hd so:
^;Dau nim, moi c5n bo, cong chric, vi6n chric c6n cu veo Dani n.rpc h6 so d6

biet dugc minh lap n]rirng ho so ndo; sau d6 l6y td bia hO so ghi nh&ng thong tin
cdn thiet len to bia ho so theo tidu chuAn Qu6c gra (quy^ dinh theo Quy€t dinh si
1687/QD-BKHCN ngdy 2j/7/2014 ctiq BA KHCN), c! thel

don vi
l+lJ IlL)

SO

T€n co quan

HO SO

,',,,--.,,,.-,,..td

Ghi ngdy,.
theng bet dau

vd ngAy,
thdng ket thuc
h6 so (\,an ban

Ph6ng s6: TTIOI HAN Bi.O QU,IN

Mgc IUG s6:

H6 sd s6:

Ghi ti6u dA h6 so:
(ghi theo phq lqc XIll

crla Th6ng tu sd
07/2012/TT-tsNV ngny
22l11/20i2 cna BNV)

Ghi t6ng s6
luong to

cua van ban
trorg hd so

Cric ytiu
16 th6ng
tin nay
do cdn
bO luu
tli c0
quan

thuc
hiQn

THBQ HS gii theo
Danh muc h6 so m:L

co quanj to chuc da
ding ki ve ban hdnh

hdng nam



- Bdn chirl vEn ban d6n cua
co quan sau khi c6 ;i ki6n
phdn ph6i cria L6nl dao.
- Ban chinh vin ban di cua
c0 quan duoc can b6, c6ng
chric. vi6n chrlc tham mmr.

Phim, anh, ghi am,
thi6t bi luu rii

(neu c6)

2.2. Thu thip, c{p nhit vin bin, tiri liQu viro hd str

Tii li6u kh6c c6
li6n quan (bAi
plat breu cua
lanh dao, tham
luan cia cAc dai
bieu tai h6i
nghi, hOi
thdo.. . )

- Tdi li€u dua vdo h0 so phai 1A b6n chinh, hoflc b6n sao c6 gi6 tri nhu ben
chinh; ri6ng hd so v6n bAn di lap tai v6n thu phai ld bar g5c.

- Tdi 1i0u vd vi6c ndo phii duoc dua vdo dirng h6 so cta vi0c d6, kh6ng dua
nhdm vdo h6 so kh6c (kh6ng ph6n bi€t v6.n b6n di hodc van ban d5n).
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2.3. KOt thfic hd s0
Thgc hi6r.r Di€u 16 cira Th6ng tu 16 OZlZOtZltt-gNV. ngoii ra phdi thuc

hi6n bi6n muc b€n ngodi vri bi6n mirc b€n trong h6 so du<rc lAp ra.

Luu j:
a t C6ch sip x6p c6c r irr bdn trong hd so

Lac \an ban trong ho sq cdn sdp x6p theo m6t trinh tU ho]r 1i, tu! theo n6i
dung \ a cac dac diem khac cua v6n ban trong h6 so dd chon m6t trong nhirng cdch
s6p xiip du6i ddy:

5. Sip x6p theo

lam quan tlong
cira tic gii vin
bin, theo cic
chuy6n tli, vAn

Oc m,l nL)r .1r rn q

\,nn bin dC cap

1. Sip xiip theo
trinh tE thiri
gian: Van ban c6
ngiy th6ng ban
hinh s6m sE dugc
xep len iruoc, vAn
bAn c6 ngdy
thring. mudn x6p
sau (Ap dung h6
so v6n de^ co
quan giao dich
hoac dac trung
t6n loai vdn bdr)

3. Sip xt5p thco
s6 th& tg cira
Yin bini DuLlo
af oung oor \ol
h6 so lAp theo
dec trung tdc giA.

Th6ng thu,n1g
ven ban do mot
co quai ban hani
tlluomg danh so

thu tu liCn tUc
theo trinh tu thdi
gian

2. Siip xilp theo
trinh tq gini
quy6t .6ng viocl
Cdc vdn bAn hinh
thdnh trong qua
triirh giai quy6t
i,An d6, su vi6c.
Vdn ban nio hinh
thAntr tru6c thi d6
lCn tr61,I, v5n ban
ndo hiih thenh sau
thi x6p xu6ng
duoi.

4. Sip x6p theo
ven chir cri A,
B, Cr Ap dung
11l]1 \ 0l cac ho sat

gdm nhilng vdn
ban lien quan
dCn cec rap o'on
tu, iAp bdn khal
c6 nhan, ciic tap
86o c6o cira cic
dia phuone...



b) Bi6n muc h6 so
- Bi0n muc b€n ngodi bia h6 so
Bia hd so dugc c6u thinh bdi c6c thdnl.r phAn: Tdn co quan, ren don vi, to

chirc, ky hi6u hd so, ti6u de nd so, thdi gian b6t dAu vd ki5t thric, s6 luong td, thdi
han bio quin, s6 luu trti 1ph6ng s6. muc luc s6, hd so s6).

KHO LLru TRLI Til,TI NN'H eiN1] (T6n kho rL,u ti])
CHI CUC VAN TfflJ Ltfu TRt'lren co quan;

PHONG eUAN Lf VAN fffU'- f,UU TRtt Gcn do11vi tap hd so)

Mi h6 sdr 20.QLVTLT (36 vd kf hi6u cna Danh muc hd so co quar)

HO SO

TiI nqey: 0l/01/2011 d6n ngev:

td

301812013

Gbm: 65

Ph6ng s6: rHdr HAN Bio euAN

Wnh vidn

MrJc lqc sd:

HA sd s6:



- Bi6n muc b6n trong h6 so
+ t)anh so to trong ho sq

Chi 1;
. lruong hop danh hxng sd, ddnll s6 phu thi tlfuh kdm chil cAi La tinh iheo

th[r tu a,b,c ( vi du 13a, 13b, 13c)
.;. Neu trong ho so co cdc tu li6u (s6ch, b6o, tap chi,...) thi chi cdn d6nh m6t

s6 chung cho tu 1i6u d6 (k!6ng dtuh s6 td trong tu lieuy.
, ,i! V iet muc luc r 5n ban rrong ho so

Cdc vin bin trong
HO SO

Denh s6 td ld d6nh s6 thu tu lien tuc ru
io s6 01 bang chii sd A+6p nhim c6
dinh thiL tq cac 10 vdn ban. rdi lieu
trong h6 so. 36 to duoe den}l bdng bit
chl tai €6c tr€n. ben phdi vdn baa. Tdi
li€u, h6 so c6 phor,g bi kdm theo van
bdn thi mdi phong bi duqc d6nh m6t s6
ri6ng; kh6ng duqc bd s6t hodc ddnh
trirng s6.

MUC LUC VAN BAN

s6 | s6, rry riou
TT i vin bin

T6n loai vir

frtch vell not

dung vin b6n

T6c gii
vin hAn

Muc iuc vdn ban duqc ghi vdo met trong cua to bia hd
so hoac danh m6y thanh td riCng vA x6p tnr6c cAc van ben
cua hd so.

Nhnng hd so c6 giri tri bio qurln vinh vi6n thi m6i vi6t
muc 1uc vin ban.

Ho so co thoi han bAo quar lu 0< nam ddr -0 -an
kh6ng viet muc 1uc vAn ban.

K,h, \ teL nuc luc ,en bdn .-org ho -o. cdc )du .o rln 1g

tin can duqc th6 hi6n dung theo vdn brln, kh6ng duoc tiry
tiCn thCm bst hodc sua d6i.



+ Vi6r chtng tu k6t rhfc
MAU cHtNG Ttr rfr rnuc

Chrng tu k6t thuc
dLroc.',iCt tren mot
td giay riCng theo
mAu in sEn hoac

vlet len mau to bra

no so ol-iclc ln san

55 luqng td
vdn ban c6
uong no so

(kdt qun
thuc hiQn

oann so Io)

Don vi b6Lo qu6n ndy gdm c6: .......=.

(Lbeng chir:.......

Muc luc vdn

Dac didm r a trang thdi cLia rdri lieu ben rrong ho (o..

....., ngdy...thdng ...ndm .....

Ngudi lip hd so
(Kj, tQn vd ghi rd ho, t1n)

Muc luc ven
bAn id ban
th6ng k€

hi(n c6 trong
h6 so (duqc
dAnn s6 td

ridng; kl6ng
du<rc ddnh

so chunS \r([
to v6n ban)

v rei Dang

cht titlng
vier (vi du:
Hai muoi
lam to)

M6 ta d4c
di6m tr4ng
thAi cua tai

liCu bCn t.ong
no so mu: I ot

hoac tai li6u
tong tin]1

uang 01 mol
met lAm hu

hai tei ]iCu...
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IU. NOP LLIU HO SO, TAI LIEU VAO Lt'U TROCO QUAN
1. Thdi hen nop luu
Didu i 1, LuAt Luu tfii nam 201 1 quy djnh thdi han giao n6p tAi liqu vAo Luu

trii co quan:

2. Thirnh phin h6 so, tiri IiQu nQp luu viro Luu trir co quan

THor HAN NoP Lrru Ho So, TAr
LIEU VAO LLTU TRU'CO QUAN

Tai lieu
nghiOn criu

kioa hgc, ring
dpng khoa hgc

c6ng ngh6:
Trong thdi.han
0l nim ke trr
khi c6ng trinh
duo. c nghiem

thrr chinh thuc

Tdi lieri anh,
phim diQn enl;
micr6phim; t,ri

liQu ghi Am,
ghi hinn, tdi
liCu dien tu:

Trong thoi hp
03 thing ke tu
k1li c6ng vi€c

kei thuc

Trudng
hgp c6 nhu
cdu giii 14i

h6 so, tii
liQu da d6n

hqrn nqp
luu kh6ng

qu, 02

nIm

Tni liQu

x6y dqng
co bin:

Trong thdi
h4n 03

thdng k6 til
khi c6ng

trinh dugc
q,.,y6t toan

THANH PHAN HO SO, r,A.r I-IEU
NOP VAO LIIU TRII CO QUAN

Hir so c6ng
viec c6 thoi

han tu 05
n5m d6n 70

nim

Hd so c6 thoi
han vlnn vI€n
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Chri f: Nhirng 1o4i hd so, tdi li6u sau kh6ng duoc dua vd.o Luu trii co quan:
l,- Ho so nguyen rac duoc dung lam cdn cLr da theo ddi. giai quydt cong r iec

lnuoc lrach nhlem cud mor ca nj]an. duoc ca nhan gii ra co the tlr loai huy kJri v;n
bein h0t hi6u luc thi hdnh.

- Ho so \ e nJl irng corg r iec chua giai qul et xong.
',;- Ho so phor hqp giai qu).et c6ng vi€c ftrudng hqp trirng v6i h6 so cua dcm

vi ahu tri).

3. Thi tgc nOp luu hd so

BEN GIAO VA BEN NHAN

BEN GIAO
C6 TRA.CH NHIEM

- Hoirn thi6n vi6c l6p h6 so;
- X6c dinh nhirng h6 so c6
giri tri luu trii vd thi5ng k€
thdnh "Muc luc h0 so, tdi
li6u n6p luu";
- Nhftng hd so d€n han n6p
lr-ru nhrmg cAn giti lai don vi
cie phuc ru cong riec phai
duoc su dong 1 ic thoi han
giao nOp cta Thu tru6ng co
quan.

BT,N NI-I,dN
CO TR-A.CH NHIEM

- Hu6ng ddn vioc chuAnii hd so,
tiri 1i6u siao noo:
- Tidp nlrdn ho "o. rai IiQu giao
n6p kdm "NIuc luc h6 so, tdi li€u
rrQp luu";
- Ldp Bi€n ban giao n6p tii li6u;
"Mgc luc hO so, tdi li€u ndp lrru"
vd "Bi6n ban giao nha.n tdi 1i0u"
phii du<rc lep thtuh 02 bdn: Don
vr noac ca nnan gtao nop tat lteu
\a I uu tru co quan gii moi loai
01 bin.
- KIrr Trep nhan ho 50 can kiem
tra, d5i chi6u v6i Danh muc h6 so

, ,lva ,vruc tuc i]o so nop ILru: truong
hqp phat hien lhieu ho so rhi r er_r

cau don vr. cd nhan b6 sung.
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3.1. Muc luc hd so, tiri li6u nQp luu

MUC LUC HO SO, TiI LII.qU NOP LLfu
TtN EON YI fuop hru tdi ti€u)

MUC LUC HO SO, TAI LI4,U NOP LUII

Muc l1c nriy g6m: ........... h so (don vi bAo qudn).

Vi€t b6ng chii: ........... ........hd so (dor vi bao qudn)

Trong d6 c6:

ho so i don r i bao quiin r bao quan r inh r iin:
ho.o (dor vi bao quan) bao quAn co rlroi han.

.., ngity .... thdng .. ... ndm 2a... ....

Ngtli l{p
(K1l vd ghi rd ho ftn, chtic yu/ch c danh)

Hu6rg d6n c5ch ghi c6c c6t:
(-o. l: Chi so thLJ tLr crra hop hoac cap rdi lidu giao nop.
( 0t 2; Chi so va k1 hi.;u cua ho so nhu rren bia ho so.
( or l: Chi lieu de ho so nhLr rren bia ho so.

COt 4: Ghi thdi gian som nhet va muQn nhat cua \6n bdn, tai liQu trong

hd so.

Cot 5: Ghi thdi han b?ro quin cira hd so nhu trdn bia h6 so.
('01 6: Chi tong so ro rai liiu co rrong ho so.

Cot 7: chi nhirng thong tin cAn chir j, vd n6i dung vd hlnh thirc cta vin bAn

c6 trong hd sn.

Nim 20...

Ti6u tld hii so

:13



3.2. Bi6n bin giao nh{n hd so, tiri liQu

TENCQ, TC CAP TR€N CONG HOA)(T.HOI CHU NGHIA VIET NAM
TtN CO{UANJO CHrtC Doc lip - Tq do - H4nh phric

. .... . , ngdy thdng ndm 20.....

BITNBAN
Vd viQc giao nh6n tni liQu

C5n cir ThOng tu sO OZlZOlZnt-nNV ngity 22 th6ng I 1 n6m 2012 cria 86
NOi vu hu6ng d6n qu6n lf vdn bar-l, ldp hd so vi nQp luu hd so, tdi li6u vdo Luu trt
c0 quan;

Can crl ............ (Danh muc hi s,t ndw ...., Kd hoach thu thAp fii heu..... ),
L nung tor gom:

BtN GIAO: (t€n don vi giao n6p tdi ti€u), dai dr€nlir:
- 6ng ftd):

Chirc vu c6ng t6clchfc danh:

BtN NHAN: (Ltru trfi co quan), dai di€n ld:
- ung ( ba):

Chirc vu cdng t6clchirc danh:

Th6ng nh6t lap biCn bin giao nhAn tdi li6u v6i niirng n6i dung nhu sau:
1. Ten kh6i tdi li€u giao n6p:

2. Thdi gian cua tdi 1i6u:

3. 56 lur:ng tdi li€u:
-; ,i , ^- rong so nop (cap):

- fOng s6 h6 so (don vi b6o qu6n); ............. euy ra mdt gi6: ..........m6t
3. Tinh trang tiri li0u giao ndp:

4. Muc luc h6 so, tdi 1i6u n6p lrru kdm theo.
Bi€n bar.r ndy duoc 16p thdnh hai bin; b0n giao (don v! /c6 nh6n) git m6t
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bdn, b6n nh6n (Luu trii co quan) git mQt ban./.

DAI DIEN B6N GIAO
(K! ftn vit ghi rd ho ftn)

3.3. Luu thri tgc nQp luu

DAI DIEN BTN NHAN
(Ki tAn vit ghi rd ho tAn)

LIT.U GIII TH[]
TUCNOPLt,U

DON VI
- Mpc lpc h6 ss, tdi
liQu nQp luu (1 ban);
- .Bi€n ban giao nh{n
h6 sd, tei [Cu (1 ban).

CA NHAN
- 1vluc tuc no so, tal
lieu nop luu (1 ban);
- .Bi6n ban giao nh{n
h6 so, tai [eu (1 ban).
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