
.UY BAN NHAN nAN CoNG
TFIAI{H pnd uo cni vtn u-l - -

SO NQI VU

HoA xa ugl cHU Nclria vmr NAM
Pp:lAE:_Tql do - H4nh phric

s6: dj3L rHD-sNV Thdnhphti nA Cnt pttnh, ngdyof thang 7 ndm 2016

HUffiG nAiv
y-qca1e tdc luu trfr 56 hQ tich, hd sa iling tcf hQ rich

t4i Uy ban nhin dAn qufln, huy$n, phucrng, *i, tt i irdn
trOn rlia birn Thinh phd

Thuc hipn i ki6n chi dpo eiia IJy ban nh6.n ddn Thdnh ph6 tai C6ng vdn s6
11067NP-PC].{C ngay,l6 thdng r 1 ndm z}rs crja vbn phong uy ban nh6n dan
Thdnh ph6 vA viQc chdn chinrithiCIu s6t, r.rra. prrp.;;;hf#**;;;.hA;
ITq, hj?t:Ye c6ng tdc luu trf, bqo qu6n vA khai th6c So tre tich trtn dia bin
Thenh ph6, so Nqi vu hu6ng dan vA c6ng t6c luu trfr so rrq tich, h6 ,o darrg ryh0.tich tai uy ban nh6n d6n quan, huyQn, [h,r*g, *a, trritu";;# ;ir ban Thanh
ph6 nhu sau:

L CO SO pH,q.p Lv
1, Lu0t Luu trft sti oUzoi i/Qltl3 ngay 1t rh6ng l1 ndm 2A1r;
2. LuQt FIg tich sa aonai41eHl3 ngey z0 th6ng 1 i nbm z0r4;
3. \ehi dinir s6" 1n/2A15 ngAy 15 th6ng 11 ndm 2AI5 cria Chinh phtr quy

dinh chi tit5t mot so oiau vd biQn p[ap thi ha*iru0t H0 tich;
4..Th6ng tu sd A\/2011/TT-BNV ngdy 03 th6ng 6 thdng2011 c,ftq pi lili

vu quy dinh vO thli,h4n b6o qu6n hd su, tAi liQu hinhthAnh pitrO Uian trong hoat
dQng cria co quaR, t6 chfc;

5. Th6ng tu s5 1512015/TT-BTP irge{ 16 thang 11 n5m 2015 cria BQ Tupllq::{ {i1r! chi titit thi hdnh mQt sti aiAu cria Ludr HQ tich vi Nghf dinh
sdl23l2a15alE-cP ngey 15 th6ng 1r nim z0l5 cua chinh phir quy ainn,ru
titit mQt sO CiC,t va biQn ph6p rhi hAnh LuAt H6 tich"

rr. rHAM vr Brtu cHimn vA Eor rrtgNc ar nr;Nc
Vdn ban ndy hudng d5n mQt sd nQi dung 1i0n quand6n c6ng tdc luu trfr 56

hQ tfch, h6 so dlng ky hg tfch; dugc dp 
"dpng 

aoi voi uy ban tiran ddn qusn,
huygn; Phong Tu phdp qu4n, huyQn vi {Jy ban nh6n d6n phuomg, Xd, thi^tian
trdn df a bin Thdnh ph6 (gqi chung ld cdc co quan).

m. NQr DUNG THUC HrpN
1" Tr6ch nhiQm quin I)t 56 hQ tich, h0 sa cling ky hQ rich

cin cri quy dinh tai Di6u 6 vd Di6u 2s Lultluu,trft,.nguoi dune dAu co
quan c6 trdch nhigm chi c14o thuc hign viQc thu th0p, s6p x6p, phdn lo4i, chinh



ly, bAo quf,n vi sir dung SO hO tieh, hir so dbng"ry tO 
tich" Sip 

16p, 
bO tri Kho

Luu trft c6 diQn tich phu hep; ddu.iu iruog thi6;bi phucrng tie; cAtt tfti6t CC Uao

v0, b6o quan an toin^s6 h0 tich, h6 so deng ry ho tich trong pham vi qu6n iy"

2. Thdi h4n bf,o quin S6 fr6 tich, hd so ildng kf hQ tich

Theo quy dinh tai

12312015/ND-CP; Th6ng
I5I20I5/TT-BTP: SO h0

vTnh vi6n"

3" C6ng t6c qu6n lY' chi tl4o

a) BO tri I(ho Luu trft c0 quan

- D6i v6i Phdng Tu ph6p quan, huy$n: Tiry theo di6u kiQn, tinh hinh thpc

ti5 c6 the b6 tri mot phdng c6 dipn tich phu hqp lim Kho Luu trff oo qu"an,trong

;;;; il trfr so tr6 tictr, 
"nA 

ro d[ng ky h9 tich hoac c6 tho b6o quan s6 h0 tich,

hd ;; ia"g C nO ii.i, trong Kho tu,rtrir tfp trung eua Uy ban nh6n dAn qufn,

huyQn.

, poi v6i uy ban nh6n.d6n.phucrnE,,xd,thi tr6n: Tty theo quy m6 kh6i

lugng hd so, tdi liQu hipn c6 cAtt sap x6p, b6 tri mQt phdng.c6 diQn"tich phu hqrp

lim Kho Luu trft co quan dC thu tliQp vd b6o quAn dAy dri h6 so hinh thdnh trong

qu6 trinh hopt dQng, tiong d6 c6 SO hO tich, h6 so ddng ky h0 tich.

- Kh6ng 66 ehcvft dpng kh6c ngoii hd so, tdi liqu iuu trfr trong Kho Luu

trt co quan.

b) qO ffi nguoi lirm cdng t6c luu trft c6 trinh dQ chuy6n m6n, nghiQp vU

phu hqp Ae tO chirc thlrc hiQn tdt nhiQm vp Luu trft co quan"

c) XAy dUng vd ban hanh c6c vdn b6n quAn ly c6ng t6c vdn thu, luu trff:

Quy ch6 c6ng thclfnthu, iuu trft, qgy dinh vO quAn ly vA khai th6e su dpng tdi

liQu luu trir, trong d6 c6 SO nO tich, hO so ddng lcy h0 tieh'

d) Cri c6n bQ, c6ng ehirc lim cdng tilevdnthu, luu.trfi vA c6n b0 lAm c6ng

t6c hQ tich tham giu 
"a. 

iop diro tpo, Udi AuOng, tpp huAn nghiQp vg luu trir do

Thanh phO tO chfc.
. d) T6 chirc thUc hiQn viQc thu thpp vd quin ly th6ng nhAt nO so, tii liQu

hinh thanh trong qu6 trinh ho4t dQng vAo Luu trft co quan theo quy dinh, trong

d6 c6 SO irQ tich, h6 so ddng kf h0 tich"

e) 86 tri kinh phi mua s.im trang thi6t bi bAo qu6n hd so, tdi 1i0u eira co

quan, trong d6 c6 SO nO tich, hd so d6ng hi h0 tich'

4. Cdng t6c luu trir 56 hQ tich, hd so il5ng [i hQ tich

a) COng t6c thu thfP

- Luu trft co quan pn6i hqp vdi c6ng chfrc ldLm c6ng t5c H0 tich thu thap

t6t ch 56 hO tich, hA so dang iry hO tich tu tru6c d6:n n6m 2015 vdLo Kho Luu trt
c0 quan. 
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DiAu 5 B Lu6t H0 tich; Ei6u 12

tu sO 0912011/TT-BNV vA Di6u 28

tich vA hA so d6ng lqy h0 tich co thoi

l.{ehi dinh sO

Th6ng tu sO

han bio quAn



- Nbm 2016 vA nhirng nim ti6p theo: Hdng ndm, sau khi kh6a SO h6 tieh,
c6ng chire ldm c6ng tde H0 tich c6 tr6ch nhi€m giao ngp SO nO tich, h6 sg dlng
Ly h0 tich vdo l,uu irm oo quan Ae bao qu6n theo quy dinh. ' ;

b) c6ng t6c phan lopi, chinh ry, s6 h6a s6 hQ tich, h0 so ddng ky h0 tich
RA so6t, th6ng k€ so iugng, eh6t luqng, tinh trpng vpt ly so tr6 tich, h6 so

ddng h/ h0 tich tai Kho Luu trfr co quan"

- Edi vdi 56 hQ tich:

+ PhAn loai 56 hQ tich theo timg t6n loai cria 56 vA n6m hinh thenh"

A " .- L?p Yuq luc s6 hQ tich hiQn dang luu trft tpi Kho Luu trt co quan (MAu
s6 1 efra Php lpc kdm theo)"

+ Sip x6p, phf,n chia 56 h0 tich theo dcni vi b6o qu6n (ho[c nh6m s6) r7;o

l9e 9a: gu{: Tiy rheo kich thu6c so tre tie}r rung n6m (c6 kh6c nhau), ,ap 
"6pSd h0 tich vdo hqp b6o quAn c6 kich thudc pht hqp. Udi Acrn vi b6o quan rO tt

2 ddn: SO tiQ tictr.

+ Ddn nhdn hQp, ghi sO thtr tu hqp bAo quAn SQ frO tich (MAu s6 4 cua php
t"tl" kdy.lh::)'.P61"*"* :linh gita b6 g6y theo ehi6u dimg r,:u r,ep b6o qu6nl
ddng thoi ghi ddy dir c6c th6ng tin tr6n nh6n"

- Ddi vdi hd scr ddng ky hQ tich:

L?p hO so cho trmg h6 so ddng ta/ hg tich vi phdn chia thinh trmg don vi
bAo qu6n nhu sau:

+ Lap hd so cho m6i h6 so d*g lry ho tich: sdp x6p, dinh vi thinh phAn
tAi liQu trong timg hd so vA gdn Th6 hlsovdo tilrg h6'so fitaa,i rO 3 crja phu luc
kdm theo). '

1 
TilI theo thdnh phAn cria timg lopi h6 so d6ng ky hO tich, c6 th6 phdn

ehia, sdp xdp theo t*gg dcm vi b6o quin. M5i dcrn vi bAo qu6n c6 d6 ddv kh6ns
qu6 03 

.r"t" Yi dp: E6i vdi h6 so ddng ky khai sirrh, e6 th6'sfp xcp tL ;6 d6;;i
hO so vdo mQt dcrn vi bAo qudn.

+ M5i dcrn vi bio quin cAn lpp Mpc luc h6 so ddng ky ho tich trong dcm
vi bAo quAn d6.

TOng hqp t6t-cA t$pc lr,rc hO so ddng ky hO tich hiQn dang luu trft tai Kho
Luu trft co quan (MAu sO 2 cfia php lpc kem tleo)

+ Sip x6p c6c don vi bAo qu6n vio hQp h6 so"

+ D6n nhdn hQp, ghi so thrr tu hOp b6o quan h6 so d6ng ky hq tich (MAu
sO 4 .ria Phq luc kem thJo)"

": Pl bao quan vi khai thdc sri dung hiQu qu6 vi tr6nh hu hong s6 h0 tich
qua nhi6u l6n khai thilc; Thir trucrng co quan chi- dpo x6y dpg tcti tr-oach s6 h6a
so iro tieh do bao quan, sri dpng vaiang .uo tuoirr.." r* s#o rful'.

c) xcp hQp bao quan so no tich, h6 so d6ng rv ho tfeh iOn gi6, kQ



- Ki6m tra hoin thien viQc sap x6p s6 h0 tich, h6 so d6ng ki h0 tich vao

hQp bAo quin"

- Slp"xep hop 
9a*o 

quin S6.hO tich, hO 1o 
dlng ky h0 tich 16n gi6' kQ: HQp

b6o qu6n 56 ha ti.rr, rto ,o daog h/ ho tich phai dusc xtip dtmg tr6n gi6, kQ bio

qu6n hO so"

- Lap so dii quin li SO hQ tich, h6 so ddng h/ h0 tich trong Kho Luu trft.

Nhemqu6nly,khaith6csirdrrngtotsoh0tich,h6sogqt"g"Y.h0"tich,
cdn bQ, c6ng .[tr dugc phan c6ng b6o quirn, khai thAc su dpng SO h0 tich, hO so

d6ng ky h9 ticfr can iip ir Ao quin iy M*c iuc hO so SO hQ tich, hii so ddng ky

h0 tich trong Kho Luu trfi.

5. B6o quin S6 fr6 tich, hb so ddng kf hQ tich

a) T6 chirc vQ sinh; phun thu6c trir m6i, mgt, c6n trung AOi vOi SO hO tioh,

h6 so dSng hi h0 tich

Einh ky 5 th6ng 1 lAn, Lru trt oo quan dA xuAt thtr trucrng co quan, tO

chirc thUc hiQn c6c viQc sau:

- VQ sinh Kho Luu trft co quan, tii 1i0u luu trt; SO hO tich, h6 so ddng ky

h0 tich;

- phun thu6c phdng, ch6ng m6i, mgt, c6n trirng eOi vOi tdi liQu luu trft; 56

h0 tich, hd so ddng kY h0 tich;

b) C6c y6u cbu khSc

- M6i truirng trong Kho dAm bio yOu 
9Ar1 

pach s6, tho6ng mdt, x6nh dm

frtep,h6nh 6nh s6ng m{t troi chit5u tryc ti6p viro hO so, tii liQu luu trt'

- HQ th6ng diQn chi6u s6ng trong Kho vd bao vQ ngodi Kho dugc lep dat

ri6ng; c6 phucrng tiQn d6ng, tgSt diQn chunF tho Kho" Euhng day dign trong

ffro pirai ihUc hiQn theo y6u cAu cua ti6u chuAn ky thuflt an toAn dien'

- Kho Luu trft phii duqc trang,Ui AAV du c6c phucmg tiQn, thi6t bi theo ydu

cAu phdng chhy, chta chiry, n6 vlr ch6ng s6t.

- Thuong xuy€n ki6m ft7 antoin hQ th6ng dien vi c6c phucrng tiQn, thiSt

bf.phdng ch6nich6y, n6 vd chOng s6t"

6, Khai th6c,sfr dgng S6 hq tieh, hb so dlng lcf hQ tich

pC Uao quin, khai th6c su dpng tdi liQu luu1rfi, S6 hO tich, hd so ddng ky

h0 tich dung quy dfnh, tr6nh hu h6ng, thAt lac; d6ng thcvi x6c dinh tr6eh nhiOm

quAn Iy; ehi.o qrru.t xdy dpng quy dinh khai th6c, 1u dpng tdi liQu luu trft, Luu

tit co"quan c6 tiaenrhiqm trirc titfp phuc vp nhu cAu khai th6c st dpng tii liQu

luu trft, 56 h0 tich, hti so ddng lry h0 tich trong Kho Luu trfr co quan.

7. Mua sirn trang thi6t bi bno quf,n

Thu trucyng.co quan quan tAm b6.tri kinh phi mua s6m trang thi6t bi bdo

quAn SO hO t!ch, hd so ddng ky h0 tich g6m:
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a) Gi6 bdro qudLn;

b) Hop bio qu6n theo ti6u ehuAn, quy c6eh phi hgp vdi kfch thu6e SO h9
tich hiQn c6;

c) Bia h6 so bAo qu6n h6 so ddng ky h0 tieh;

d) The h6 so;

d) Thi6t bi phdng ehdy, ehfia eh6y; m6y hfit Am, qupt th6ng gi6, m6y di6u
hda nhiQt d0". 

"

rv" 16 cHr"Ic rHUc r{rFN
I. D6i veri Uy ban nhffn dAn qugn, huyQn

a) chi dao Phdng Nqi w t6 chfie thgc hi6n cdc nQi dung c6ng viQc nhu
sau:

- Tham muu tri6n khai thpe hipn, d6n d6e, theo ddi, ki6m tra cde co quan
thue hi6n Hu6ng d6n niy.

*lr*i.
TOng hgrp, b6o e6o i<6t qua thgc hi6n; nhfttrg kh6 khdn, vudng m8c va

kiOn nghi efia co quan trong qu6 trinh thpe hign Humrg d6n ndy-uA Ct i.ltc VEn
thu - Luu trft" li;.'.

F) Ctti dpo Phdnq.{.ii,:hi"n - K6 hopch ph6i hqp v6i Phdng Ngi v,u tham
muu d0 xuat kinh phf cho vi$b flrr;c hiQn b6 tri, xay dtmg, c6i tao, n6ng c6p Kho
Luu trff, ehinh f:i va ppa rfm,.tf:ang thi6t bi b6o quan SSfrO ti;i,'ht; ffi kt
hQ tich eho c6c co quan. ,

2" E5i vcri Phdng Tu ph6p gu$n, huypn vi uy ban nhffn din phulng,
x6, thf tr6n

p) fO ehric thpc hiQn c6c nQi dung li6n quan d6n c6ng tdc luu trfr SO h9
tich, h6 so dbng ky h0 tich"

b) Bd trf hoflc dd xu6t kinh phf x6y dung, cai rao, ndng e6p Kho Luu trft,
ehinh ly va mua sfm trang thi6t bi bao qu6n so trO tich, h6 ro?ang ky hQ tich.

c) Mua sim bia, h0p, cip, gi6 kQ bAo qu6n SO trO tich, h6 scr ding ky hq
tieh theo quy dinh.

. 3. Edi vcri Chi cgc Vin thu - Luu trflr
a) -Xiy dWrg kt5 hopch ki6m tra mQt s6 co quan trong viQe thgc

Huerng ddn nAy

.b) BO sung nQi dung c6ng t6c luu trfr SO hQ tieh, h6 scy ddng ky hO
vio kO hopch ki6m tra c6ng tdc v5n thu, luu trft dinh icj'hing nbm"

4" Ch6 tIQ th6ng tin bio c6o

a) Uy ban nh6n din qufn, huyqn ehi dpo:

hi0n

tich



- Phdng NQi v.u t6ng hqp vA b6o e6o k6t q,ue thgc hiQn e6ng t6c lru trfi 56

h9 tich, hA sJ dbng lry hO tieh trong b6o c6o k6t qui thge hign c6ng tde nQi vU

ndm vA Chi cgc VEn thu - tuu trft"

- Citc, c0 quan thlrc hiQn hoin thanh c6ng t6e luu trir 36 h0 tieh, hA so

dang ky hO tich tiu6c ngay : i tnang 12 nam ZglZ vA b6o c6o vA Phdng NQi vu

tOng hqp vir bio e6o vA Chi cpc V5n thu - Luu trft"

b) Chi cpc Vdn thu - tuu trfi t6ng hgp tham muu Scv Noi"vU b6o c6o Uy

ban nhfin dAn Thinh ptrO tc6t qu6 thpc nien cOng t6c b6o quin SO hO tieh, hA so

ddng ki hO tich vd nhimg kh6 khbn, rrvcrng m[c, ki6n nghi oria c6c e0 quan"

TrOn d6y li Hu6ng d5n cira Sd NOi vU vA c6ng tAc luu trft 56 hq tich, hO

so ddng kf hO tich tai U]' Uan nh6n d6n qufln, 
"huyeo, 

phucmq, x{, thi O6"l 
"o:t

dia bin Thanh pht5" Trong qu|trinh thUc hiQn n6u c6 vufng mdc cAn trao d6i, dC

ngh! 1i6n h9 Chi cpc V[n-thu - Luu trir (dia chi TAng 6, Cao 6e IPC, tO t+gg pai

lfl Nguydn Vdn Linh, phu.ong TAn Phong, Qufln 7, diQn thopi sO 37"760.69D de
. 4., .?o

phdi hep giAi quydt.l" yz
Noi nhQn:
- TIBND qufn, huyPn;
- Phdng NQi vu, Phdng TuphSp qufn, huyQn;

- UBND phuhng, xe, thitren;
- Cuc Vnn thu vd Luu tr'ft mN 1e6 b/e;;
- Uy ban nhAn dAn Thdnh ptr6 (46 Utc);

- Sd Tu phdp;
- PGD SNV phu tr6ch;
- Chi cec VTLT (2b);
- Luu: VT.E

s0 H0r

\/\
\,t

uu ]:

Tnrcrng Vin Lfim



HA)

fg $$rJMAUMU
HO SO PAXC XV

(KDm rheo Ha6ng din taSlilt.

1" Mdu s6 1: Mpe lue 56 h0 tich"

2" Miu sti 2: Vtpc lpc H6 scr ddng try h0 tich.

3" MAu sO 3: Th6 hO so ddng ky h0 tieh"

4" MAu 16 4' Nhatr hgp"

:cH, MUC LUC
HO SO VA NHAN HOP

otthdng 7 ndm 2016 cua Sd Nli vu)



]!

.l*' 
n

MAu sd 1: Muc lue 56 hd fich '

utl C0 euAN, Td emrlc (r)

MUC LUC so ." .""""(2)

PHONG " " ".(t€n ph6ng/suu tflp, khdi tdi iieu nQp tuu) (3)

Tir ndm ""d6n nim .

-. ^.4. A -A ^A Alu so so "....,.,.den so so

- Ph6ng s6:" . . cri h4n b6o quAn

- Mgc lpc s6 (Quy6n sO;: " " Vinh viSn
- 56 trang:. " ".,.

l" MAu Bia Muc luc 56 hd fich

Hufng d6n cich ghi:

(1) Ghi t6n co quan, t6 chirc hinh thanh tdi lieu.

(2) qhi t6n cp th6 cua tirng loai SO" Vi dp: Mpc lUc 56 Ddng icy khai sinh, Mpc
lpc sO D[ng ky lcdt h6n",

(3) TOn ph6ng: Ghi t6n co quaR tpi thoi di6m hinh thenh tAi li€u"



2" VISu M\rc h;c 55 hQ tich

MUC tVC SO .."(*)

Ttr nim €neo.o d6n nim ""","

Thdi gian tri n6m. . . " ".. d6n nim.

56 trucrng hgp dugc ddng ky:

Hu6ng d6n cdetr ghi:

(n) MUe lpe 56".": Ghi cirth6 t6n 56. Vi dp: M\re lpc Sd DEng h;i kiith6n, Muc
Lr,rc 56 Eang tcy khai sinh...

(1) Ghi tO tfrt ts cua 56 hQ tich.

(2) Ghi s6 vi ky hi?u etra 56 h0 tich.

(3) Ghi ti6u dO 56 h0 tich.

(4) Ghi thoi gian mo vh d6ng cua 56 h0 tich"

(5) Ghi t6ng s6 trudng hqp dbng ky c6 trong SO trQ ticir"

(6) Ghi nhfttre th6ng tin cAn chu y vO nQi dung vA hinh thric cria SO trO tich.l.

S6 ttrrl
{r 56

s6, ky"
S6

hi6u meA *l 
^lI teu oe 50

lfhcri gian
hinh thhnh

S6

s6
trulng

hgp el6ng
kv

Ghi ehf

(1) Q\ (3) (4) (s) (6)

Mgc lpc SO c,6: ..."." quy6n.



M6u 2: Mse luc 116 so cling kf h0 tich

1" MAu Bia Mqc tgc hd so dlng ky hQ tich

rfiru co euAN, TO cr{rlc (1)

lwuc LUC H0 s0 .""(2)

PHONG , " " "(t6n ph6ng/suu tpp, kh6i tii liQu nQp luu) (3)

Ndm

Tir hd ro rd ""el6n hd scr u6 .."

-Ph6ng16'....,.".. Thbi hpn bAo qu6n
.x

vlnn vlen- M-\rc lqc s6 (Quy6n s6):
-56trang:".".."

Hufng d6n cdch ghi:

(1) Ghi t6n co quan, td chric.

(2) Ghi cU th6 Mpc lpc ctra tirng loai hd so. Vi clu: Mpc lUc HO so Edng ky khai sinh,
Mpe lgc H6 so E[ng ky k6t hdn...
(3) Ten phdng: Ghi tOn co quan t4i thoi ditirn hinh thdnh tdi li€u.
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2. MAu MUe tgc hA scr ddng \i trQ tich

MUC LIJC rro SO"." (*)

Nim "..""

Mpe lgc ndy g6m: " . " . ". hO so (dcm vi b6o qu6n)"

Vi6t bang chft: . h6 so (dcrn

vi bAo qudn).

...., ngdy "".. thdng "" "". ndm 20.." ..""
Ngucri l$p

(Ky vd ghi rd hp r€rc)

Hufng d6n c6ch ghi cie cQt:
(*) Ghi cp th6 Mpc lUc cua fimg loai h6 so" Vi dp: Mqrc lpc H6 so'Ding ky khai
sinh, Mpc lpc H6 so Dhng ky ket h6n. " "

Cqt 1: Ghi sO thir tg cfa h6 so.

CQt 2: Ghi sd va ky hiQu cua hd so nhu Thd hii so"

Cqt 3: Ghi ti6u dA h6 so nhu tren Thd hd so.

CQt 4: Ghi thdi gian scnn ntr6t va muQn nh6t cria vdn bin, tii liQu trong hil so.

CQt 5: Ghi thdi h4n b6o qu6n cira hd so nhu tr6n bia Muc lue.
CQt 6: Ghi tdng sO td tAi lieu c6 trong h,5 so"

CQt 7: Ghi nhirng th6ng tin cAn chir f v6 n$i dung vd hinh thire eta v6n b6n c6

trong hO so./"
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s6 rr
hd scr

56,tf
hi6u HS

Ti6u OG tr6 scr
Thli gian

hd scr

Thli h4n
b6o qufrn

^.( ."5() t0
Ghi
chri
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M6u 3: Thd hA so cldng kf hQ tictr

rEN CG QUAN, T0 CmrIC (r)
56:". ."lndm.(2)

Ho S0.""(3)

Thinh phAn h0 srr g6m:

)
aJ"

4"

n
uil
n

Ghi chri:

Th6 hO so dusc in tr6n kh6 giAy A8 (kich thudc 74mmx 52mm).

Hufng d6n cfch ghi:

(1) Ghi t6n co quan, t6 chfc hinh thdnh tdi iiQu. 
"

(2) Ghi sd thf tp cira h6 so trong n6m. Vi dp: 56: 0l /2016, St5: 85nAI6
t\\1

(3) Ghi t6l cU th6 trmg loai HO so. Vi dp: H6 so Ddng lqf khai sinh, H0 so
Eang ky k6t h6n". 

"

- l, 2, 3, 4 "..: LiQt k6 thinh phAn hd so cu th6 theo quy dinh d6i vdi timg lopi
hd so h0 tich"Vi dU: D6i v6i h6 so Khai sinh thdnh phAn g6m c6:
+ Gi6y chfmg sinh"
+ Td khai"
I

- Ki6m tra nhfrng loai h6 so nio c6 trong thanh phAn h6 so thi d6nh dAu X vio
6 vu0ng.
- BAm fhe hO so chung voi thinh phAn h0 so"

I2



M6u s6 +. Nhdn hdp

1" Mdu nh6n hQp bf,o quin S6 nq tictr

rtx co euAN, TO cHUc (1)

TEI{ SO".. (z)

A

HQF SO...o.. (3)

Tir n[m oooo.oo D6n nXm oocooc

Tir S0 sd "., "..
Eiin Sd sO

2" M6u nh6n hQp bfro quin h6 scr DK hQ tieh

Ghi chti:

MAu nhfln hQp:

a) Hinh dpng: Hinh chft nh4t

b) Kich thude: Dii i20mm,
rQng: 90mm

e) C6c th6ng tin tr6n nhdn vd
kY thuflt trinh bdy (theo m6u)

Hudng ddn crlch ghi nh[n
hOp:

(1) Ghi tOn eo quan, t6 chric
hinh thdnh tii liOu"

(2) Ghi t6n cp th6 cta tung loBi
S6 trQ tich, hd scr dlng ky h0
tich. Vi du:

- 56 Ding ky khai sinh, Sd

D[ng ky kCt h6n.. 
"

- Hd so Dang, ky }drai sinh, Hd
so Edng ky ket h6n" " "

(3) Ghi so ttli t hQp" Vi dp:
HQp s6 01, HQp s6 02.."

rBnu co QUAN, T6 CHUC (1)

HO SO"." (2)

HOP SO...o.o (3)

NIm.o.e o..

Tir hO su s6."..,"
D6n hd so s6" ". "..
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