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N6i vu ve huong diin tiud.n lj i,5n ban, 16.p ho so va rrop luu ho sc, rrii lieu vio- Luu trir co qusn; 'fh6ng tu sd A9nA11/I"T-BNV ngay 3 thing 6 nir:r 2011 cua
86 NOi vu quy dinh vt tho'i han bio quAn hd so, tii iieu hir-rh thanli ph6 bien

.', trong hoat,iQng crla c6c cCI quan, i6 chirc;
So ]'i6i ,,,u hudng din c6ng tdc 1Ap h6 so va giao nOp hA so. tai li6u vao Luu

tr-r". r-cr.,'tn n]:U SIU:

r. QUY Dri{t{ crtuNc
1. Pham vi vi d6i tu'o'ng rip rlung

1.1. Huolg d5n nA1, qr-ry cJinh i,iSc lAp ho so.,a 
-u.iao 

n6p ho so'. t:li li€L: hrrrr
thin.h trong qua trir-rir theo d5i, -qiai qu1,et cong viSc thudc chirc n[ng, nLiclm r,Lr cLra

co quan, td chfrc, c.{ r*rin tai c5.c cu^ quan, to ch*'c lr8n cTia ban tinh.

1.2. Huo'ng d5n ni.y duo-c 6p dung d6i voi cd-c co'quan, to chilc rrha nuoc,
tO chirc chinh tri xi hoi, tO chuc xH h6i nghe nghiOp, t6 chuc kinh te. clon vi vi
trang nhAn dAn, LTBNND clc hu1,dn, thanh pho, UBNIJ cac xI, phuong, rhi rlin
(sau div goi chr-rng li cac co qlran, to chirc).

2. Gririi thich tu'ngu'
- "1-l6,so"'.' Li\ m6t.tip tdi lier-r c6 li€n qLran ''o'i nhau r,€ nr6t .,rin ci6, niSt srr

vi0c, nrot doi trrong cu th€ holc c6 dirc dierrt chung, hinh thlnh trong qui trinh theL;
d6i, giii quy6t c6ng viOc thu6c pl'rarn vi chuc ning, n1ii6m vLl cua co quan, tO chr-r'c,

cii rrhAn.

- "Lo.p lii stt"; La vi0c tqp hqlp,,'a sip -rep r'51 bair, tai lifu hlrti tfultnh tronii-
qu;i trinh lheo cl6i. gidi qLri,et 65ng.,,i6c thanh h6 scy tJreo nguv8n 1-ic vi phLLo:ri
phap nhit dinh.

- "Do'n t,i bito qtttin " la don r,'i thong k0 trong nghi€p vu luu trii. clong Lhoi
':durng de qrran ly, tra tiur tai li6u. Do dny cua rrdi clcrn vi bao quAn khong qud 03 cm.

NOu m6t h6 scr co ii vin bin, tai 1iclu thi 16p m6t do-n vi bio quin. NOu rl6L hO so'cir
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nhiiu vin ban. tai li6u thi dur:'c cl-ria thanli lrhieu tip v:i nrSi tap trong h6 so do la

iniit do'n ."i i;ic quan.

-"Daph rtttc lti.scy"'. Lai:ang ll€ h3 thbn-il cfc ho so dr-r kien hinh thanil

trong qu6 frinh hoql c16ng cua co' quan, td chuc trong rnqt ndm kdrn theo kj hi6u'

don vl (hoac nguo'i 1ip) vi- tho'i h4n bao quAn cur n]oi h6 so'

- "Ph;ng ltnt tr{t": La toa6 bo tai ii0u liru trif cluo'c hinh thAnh trong qua

ti'iirlt, hu.at d0ng cua co qllan, t6 chuc lro[c cua ca nhAn'

- "1,/o' lt,5 ,;o'";I-a b5.t da'; tri6n khai cdng viec 1ip h6 so'

" j\,/zrc ittc /ti so ". La ban3 t1,ong l:€ ho so. Lai liSLi co gia tri lich su cua m6t

1:hong J,;u tr['.
"lfii.tc lttc t dn.bdn": La bing k0 nhmg vin bAn tr ong rlot ho.so.

- "BiAn nurc ho sc/": Ldmo tA tom tit nhiing thong tin trong h6 so d8 ghi vao

bla, muc 1r-rc. vdn ban irot-rg h6 so', .lr-*tg tu kOt thric vi ghi vic c&ng cu tra criu'

tr. NGUl',EI{ TAc, v xcuiA cfiNG TAC trlt',HO So Co QUAN
1. L1p Danh nruc hd so'

- Cdn cf vao cic r,5n ban quy clinh ve chuc ning, nhi€nr vU; Qu)' che lanl

vi6c cfia co qualt, tc ciiLrc; QLrv chd cong iac.,,itn tl'ill, 1uu trir cria co quan, to chuc;

Ke itoach. nhidrn .,.u c6ng tdc hang n5m cita co quan, t6 chuc, cua c6c don vi vi
cua m5i ca nhfi1, Dalh mgc hO so cua nhirng nfur truri'c-; Bang tho'i han bio quan

tar 1i0u va h4r,rc luc h5 so cua co quan, tO chuc (n0u co) aa t{p Danh rriuc h6 so.

- Thoi gial lioin ihirth Danh tnuc hd so cua ca"c co quan' t0 chLrc

.,:o cuoi tlr:rrg 01 hins rriin dc rglroi dLirrg ctiu ct-v clulit], 1,o chirc du1et. kr h:ril

h:ir.,h va ndp i,5 Sd t{6i vu r,}o cudi qu;, I }ring rtin.
2. Qu:' tr-inh lip hO so't;\iliiu I'ir giro nd1; h6 so't.\i IiQu vijo lu'u trfr'co'quan

HLrd.n_q ilin nav ii toin b0 qu6 trinh giai qr,,"6t c6ng vi6c cua.mSi c6r b6,

c6ng c1-Lirc, i,i6n ch{rc khi duoc giao cong r,13c (gQi la ngr-roi giAi quyOt cOng viQc)

phai lhuc irien va dan bao c6c nQi dung:

Bucyc 1: Td chfc 1ap h0 so ngay kli bat diu ti0p n-ain c6ng vi€c, trong qua

rrinh t6 chu'c tl'ruc hi6r-r, tir thu th6p cdc th6ng tin 1i6n quan dOn krhi trin-tr ldnir dao

co quan ky ban hinh r,6n bin vi hoan tit c6ng vigc.- 
Buo'c. 2: Nga1, sau i.,lti hoin tAt vi0c 16p ho so. ciin b6, c6ng chuc, vi€n c}-Lirc

phai ti6n hAnh chin.h ly hcan chinir hA so rheo.d[rng r]u.r: fri,'t1., (sap x6p, bi€n nruc,

danh so lo, r,i€i rnuc luc vln ban va ch[Lng tir k6t thirc).

.Br-ro'c 3: Nguo'i giai quy6.t cong vi8c sau khi hoin thitn h6 so tiSn hanh giao

n6p 1i6 so, tai liQu vio Lur,r tr& co quan theo dung th0i hair quy din1i.

3. Ir{hu'ng nguyeu tiic co'bin khi lAp hd so co'qutn
- Nguo'i r]uoc giao giAi qu1,0t, theo ddi cong viQc cua co quan, t0 chirc (sau

day g.oi chung 1i t:5 nhan) co tr:dch nhi0rn 15p h6 so r,6 c6ng vi€c duoc giao va n6p
lrru hd so, tdi liQu vdo [-uu trtr co'quan,

'=.- l Io so kJri lip ra plrri d;lrn L,io cac \du cru sau:
+ Plian anh dung chuc ndng, nhi8rn vu cua co quan, t0 cllrc, dtng cirng r,iec

ma cii n]'rin chu tr-i, giii quyOt.



+ Van ban, lai lier-r dr-rcc thu thip, clp nliAt vao h6 so phai cir su' ii0n qurn,
ch5t chE v'oi nhau."i phAn dnh dung trinh trr cliSn bien cua su.,,i€c hoiLc trlnh tLr..iai
quyei collg vlec.

+ \rrn ban, h6 so, tii 1i0u phai duoc luu gilr, bao v€, bao quan aii roan,
nguy6n t'en vd su dung dring n-ruc dich trong qua rrinh tiep nh6n, chuy6n siao, giii
quy8t cdng vi6c. Tdi lidu ben trong h6 so phai la bin chiirh. truo'nq hop trdiong co
bAn chfnh phAi duoc thay th6 bing bin sao ho1; pirAp.

4.Tirc dqng cua vi6c lf;p hd s.o co;quan
- Gifip cho cdn b6, c6ng chuc s5p xOp quan ly iai 1i0u rn6i cacit lihoa hr:c, rhLrAn:^

lo-i khi giai qu1.'et c6ng viec va nhanh chong tra tirn ho so, tii li€u khi can lhiet. trjufi
duoc tinh trang phin ran, thdt lac tai li€u.

- Girip thu hucrng cu quan_quan 157 toin b6 c6ng vi6c crja co quanl 16 chuc.
phSn loai vdn bi.n, c6ng vAn, gi6y td trong co quan rrr6t c6ch kiroa hoc, hop l, .

quan Iy ho so co quan cluoc chdr ch6, h-ru gi* nJrlrng htr so' can tllct, co gia tri,
,l

trAnh vi.8c 1Ap iro so trirng i[p hodc cong vi0c quan trong nhurg ]l1rong du'oi l:'p
thanh h6 scv:

- Vi0c llp ho so t6t sE tao dieu }ien lhufur lo'i c]-ro r,'iic eiao r,op Lo so .,,i Luu
trll co quan nhim bdo quan, lCiai th6c s* dung.

5. Cac loqi h0 so'thu'i,'ng lip
Tai cAc co quarl' tO chric thuo'ng lpp cic loai hO so sau:
- FI6 so'cdng vi0c: Li tfip vin bflu, tai li6u co li6n quan r,6'i nhau ve nOt .,,in cie.

m6t su viQc hopc co cirng d5.c. trung nhu: T€n loai, tac gia...hinJr thilrili trong cLra rr'llir:-giii quy'tt cong vi6c lhuoc cl-rLi'c ninu, nhi6m vu cLia co clllan, t6 chfrc. cri nhan.
- $o s.cr nguyBn tirc: i-a tip hqrp c6.c v6n bar-r qu.; pharu phdp 1uar, i,an ban

hu6ng dAn r,6 tung mfr c6ng rac nghiep 1,u nhit dinh dung larn cln cu phap lj, Lra
[.

cuLr i,hi eili qu1'0t cong vi€c crla co quail, tO ciruc, ci nhan (r,.5n ban tai li8u cira iro
so nguydn. tic khdng phii n6p luu vAo luu trii co qr,ran).

- H6 so nhin su: La-mdt tf;,p ho; r,5n bin, tAi Ii6u 1i6n quan vC mOt cd. n1-riin

cu th6: H6 so'DAng vi8n, hd so' cin b6, c0nq chfrc. vi0n chric., .

- Hd so chrir,6n ngi.nh, h6 so cl'ir.r1r$n niOn k!' thirit: Hd s,r vu 6n cua ngrinh
Toi An nhin din, Vj0n ki6m s6t nhAn den, cdng an, quln sir, qu6c phonq. .

III. NOI DUNG, pHtlO1.,'.rG pltip LAp Ho s(} co QUA|\'
I.I!16'h6 so'

I-41' to bia h6 so, ghi nhfrng tirong tin ban diu i,6 h6 so, nJru: Ky hieu hd so,
.: ' Itieu de ho so', n[m m& hO so l6n bia. Bia ho so lLru trir duoc thi6t ke t]reo Ti0u

clrrrAn quoc gia TCVN 9251:2012 Quy0t dinh so: 1687/QD-BKH&CN cira 86
Kiroa hoc vd cdng nghe ve c6ng bO tieu chuin qu6c gia (Phu kLc I).

laSi ce nhan khi gidi quyet c6ng viec dr-roc giao c6 tr6ch nlii8m md h0 so',,,e
c6ng vi6c clo (tireo Danh rnuc h0 so, hoiic ke ca trLro'ng hop co qlian, t6 cl'rirc chu'a
co danh muc ho so).

Khi mo ho so', ti6u de hd so va thoi han b6o quin c6 th6 viOt blrrg brit chi,
,,.,1khi k0t thuc va hoan chinh ho siy rn6'i ghi chinh thuc blng bri.t muc;

Trong ndm, n6u co nhiing cdng vi6c ph6t sinh thl can b6, cong chfc, .,,13n

chuc ciing phai mn hA so r,€ nhirng c6ng vi6c thu6c trdcli niriOm cLia minh.



?. T'hu thip, cip nhiit virn hin. tii li0rr viro lr0 sci

Sau hhi ,.,-,o 1',f,'in'tr6i ci. nhan co irach n]-ri€nt tl;Lr i-lrAtl, cip nilat chirLh >l6c

lhirrr,r viin 1;.i1, tai ii€u hinh Litinir trong qua trrnh theo r.l6i, giai qu-v-6t c6ng 
"r1[s

','lo lio lr.r trrox!, '-mg di mo, kC ca tai liQu phiir, 6nh, ghi Am' "
C61 rhu inap lrip thdi r:irllng v5n bin. tii lifu nhu bai phat bi0u cua lAnh iao,

tiram iull cta cdc Aai Ugu tai hQi nghi, hdi thao... bAo danr su todn tr'en, rlAy du
,-I

cLra ho sc, tr llrit bi tl.rit lac.

Trirnjr ciua v6n bA1 ihufic h6 so ni1, y1o 116 scy klrdc, hay nliirng van ban kJiong

ii6n auan, lCrong.tlrLroc triich nhiem rni cA nlitn theo. doi, giii qui'6t vao h6 sc'

l/i clti. t-io s,:'lloi nghi ioitg ket cong ttic {[tc riltnt L:i't(t ca'qr.tan c:dti phiit cr)

cac viit l:tin titi IiAt.t tiliu."

Vi1 bAn v6 kd hoach td chuc hQi nglil; ChLrong trin-h h6i nghi, Lo'i khai mac;

Ilu thzro bdo c6o tong k6t; Ci* b6o c6o tiram 1u6n: Bii ph6t bi6u cira 15rfi dao ci1:

tr0n; Bi6n ban h$i nghi; Cdc vdn bin ii8n quan kh6c (nCu c6).

3. Sip xe p t'iln bfrn, giil'ti'trong [16 so': . !
V1i bap, tai lj6u trong m5i loai h6 so cluoc sirp >tep thec trLrh tu nhat dl-rh, bao

riiim ythan inh Cuoc.ditn bi0n cna s,-r viec iray qud trinh tireo d6i, giAi qu,vet c0r:g viec

ir'oiig llllrc te. C6 tir0 s5p xdp l'an ban, tiii 1i€u trong ho so theo c6c cach sau:

- Ciclr thLr lhit: Sip rep thco ciua tLinh giei qu;'ar c6ng vi€c: (sap xep theo

irirh irr cic r,5n bin hinh thanh trong qu6 trinh giai qu1'at vin d0, sir viOc. \-an ban

nio hinh thirnh truoc tiri d6 ldn tr6i, v5n birr lrao lrint-, ihinir sau thl xOp xu6ng

cluo'i). Thuong ap dLrng cho cac ho so co qr:f trinh giai qu1'et van rhu 1i6n iuc nhu
,t , ,).iri so t u al-1, h6 so'hoi.ngir!...cu the va hoan chinh;

- C6ch tir* 2: S5p xOp t1'reo s0 iltli tu cur vi"n ban: s:lp X€p ',,i1 b6n co sc rl,o

trud'c, r6i ,iin ,o lor",. Cich niy [o dLrng dOi vci h0 so ltp theo dac trung Lic gra .rci

.,iin l--an do nrdt co qllan ban hiinh, dAnh s0 thu tu lien tuc Lheo trinh tu ihoi gian nlu
iap lLiur r irn bin di ciie co quiilr (lap qlr)'Ot dfnh, bio cao ,kd hoach^ tlp chi ihi. .);

- C6ch t1'rLt 3: S:1p x8p theo theo r,'in ABC...: lin goi.tac gia, t€n goi dra

cianh. Cich ni.-v thu'dlg dp dLLng d6i vcvi nhirng h6 so bao gom c6.c viu ban cira

nhieLr t6c gii; crra cdc thc giA cung m6t co quan chu quan hay cdc tac gii 1:) nniiirg

co quarl cr'rng cip nhung thudc nhidu dia phuo'ng khic nhau (tAp don thu, tip ban

lJlai cii. nhin, cac tf;p b6o c6o cira nhi6u co quiln, dia phucng cung c0p);

- Ngoli ra cdn co cdc ciich sip >i6p l'J,ic theo nrirc c10 q.-ran '.rong ciia loai
viur l:an (qluycl cii;rh. clrithi, th6ng b6o...), theo mfic c10 qLran trc-rng cfia tii,c cii vin
ban (Chinh Plru. BQ ngang trung rlong, UB\ID tinh...);

Khi sip x0p cac r,[n bin, tdi li6u trong hd so, trlrorg hop lrong ho so' co tai
li-Au pirim, An.h thi bo vio bi; tai 1i$u blng, dia ghi fun, ghi hinh thi bo vao hop va
sap x6p r,,ao cu6i hd so.

Ndu h6 so' dly qui 3crn th] tdch thin.h cdc dcxr vi bio quan khdc nirau (irh6ng

n0n trir:h dudi 01 cm) d0 thuin ti6n cho vi6c quAn Iy va su clung. Ht6i dox vi bAo:"
qLrar iltrng l-ro so'co ciSc diOrn chung. dir ),0u t0 c;lu th:inh nhu nr6t li6 sc ddc lip,
(t,'i drt. l{o scr :cCt, tlryLtg t,dn /:dn qtr,, p|ictm phds: lttit c:o tlti phdn t'i.titnh cac Con .,,i

biio titrot't n.hu: cac ldn drr thao, cdc lan ltdi thao, c:oc lan tt'irtit...).
.\cm xit iai thdi han bao quar-r cr-ra h6 so (doi chi€u voi Danh muc h6 so va

thuc 1€ tai 1iOir trong h6 so).



. iloan thi0n, chirrh.sua ti€u ai nO so cho phil hop vui nQi dung t:ri li0Lr rrong
ho so rneu.cin). Ncu het narn ma c6irg vid.o chua giii quy6t xong, lhi chLra ihuc
hren vi0c kOt thric lr5 sci. ho so do duoc bd sung viol;a,rh muc lio io nair,r sau. I.(hi

; ho so s0 ghi iro so chua giai quyet jxong'"'a glii
chu,v€n ti6p vio Danh rnuc h6 so nim sau d0 ti6p tuc rheo doi, giAi quyit.

-1. KCt thric va biOn muc hd scr:

Sau khi c6ng vi8c ducrc giai qu;'€t xong liri tiOn lianh k0L ';huc hc, so', irui.ng
1 :. -hop cuoi n5.m tle ho so chua giAi c1u'r8i r{cng il-Li d€ lai niiri'r sAu ,,'a ghi vric D.rrJt
muc h6 scy ni.m sau.

'.' ' ,iKhr k8t thtc ho so" phii ki6m tra lai:
- N0u con thjeu v[n bi.n, gi51, to thi bO sung cli,v du.

. - Loai ra nh{lng r,5n bin trung thua kJrdng cdn gia ti, nhfrlg lu lieu kjr6ng can

thiet kcnt thco ho so, nOu chua phAn bi6t duoc rd ring thi giu lai dt1 d:iiilr gi6 sau,

- Kiern tra su .ip ,ap trat tu vin bAn lr ong ho so' ,r6u co, lon -xon thi sip :lip
, : .l '.lai,nhan-r co dinii trit trr cac vin ban, tii lieu iam ciro ho so pltin anl-r vari ali, su

l'iec mot cach r-6 ritrg. giult.,,i€cil^reo dili, giai qui,8t cOng.,,16. Itang nriiv ciiliq nitrr
viec tra cu'r-r, su dung l-hi carr thiet.| : ,:- Danh so to c6"c vin ban tr,rng ho so, bio d:lrn kirong bi that lac ..,i tra rini
duoc nhanh chong. SO rrv duo'c diinli tr0n goc phai cua m5i tb virr ban bing but chi.

* Ghi muc 1uc vd:r ban: Doi r,6i nhfing hd so'c6 thoi han bio quan vinh vr6n va

tren 20 n}-m phai ghi "h,fuc 1uc rrin bi.n" ciO tl6n cho vi€c q,:An l,v r,5n bin va tia iinr.
"MUc luc vdn brrn" duoc in sin tr€n rr5u bia h6 so theo Phu Luc 2.

-..r . -:- r/iet tc hei tir[:c: E6i r'6'i rhii'n-e h6 so co tho'i han biio quirt yTi{r ',,i6r: v:r rr'01

20 u5tn, c6n bo 1Ap ho so'phai vi8t To ket thr-:c. Tr: ket tliuc ghi s0 }Lroxg ro vi ti'lr:g
rh6i vAt 1,'- cua tii 1i6u !rong h6 so. Cach ghi to kOt thirc thrrc hl€n tireo PhLr Luc 3.

. HO so giai quy€t xorg. seu khi,k€t thirc diroc dB Iai do:r vi 1i-m vidc nr6t n:1i:r

de theo ddi, nghi0n cf'u khi cin thjdt, sau d5 mo'i n6p luu vao luu lrii cry qurin.
Truorig hop c6ng vi6c luy cia k€t t}-n-ic nim hinl-r chinh nhiing I'i6 so chua kdr 'Lhuc

rhi 1;hai ae iai vi ghi vio bi.n Danh rluc ho so nIm sau. [/i c]u'. C6ng..,i0c giai
qut'8t xons nfun 2015 vd h6 scr ciing lin xong trong nirn 2016 ihi rte tai o'p,hcng
lain vi6c rr5m 2017. den nan'i 2018 nro'i nop lLru vao luu 1rl-i co quen.

,,.,1 ,. ,
- \zi0t bia h5 so: Chu viet tr'€n bia l-16 so phii cin than, 16 raiig, chinh ;iirc. c16y.,

d[ theo qu1' din]i chr:ng. Klrj viet bia hO so .i,, lLru y nhfr'ng noi dung chinh sau:,\ , .* l reu cli ho so: L;i rl6t car-r lom tit r,6 thanh phAn r,a n6i dLrng vdn ban c5
tlong ir6 scr, cln vAn dung cac ddc tr,,mg 1ip ii6 so de vi0t li0Lr c16 irO so;

+ Nga)' thdng bit diu, k0t thtc: Ghi day clfr ngay, tl-ri-ng, niiir cia i,,rrr ban
clAu ti6n vi vdn ban cudi ciing co trong h6 so;. -,:+ So luong trr: Ghi s6 luong tir vin ban theo liet or-ri cianh so to:

* Thoi 
'nin 

nao qLran: Ghi theo Danh nruc h6 so l-rodc bdng rhoi hiin b;ic
quin iai li€Lr cua co quan;

- Cac thinh plrin con lai do cdr-r b6 lrru tlt ghi sau lCri h6 scv drLo'c n6p vao
luu tr.fr'co quan.



I\/. TLACIT }i}IIEh{ I-}OI TZOT VII,C I,AI'I-IO SO VA GIAO NOP ITO

-q(], 
'tr'AI l-Iiitl \/A0 L{iu rRc'co (JUAN

I. f l"irch nJriinr cfr:r nguc'i rl['ng diu co'quan., t6 cli['c . .:
i'jguo,i d.*g dju co qulll, to chirc c6 trich nhi6m ciri dao, l:i8nr tra, liLiotl:i

ciin vjec 1np ho so vi n6p 1uu hd so'. ril liqu vao Luu trir co quan.

2. llrich nliiarn cua cluinh Yin phong (hoIc Tru'6'ng phdng l{1nh cirinh)

'lharn m,.ru tjtu trucrng ccr quan, t6 chuc trong viqc hu6ng din.xAy drmg

Dadr n:uc hd so cira ,o qui hing nirn, lAp hO so vi giao n6p h6 so, tai li6u vic

l-uu tr[] co qllalt; 'fha,r mriu cho th,l tru6rii c6. quan ni Lti kinh,phi cung cAp bia,

hlp iclp) cl,-rng tai il6,r, r,iLn phong phArrr phuc r'l c6ng tzic. 1Ap ho so; t6 clir-?c thuc

hi,:r iii; iro so ','r\ giao nop ho so, tai 1i6u Yi\o Lu'u lrll co quan'

I'hu-1g xur,an chi dao c6ng tic 1-ap ho so vi. giao n6p lro scr. ph6t hi6n

nltr-rg c6ng .",i6c riQt >:uAt cl-rua c5 trorlg Danh m',rc l-rd so thi giao cho. CBCC,Y!
.:

rap iro so Klp rtror vd bO sung vio bln darrh mp h6 so". Ki0m lra vi6c bin giao ho

=n 
l,t-,i 

"o 
.on b6, c6ng chirc. vi6n chiic thay rloi cOng t6c, nghi phdp, nghi huu"'

lioic co nhfr'ng dcrn t'i, phdng, ban chia td"ch,,sap nh'4p ho[c glei the'

Tliuolg kli 11"ro?. ddr x'.r[t) tO c]ruc ki0m tra viqc Up hd so cria cac don vi va

f:. hir ,.,i1.o 6,11''is. r,iilr ci:Lrc.! Lrr l ur.',

3. Tricir nhiQnr cul bO pir$n virn thu', lu'u trir
ll.rc Ii,-'p x.:_, ciurre rr hironu ditr thuc lridn','iqc xa1 dLnrg Danll Inuc ho so,

l6p hd so,cta ccr quan, td chric; sao grii Danir n:uc h0 so vi chu6n bi bia, 1i$p (c[p)

giao chc ci nl6n clliu lr6ch nhiQm lap lifr so (Bia hd so ir'ru trfr, hQp bio qu,ar; tal

fi;Lr-.sia bao qLrari ciuoc thi6t ke va in iireo Tle u cl-ruiii t-1,,ioc gia duo.'c cong bo tai

Qu1,31 .c1]nh so 1637/QD-KHCNn,ual' 23t1,':012 cr:a Bo Khoa hoc va C0:-rg

rrgh6 r,6 r,i0c c6ng bd Ti€u chuAn qu6c gia). 
:'f i6p nhan, tl:u t1tap. bd sr-rng it6 so, til lieu da d8n hatt n6p 1r-ru tu c6c don vi,

tc cfiuc. cii iihin r,ao I-riu tiii co quan iheo qu,v djnh r,a l$p bi€n ban giao nhqn tat

ii[u; hcan chinh h0 so bao gOur: Vi6t triatheo nrAu, rld.nh s0_tir'trong ho so- Doi voi

ird so co tho'i han bao quarivinh vi6n phAi vi6r Chimg tn'k6t tirric vi: bi0n ntuc vAn

ban trong hd sc.
Lip mr.ic luc h6 so bao quan vinh vi0n rieng va ]'16 so bio quin co tho'i hq.n

riOng. Sip:6p hO so', tii lidu vao hdp (cdo) ghi va dai-r nhln l-rQp, dua 16n gia.

C,iao riQi: lai lier-i i,,rLr rr'lr c6 gia tri bao cluan i,Inh vj6n thuoc Danh muc tai

lieu n6rt luu i,iio Lu'Lr tr[1'Lich sir. To chuc hu1, 1ii li€Lr tliutg thira theo quy c1inh.

4. C:ic tlon vi, cir nhin trottg ct)'gu1tn, t6 cltii'c
'frorrs quii tr inh theo dOi, giai qui,Ot c6ng vi6c, rloi ci nhin phai lAp ho so r'6

cong vi6c.do va nop Iuu hd so, tai 1j0u vao Lr-ru tlii co quait. 
"f ir6i hgp vci \/in phdng holc Phong Hinii chinh - 'I'ong irop trong r,i8c lap

llarlt rluc il6 so, lip h0 so, bio quAn vd giao nCip IiO so, tii li0u cua do"n vi vio
I-u'u trlr cCI qlran; ,l6i ca,"r b6. c6ng ch['c, i.,i8n chfc co trich nhi6rl 16p ho so*lheo

chiic n:1ng, nhi;:m rrLi vA nhirng c6ng vi0c cirio. r, phiur c0ng phu trach theo doi, giai
c1u.,'6i r,r\ bin giao hO so'lihi c6 sLr ihay doi r,0 nitiGrri .,,u dlroc phan cong.

-1'ruong hop tlon r.i, cir nh0n co nhu ciu giu laiho so. tai li€u dn dGn iran nop
lLr',r de phuc vu c6ng viQc thi phai duo'c nguo'i dirng diu co quan, td ciruc d6ng y va



phai 1ap Danh rnuc hi so, tai lieu giir Iai gui clo i-riu trti co quan. I'hoi ir;rrr giir lai
ho so', tili litu khOng qud A2 nlm kt tu ngiy cien han nQp iyu.

Truorg hop ca nhin ngl:i huu, thoi vitc hay chLri,€n c6ng t6c khac rhi pirai
ban giao h6 so, tai lidu clio don vi hay ngudi k€ nhiem. I-16 so. tai li0u ban giacr, ,..

phai duoc thong ke va lap bi0n bln giao nh{n.
v. GIAO riQp HO SO, TAr LIEU vAO LUrj rRr CO QUAti
I. Thb'i han giao nQp tli Iieu r,io lu'u trir co'quan
'l'ho'i han nop luu h6 so. lai 1l0u tu cdc don vi, cd nhan vao Li-ru r,r{} co qr::iri

ciiroc quy dinh trong tiroi han 01 nim, kC tu,'rgarr,'coirg vi0c k€t thuc; doi -u,oi hO so.
tai liQu xAy dung co'bAn thi trong tho'i han 03 thang, kE tu ngav c6ng trinli du'oc
quyCt todn.

2. Thinh phin h6 scr, trii li0u n0p lu'u

' ')Thanh phin ho so, Ia.i lr6u n6p lLiu vao Luu trii co quan g6m loan bo he so,
tai 1i0u d'rro'c xic dinh thoi han b6o quan tu 05 nirn tro'l6n, tru nhirng loai hi so, tii
1i0u sau:

Cic ho so ngu1,€n rnc (tAp vin birr chi dao cira Dang; r.5n bAn qu1,' phan: prhdp

iuit va vin ban hu5'ng d[n cua cdc co' quan nha nu'oc co thirn quyerr ve nr6t Lrnh ',,,-rc,
: *'^ , :, ,. 1r 1i

van dC nhal drnh duoc duirg iirr can cu t18 theo d6i, giai quyet c6ng viec) duro-c lrru tai
don vi, c6 nhin thLrc iri0n r* dlro-, huy khi v[n ban h5t hi6u 1uc thi hanh.

,,1 I . .
F{o so v€ nl-riirrg cong viqc chua gi6i quy0t xong. cd.c vdn ban, tai 1i3u L'rlic

dLro'c gui Ae.biet, d6 rham i.J-rao holc dO phOi h9p thuc hi8n nl'nlrg kh0ng tliuOc tlacir
nhi8m idp ho so cta [icr vi, cii nhan i.a cid duoc iuu trong h6 scr cta tio'n vi, cii riiirr
chi tr-i giiri qu1,eL.

^ {'Doi r,'oi kloi rai Iiriu cira cac don vi, ca nhln qua n1'ri6u r.iim chlra dLioc 1a1r

iro so'. dI vuol qr-ra tiroi hai-r nop luu viio Kllo luu u'D cua co quan. Trong inroLtg
hop do cdc co ql1an. t6 cl'uic co k€ hoach in6n hhai lip hcl scy vi hodn chinh ito scr

n0p -",no Lrru trlr cila co quan.
3. Crich fhri'c va thii tuc gi:to n0p:

- Hang nLrn, cac do'n vi thu lhAp n1:irng h6 so can nop lLru (tirc lii nliung ho
so co thoi iran beo quin vinh viSn va nhtJ'rrg ho so co thoi.iran bio quan iu -i niui
tro i0n lheo quy clinh c[ra co qr]an da ghi tlong Danh mr-rc l-16 so) cua r-r5nr tnr6'c nolr
lr-ru theo tirng don vi vao Phong 1r-ru trii co quan kdnr theo ban ii{uc lLrc iro so nOi;

luu tl'reo (Phu I-uc 4).

- Ho so giai quy,Ot xong. sau khi kdt thuc, drroc d0 tai do'n vi hoic ca nhi.n
pliu tra.ch nr6t ninr cle theo ddi, ngirien cuu va d€ iroan chinh h6 so, sau dd ni6i nOp

lr-ru r,do h-ru trft co quan;

- Ifti Siao n61,. rii li0r-r pliAi lip irai bin "tr4uc luc iro so n6p lrru" r'rj hai ban
"llidn ban giao, nhi"n tai lj0u". Do:r vi hoac ca nhan giao nQp tai 1i0Li va Luu trt ct'r

i.
quan nrdi rquo'i gifr nrot bin. ili0n ban giao nh6.n tiii hdu cluoc glii theo (Phu iuc 5).

- Lu'u trii co quan lihi nhin hO so n6p luu phAi OOi cnleu voi ban N,{uc lLrc htr
' ';srr-no.p iLnr, Licur tia tirj6u, Clu, xcm xdt ho so y8r-r c6u clon .,,i b6 sung r-r€u,thi0u.

kien-r tra 1ai chAt lucrng h.A scy, xem x6t lai thcri han bao quan, lirn thOng k0, sip >:tp

len gia, lanr c6ng cu tratirn piruc vi"t cho nghi€n c[iu, khai thdc.



Vtr. T'O CTTTIC TIiLiC III[}'i
1. T1i.r trirong cac so','i,.an.,nsiri[, cac Doan]r,g[iip nha nrr6c, lo clruc xa

l,6i i,ghe ,-,gniep, tI ciruc kinh t6, elo'n vi r'fr trang nhin den, UBNID cic hu1'cn'

,linfr;l,a.lire" dia ban.tlnh Lai Chau ca trach rrhitnr chi dao t1'ruc hi6n,c6ng.tac

iar., fio' ,u v.r giao nr,ip l:o so, lai 1i6u vao Luu trfr' co quan tileo hudng d6n' dong

lirc.ri rrierr kJrai huong da, den cdc dor-r 'i truc tluoc.

2. chi cr,rc v6n tl-ru - Luu trfr co tr6ch nhiam theo cl6i, d6n el6c, ki6m tra viec

rhuc hian cong tlc lap t.0 so Vi giao n6p h6 so, rii 1i0u vao 1uu trfr co- quan tai cac co

qli:ln. clo'n vi rhuQc phanl vi quan iy'
' 'l'.o,]s l.ul trinii trien khai, thuc hifn ner-r cfu] -oi3i dap,,]l-5l-g d.rn' di nghi

cii co ql,rn, tO cliu'c, Uy ban n.harl dan cic 1ru;'6n. thanh pllo lir'rl lt tt, S! Nnl:''
(crLra Clii cuc ya, ilru --l-u, t.u). Di0n thoai. 0213.3877.181 d0 duoc huo,s dAn'

,,/t Igifi 0ap./ wr
u

,r','o'i ttltiitt:
- Cilc So, ban, ngi,nh tinh;
- UU|\D clc hu;'gri, tlrinh Ph6:
- Cac co ci'.ran Truilg uo:tg dorrg tr6n ilia ben tinh;
, Cac L)trtr.lh nghitp uha,,lluoc 116ng trin clil bir tinh:

- Lrnr: VJ'. CCVTL.l&i/
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