PHU LUC 1
MAU BIA HO SO
(Kém theo Hudng dén sé: 431 /HD-SNV ngay 40/ 8 /2018
cua So Néi vu tinh Lai Chau)

Bia ho sotheo TCVN 9251:2012, kich thude 650mm x 320mm
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Ghi chu: (1) Tén co quan: Can ghi day di khéng dugce viét tat va phai ghi day du ca én co quan
chi quan cap trén (néu cd).

(2) Tiéu dé ho so: L.a mdt cdu tém tat vé thanh phin va ndi dung van ban co trong ho so, can van
dung cde dic trung 18p ho so dé viét tiéu dé ho so.

Vi du: Ho so vé viée to chtc 1op béi dudng K ndng 14p hé so cong viée, ndm 2013 ctia S Noi
vu tinh Ba Ria - Viing Tau.

(3) Ngay, thang bat dau, ket thiac: Ghi day du ngay, thang, ndm cua vin ban dau tién va vin ban
cudi cung ¢d trong hd so;

(4) SO lugng t&: Ghi s6 lugng t& van ban theo két qua danh so to;

(5) Thdi han bdo quan: Ghi theco Danh muc hé so hodc bang thdi han bao quan tai li¢u cua co
quan;

- Céc thanh phin con lai do can b luu trir ghi sau khiho so duge ndp vao Luu trlf co quan;

Cht viét trén bia ho so phai cin thin, 8 rang, chinh xdc, day da theo quy dinh.
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PHU LUC 2
MUC LUC VAN BAN

(Kem theo Hudng dén sé: 93L/HD-SNV ngay A0 / § /2018
ctia Sé Néi vu tinh Lai Chaw)

MUC LUC VAN BAN
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Ghi chu:

To muc luc van ban nay chi d4p dung doi véi nhitng ho so quan trong, dugc Xep
dudi to bia trén t& ¢ong vin dau tién.

(1): Ghi theo s0 ho so trong Danh muc ho so va s0 vin thu trén to bia.

C&t 6: Néu viin ban nao c6 nhiéu to. Vi du: ¢6 5 to bit dau tir to 56 10 dén torso 15
thi ¢hi 10-15.

6t 7: Ghi nhiing diém ghi cht can thiet nhu i liéu quy hiem, tai liéu mat, co anh, ...
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PHU LUC 3

TO KET THUC
(Kem theo Hudng dan s6: 93 /HD-SNV ngay A0 / £/2018
cua So Noi vutinh Lai Chdu)

TO KET THUC
Hososb:...... tap $6...(D......
HG so nay gdm ¢ :...(2)....... .15
Muc luc vin ban ¢ : ...(3)..... to; Tor két thiic ¢6...(4).. .15

Tinh trang tai liéu:

.......... Ngav......thdng......nim.......

Nguoi lap ho so

Nguyén Vin A

Chu thich:

(1): Ghi s6 nhu to muc luc vin ban va to bla

(2): Ghi téng sb & trong ho so: ghi bang chir, sb dé trong ngodc Vi du: Hé so nay
gdm c6 hai trdm (200) to. Trudng hop trong hé so ¢6 nhiéu to tring nhau thi phai ghi 1o
tor sb méy.

(3): Ghi téng $6 1o muc luc trong hd so.

(4): SH t& két thuc.

Luuy: (3), (4) ghi bﬁng chi va s dé trong ngoéc. Vi du: hai (2) to.

(5): Ghi tinh trang vat 1y cta tai liéu nhu: Tai lidu ¢ bi hu hong, mit mat, stra ddi

x

hay khéng, t& s6 mdy bi hu, stra, chd ndo bi md.....



PHU LUC 4
MAU MUC LUC HO SO, TAI LIEU NOP LUU
(Kém theo Huong dén sé. 922 /HD-SNV ngay A0 /8 /2018

ctia S6 Noi vu tinh Lai Chau)

TEN DON VI (ndp huu tai licu)
MUC LUC HO SO, TAI LIEU NOP LUU

Niam 20...
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Muc luc nay 1511 (SRR PRI R hd so (don vi bao quan).
{570y R L Seere—— PRI L e ho so (don vi bdo quan).

Trong 46 co:
........................................... hd so (don vi bdo quan) béo quan vinh vién;
hé so (don vi bao quan) bao quan ¢6 thot han.

o ey PR 2. 505 thang ... ... nam 20......
Nouoi ldp
(Ky va ghi rd ho tén, chite vi/chite danh)

Huéng din cach ghi cic cft:

Cot 1: Ghi 5§ thir tu cua hop hodc ciip tai liéu giao ndp.

Cot 2: Ghi s6 va ky hiéu cua hd so nhu trén bia hd so.

Cot 3: Ghi tiéu dé ho so nhur trén bia ho so.

COt 4: Ghi thot gian sdm nhét va mudn nhat ctia vin ban, tai liéu trong hé so.
Cot 5: Ghi thoi han bao quéan cua hd so nhu trén bia ho so.

6t 6: Ghi thng s6 t tai lidu ¢6 trong hd 0.

C6t 7: Ghi nhitng thong tin can chi y vé nd1 dung va hinh thue cta viin bin co trong ho so.




PHU LUCS
BIEN BAN GIAO NHAN TAI LIEU
(Kém theo Hudng dan s6 §3L/HD-SNV ngay A0 /& /2018
cua So N6i vy tinh Lai Chdu)

AT'EN CQ,TC CAP TREN CONG HOA XA HOI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC Doc lip - Tu do - Hanh phuc
AAAAAAA ,ngdy thang ndm 20....
BIEN BAN

Veé viée giao nhin tai licu

Cin ¢t Thong tu s6 07/2012/TT-BNV ngay 22 théng 11 ndm 2012 cua Bo
Nbi vu huéng dén quéan 1y van ban, 14p hd so va ndp lwu ho so, tai liéu vao Luu trit
co quarn;

Canct...... (Danh muc hé so nam ... ... K¢ hoach thu thap tai liéu....),
Ching t6i gbm:
BEN GIAOQ: (tén don vi giao ndp tai liéu), dai dién la:
A AN -
o OBE (DAY veereomereesrvanssmmossstrassasssassies srermesssrns srasassssbases SHRE SR anT S s aneee

Churc vu cbng tdc/chuc
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BEN NHAN: (Luw trit co quan), dal dién la:

= ONE (DAY eoroveoere e eeenne

Chite vu cdng tAc/chire danhis .o
Théng nhat 1ap bién ban giao nhén tai liéu v41 nhiing n6t dung nhu sau: ‘
1. Tén khoi tai HEU @120 NOPI o
2. Thot gian ca tAIIEUL ..o A
3. $6 luong tai liéu:

- Téng s6 RO, CAP): ceecreeremrransesiessmescer s s

- Téng sb hd so (don vi bao quan); .......... Quyramét gid: .......... mét

3. Tinh trang ta1 HEu glao NOP! (o

4. Muc luc ho so, tai liéu ndp luu kém theo.

Bién ban nay duoc 14p thanh hai ban; bén giao (don vi /c nhan) gitr mot ban,
bén nhan (Luu trit co quan) git mot ban./.

DAIDIEN BEN GIAO DAIDIEN BEN NITAN
(Ky tén va ghi rd ho tén) (Ky tén va ghi vé ho tén)



