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S6: 4041- /SNV-VTLT 
V/v mu hoa cac n()i dung 10 116 so.  

cong vic \fa giao nOp ho sci 
vao Ltru tat ca quan 

Binh Dinh, ngay 023 thcing 7 nam 2016 

Kinh gth: 
- Cac so', ban, nganh tinh; 
- Cac co quan, t chtirc cAp tinh thuOc ngui3n nOp luu van 
Luu trtt lich sir tinh, 
- UBND cac huy@i, thi xã, thanh ph6. 

Thgc hin Diu 9, 10, 11 va Diu 12 cua Lujt Lixu tat; Thong tu so 
07/2012/TT-BNV ngdy 22/11/2012 dm. BO Ni vii ye huang dan quart 1.)"7 van 
ban, 10 ho so.  va nOp km ho 	tai 1iu \Tao ltru tilil co quan va, Chi thi 
02/2011/CT-UBND ngdy 20/5/2011 cua UBND tinh ye vic lp ho so.  cong vi& 
vã giao np h6 so., tai 1iu vao Lint tax' co.  quan, Luu trif lich sir cac cap, den nay, 
can b0, cong chirc, viên chuc cac co.  quan, tO chtk dã tirng buac tht.fc hi01 lap ho 
so' cong vi& theo quy dinh, tuy nhien ben c4nh do van con nhieu ca quan, to 
chdc, dia phuang chua thgc hi.0.1 thong nhat nghip vii cong tac lp ho so.  cong 
vi& yà giao nOp ho so' vao km tar" cos quan nghiem tuc. 

D6 Man thu cac quy-  dinh cüa phap 1u74 hin hanh v COng tdc 14p 1-i'a so.  
cong vi& va giao nOp 116 so., tai 1iu vao Luu trix co' quail; SO.  Ni vu ban hanh 
quy trinh nfau hóa cac n()i dung llap ho 	cong vi& va giao nOp ho so., tài lieu 
vao Luurtra co.  quan caa can b0, cong chdc, vien chdc trong qua trinh dirge giao 
giâi quyet, theo clOi cong vi& (kern theo guy trinh mew hoa). 

Nifjn ducyc Cong van, ool&' nghi cac so., ban, nganh tinh; cac co.  quan, to 
chtirc cap tinh thuOc ngu'C'm nOp km vao Luu trct lich sü tinh; UBND the huy41, 
thi xä, thanh pho chiu trach nhim pho bi6n, huang clan, kiem tra can b(), cong 
chirc, vien chuc thgc hi0n lap hO so cong vi& và giao nO'p 116 so.  vao luu trix-  co 
quan theo quy dinh. 

Trong qua trinh th-vc hin, n6u có vnd phat sinh hoc kilo khan vuong 
mac, de nghi cac co.  quan tO chiric phan anh ye SO' Ni vu (qua Chi cuc Van thu — 
Luu trfr) de duo.c huang 

nhijn: 
- Nhtr tren; 
- UBND tinh (b/cao); 
- GD. SO•N()i vu (b/cao); 
- CVP. SNV; 
- Chi cue VTLT (5b); 
- PNV cac uy@l, TX, thanh ph; 
- Luu: VT 





WPM 
Kern 

St) va 1q7 Têndmucvàtjêu dh  
hi0 HS 	 so.  

(2) 

I. TEN BE MK LON 
(3)  (5) 

(1) (4) 

1. Ten d 'nue nho 

Tieu d hio' so' 

Dan vi/ ngtroi 
14p  ho so.  

TWA 11.#n 
bao quan 

Ghi 
chn 

QUY TRiNH MAU HOA 
CAC NOI DUNG LAP HO SO VA 

AO N()P HO SC( VAO LUV TRU CCY QUAN 
ng van só.• 4041/SNV-VTLT ngay .29 /7/2016 cfia Sà Ncji vu,) 

I. HVONG DAN NCH DUNG LAP HO SO CONG VIEC THEO DANH 
MITC HO SO 

1. LIp Danh muc 116 so.  
- Huang clan scr dung Danh miic hi3 so.  tiir khoan 1 cle'n khoan 4 

theo ThOng tu 07/2012/TT-BNV ngdy 22/11/2012 dm BC) NOi vv. 
- 	ThAm quy6'n ban hanh Danh muc h so': Thu twang co.  quan, to 
- Can cd1;ap Danh muc h so': Chirc nang, nhim vu, quy& han 

chirc cüa ca quan. 

- T chdc ),(ay dung Danh muc h so': Can blo van thu, tau tra xay dung qtx 
thao Danh myc ho so' dia co.  quan và xin )r7 kien cac dan v ho,4c cac dan vi dg,kien 
Danh muc he) so' cüa do n vi minh de can 1:)1() van thu, tau trft tong hop, xin 3'7 kien va 
trinh k ban hanh. 

DANH MUC HO so 

TEN CQ, TC CAP TREN 	CONG HOA XA 1191 CHU NG1-11A. VIET NAM 
TEN CO.  QUAN, TO ClieC 	 Dc 	Tty do - 1-1#nh pink 

DANH IVIVC HO SO CtJA ..... (ten co' quan, t chirc) 
Nam.... 

(Ban hanh kern theo Quyert dinh sa 	ngay thang nam cfia ....) 

Ban Danh muc h so' nay cO 	 (1) ho so', bao Om: 
	 (2) ho so' bao quail vinh vijn; 
	 (2) ho so' bap quail có theyi hg.n. 

QUYEN HAN, ClifYC VU CUA NGCOI KN'T 
(chir k , dAu) 

Ho va ten 

cua Diu 13 

chirc. 

va, ca cdu tO 



Ten 
don vi 
14p 116 

so 

Ten kho hru tra 

Ghi s 147 hi10.1 116 so 

Ma ho sd. 	  

H ‘O s 

Ghi tieu d h6 so 
(Ghi theo phi lyc 

XVIII ctia Thong ttc 
07/2012/TT-BNV) 

ChO )rT: Phai hp chon 
clang tieu de ho so cda 

116 so d6 bien muc 

    

THol 1-11.k111 BAO QUAN 

ngay. 	 dEn ngay. 	 

Ghi thari han bao 
quasi HS theo 

Thong tu 
09/2011/TT-BNV 
ngay 03/6/2011 
cüa BNV doi vai 
cac co quan, to 

chirc va Thong tu 
s6 13/2011/TT- 

BNV ngay 
21/10/2011 cna EV) 
Ni vu áp dung cr(Si 

voi UBND tinh, 
TP trgc thuOc TW 

Ghi tong 
so ltrong 

to.  ci:ta van 
ban,trong 

ho so.  

Ghi ngay 
thang bat dAu 
va ngdy thang 
ket thtic ho so.  
(van  ban sorm 
nhcit va vein , 

ban muOn nhat 
trong ho so) 

Phong s6: 

MucIucsÔ: 	 

sd so". 	 

Cac yeu 
to thong 
tin nay 
do can 
bC) 
tra co.  
quan 
thgc 
hin 

Ten co quan 

b) Thu th4p, c4p nhlat van ban tai lieu vao h'i3 so.  

2. L4p ho so' 

Hinh thanh lit) so' Om: Mo h so.  vä thu th4p van 1314) dim vao hO so.  

a) MO' hill so': DAu nam, m;Si can b(), cong chüc, vien tc canevao Danh 

muc h6 so de' bie't du.gc minh lap nhfing h6 so nao; sau do thy te. tira *so/0i nhfmg 

thOng tin cAn thie't len to.  bia h so' theo tieu chun Quo'c gia, cii th6 sau: 
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Van ban cle'n caa cc 
quan (ban chinh) sau 
khi cia có )"7 kie'n 
phan ph6i cüa Lanh 
d4o va chi cl4o, to 
chtic thgc hi'n den 
can b0, cong chdc,,  
vien chdc giài quyet 
va leap ho sa cong 
viec 

Van ban di ctia cc 
quan dugc can b0, 
cong chdc, vien 
chdc tham muu d-cr 
thao, hoan chinh, 
trinh lanh cl4o 
quan 147 ban hanh, 
clang 1()'7 va lam thu) 
tic phat hanh theo 
quy dinh 

khac có 
lien quan (bai phat 
bieu cña lasnh do, 
tham lujn cüa cac 
cl4i Neu ti hOi 
nghi, hi thao...) 

HO SO 

Phim, anh, ghi am, thi6t bi luu trr (nu co) 

- Tai 1iu dtxa vao 	phai la ban chinh, ban g6c hoc ban sao co gia tri nhu 
ban chinh; 

- Tai 1iu v" vi& nao phai dugc dim vao dung li#C) 	ctia viic do, khong dua 
nhAm vao 	khac (khong phan bia van ban di ho;dc van ban (16n). 

3. Sip x6p cac van ban trong hi so.  

3.1. Sp xtp theo trinh tv thoi gian 
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Sp xtp theo trinh tv thoi gian: Van 
ban c6 ,ngdy thang ban hanh sOm se 
duvc x'ep len,  trtrac, van ban có ngay 
thang muOn xep sau (Ap dung ho so van 
de, co quan giao dich hoc dc trung ten 
lo4i van ban) 

Sp xep theo trinh tv giai quye't ding 
Cac van ban hinh thanh trong qua 

trinh giai quyet van de, sv v*. Van ban 
nao hinh thanh truac thi dé ien,tren, van 
ban nao hinh thanh sau thi xep xuong 

Ap dung cho cac ho so có qua 
trinh giai quyet van thu lien tuc nhu ho 
so vu an, ho so hi nghi 

SAp xêp theo s6 tin? ftr dm van 
ban: Dugc áp dung doi vii ho so 14p 
theo cllac trung tac gia. Thong thuong 
van ban do mOt co quan ban hanh 
thuong clanh so thfr tt.r lien tuc theo 
trinh tir thei gian 

HO SO 

3.2. Sip xtp theo trinh tty giai quyk citing 

HO so 

3.3. Sp xep theo se') thfr tty cila van ban 

HO SC1 

3.4. S'Ap xe'p theo vAn chit cai 
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Sp x6p theo van chit cai 
A, B, C: Ap dung d6i vâi 
cac ho so Om nhang van 
ban lien quan cac t'Op don 
tier, tlap ban khai cá nhan, 
cac fjp Bao cao cña cac dia 
phuang... 

- Ban chinh, ban 
sao co gia tri 
nhu ban chinh 
vas cac van ban 
cO lien quan den 
qua trinh giai 
quyet cong 
- Tai lieu 
thuong có thoi 
gian trong 1 
nam hanh chinh. 
- Phai np vao 
luu trit co quan. 

HO so 

7Cong viec 

HO SO 

HO SO 
Nguyen fAc 

H6 SO 

3.5. SAp xe'p theo tAm quan trong cila tac gia van ban 

Ngoai cac each sap x6p neu 

tren, nguai lap 116 so c6 th6 sap 
x6p theo "tam quan trong cila 
tac gia van ban, theo cac 
chuyen dt, vAn dt" ma nOi 
dung van ban de clap 

Chñ *:  Str khac nhau gifia ht• so.  cling vqc va hi sr nguyen tAc 

- Ban sao cac 
van ban quy 
ph4m phap 
lujt hoa:c van 
ban huong 
dan tirng mat 
cong tac 
nghi0 vu, 
chuyen mon. 
- CO th6 tap 
hop van ban 
ctia nhieu 
Warn, neu co 
thay cl6i , phai 
sir dung van 
ban CO hi0 
lire thi hanh. 

Khong phai 
flop vao km 
tra co quan. 
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KHO LUt TRU TINH BiNH DINH (Ten kho tra) 

CHI CVC VAN THU — LUIJ TRU' (Ten co quan) 

PHONG QUAN 1...ArL7  VAN THIY-LlUt TRU' (Ten don vi lap Wo so) 

Ma ho sci: 20.QLVTLT (S6 va k2 hi0 cUa Danh muc 116 so co quan) 

Ho SO' 
Hi so' HOi nghi tang ke'st kiem tra cheo cong tac 

van thtr, 	trir 02 nam (2011-2013) 

cita tinh Binh Dinh 

Tt:f ngay: 01/01/2011 dEn ngay: 30/8/2013 

am: 65 tb 

Phong so": 	 
itluc luc 
Ho sd sei• 	 

Cac y6u 
to thong 
tin nay 
do can 
b(5hxu 
trit cci 
quan 
thgc 
hin 

THen I-VtN BAO QUAN 

Vinh viên 

4. Ke't thtic 	so.  

Thgc hin khoan 1 va khoan 2 Diu 16 cua Thong tu' 07/2012/TT-BNV. Ngodi 
ra phai thqc hi101 bien 'nue ben ngodi va Nen muc ben trong h so duvc lp ra, cij th6: 

4.1. Bien mty ben ngoai bia 116 so.  

Bia h so &Tye cu thanh bâi cac thanh phAn: Ten co quan, ten don vi 
chdc, k hi41 ho so, tieu d ho 	thoi gianbat,dau va ket thuc, s lugng tec thoi 
114n bao quan, 	luu 	(Phong so, lupe lye sé,ho so so). 
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4.2. Bien muc ben trong ht) so' 

a) Danh so to' trong hi) so.  

Cac van ban trong 
HO SO 	  

Van ban trong h6s cAn dixgc danh 
ter theo thir ty• tir tren xu6ng duOi de co 
dinh vi tri sap xep, to thu4n lgi cho 
vi& bao quan va tra tim cac van ban 
trong ho 
MC3i te' c6a van ban thrive danli mOt so 
vao goc phai phia tren bang bat chi; h6 

có phong bi kern theo van ban thi 
mOi phong bi duvc clanh mOt so rieng; 
khong &nit bo sot ho4c clanh trang so.,  
Cac to' mtic luc van ban duvc danh so 
rieng vã thong ke rieng. 

b) Vitt Inv luc van ban trong ho so' 

MUC LUC VAN BAN 

     

Se; 	Sei, k hie,u 	Ngay 	Ten 1o4i va trich Tic gia van To. 	Ghi 
TT 	van ban 	thing 	yeu nOi dung 	ban 	A 

	

so 	chn 

 

van ban 	van ban 

 

(1) 	(2) 	(3) 	(4) 
	

(5) 	(6) 
	

(7) 

 

••• 

   

     

     

 

\Z 

 

 

Mix lye van ban dugc ghi vao m:at trong cüa to' 
bia ho so ho:ac clanh may thanh tee rieng và xep 
truac cac van ban cila ho so. 

Nhang ho so có giá tri bao quan vinh vin thi 
viet muc lye van ban. 

Ho so có thoi han  bao quan ttir 05 nam den 70 
nam khong vi6t muc lye van ban. 

Khi viert 'nue lye van ban trong ho so, cac y'L to 
thong tin can duqc the hi'01 dung theo ,van ban, 
khong ducec thy tin them bat hoc sda doi. 
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CHUNG'Tif KET THUC 

Don vi bao quan nay Om cO• 	t6 

vie't bang chfr 	  

Muc luc van ban có• 	to( 

D;ac dim \id trpg thai ctia tai Ru ben trong 116 so.. 

	, ngay thang nam 

Nguin 14.p hi!, so.  
(Kj; ten va ghi r5 ho, ten) 

Dia danh: 
Nai 14p hO so 

c) Viet chting tir ket thtic 

MAU Tir CHUNG Tif KET TI-IfJC 

Muc luc van 
ban la ban 
th6ng ke 

hién cO trong 
he) so (cluvc 
danh so tO( 

rieng, khong 
duvc danh 

sO chung 
to' van ban) 

ChCrng tir ke't thtic 
duvc vie't tren mOt 
to( giay rieng theo 
mau in san ho;de 

viet len mu te( bia 
ho so cluvc in san 

Se) luvng to' 
van ban có 
trong ho so 

(ket qua 
thu.c hiên 

clanh se) to 

MO ta d4c 
diem tr4ng 
thai cua tai 

lieu ben trong 
ho so nhu: Tot 

ho:dc tai lieu 
trong tinh 

tr4ng bi moi 
mot lam 1-ux 

1-14i 

	I 	Vi6t Wang 
chir ti6ng 

Vit (vi du: 
Hai muai 
lam te) 

II. NOP LIffi HO SO, TAI LIEU VAO LUt TRU' CO QUAN 

1. TWA h4n nIp ltru 
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THIJI HAN NOP LUt HO SO, TAI 
LIEU VAO LUIT TRU Cc QUAN 

Tài lieu 
hanh 

chinh: 
Trong thasi 

hqn 01 
námkêtft  
khi cong 
viêc ket 

thiic 

Tài lieu 
xay dung 
co ban: 

Trong thoi 
h4n 03 

thang ke' 
tir khi 

cong trinh 
duvc 

quyet toan 

Tai lieu 
nghien ciru 
khoa hoc, 
img dung 
khoa hoc 
cong ngl* 
Trong th6i 
hp 01 nam 
kê tir khi 
cOng trinh 
&rot nghitOn 
thu chinh 
thuc 

Tai lieu anh, 
phim din 
ant); 
microphim, 
tai lieu ghi 
am, ghi hinh, 

tir: Trong 
thed hp 03 
tiling 1(6 tir 
khi cong 
vi& k6t thlic 

Twang 
hop c‘el 
nhu cau,  

gift lai ho 
so, tai lieu 
dã d6n h4n 

nOp ltru 
không 
qua 02 

nam 

2. Thanh phan ho so., tai lieu Op ltru vao hru frit co.  quan 

THANH PHAN HO SO, TAI LIEU 
NOP VAO LUt TRU' W QUAN 

H6' sa cong 
vi& co thefi 
hp tir 05 

nam an 70 
nam 

 

H6' so.  co 
thoi hp 

vinh viên 

 

H6 so nguyen the 
khônggiaonIpvào 

lum tar co' quan 
doge ca nhan gift va 
co th6 tir loqi huy khi 
van ban het hi41 11..re 

thi hanh 
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3. Thu tuc nip ltru hi:1 so. 

BEN GIAO VA BEN NHAN 

BEN GIAO 
CO TRACH NWM 

- Hoan thin vic 14p ho 
sa; 
- Xac dinh nhCmg h sa 
có gia tri luu tr& va thong 
ke thanh "Muc luc ho sa, 

luu"; 
- Nhang ho sa :den hp 
n'Op luu nhung can gift.  14i 
dan vi dê phuc yu ,cong 
vic phai dugc sir dong 'y 
ye thei h4n giao nQp cu'a 
Thti truang ca quan. 

BEN NHA:.N 
CO TRACH NHEEM,  
- Huang clan vi& chuan bj 

sa, tài lieu giao nOp; 
- Tiep nhjn ho sa, tai lieu 
giao nOp kern "Mgc luc ho 
sa, tài lieu flop hru", 
- Llap Bien ban giao nOp tài 
lieu; 
"Muc luc h sa, tài lieu 
nôp ltru" ya "Bien ban giao 
nhn tai lieu" phai dugc 
lap thanh 02 ban: Dan vi 
hoc ca nhan giao n(Op tai 
lieu và Luu tat ca quan 
giCr mi lo4i 01 ban. 
- Khi tiep nh4n ho rsa can 
kiern tra, doi chieu voi 
Danh, muc hi() sa ya Mue 
luc ho sa nOp 	truang., 
hgp, phat hin thieu ho so.  
thi yeu eau dan yi, cá nhan 
bo sung. 
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a) Muc luc hii so', tai lieu nip lum 

MIJC LITC HO SO, TAI LIEU NOP LUt 

TEN DON VI (nOp lu-u tai lieu) 

WC LUC HO SCi, TAI LIEU NOP LUt 
Nam 20... 

Hip/ 
Op 
so  

S6, 14 
hi0 
HS 

Tieu de' ho so' TWA 
gian TL 

Thai 
114n bao 

quan 

So' to' Ghi 
chi' 

(1)  (2) (3) (4) (5) (6) (7) 

. . 

. 	;. Mix luc nay gm: 	 116 so.  (don vi bac. quail). 

Vie't bang chit. 	 he) so' (don vi bac) quail). 

Trong do co: 

hi5 so' (don vi bao quan) bao quan vinh vin; 

h6 so' (don vi bao quan) bao quan c(r) thoi han. 

, ngay .... thang ..... nam 20 ... .... 
Ngtroi 14 

(1(f) va ghi r5 ho ten, chirc vy/chirc danh) 
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b) Bien ban giao nh4n Lai 	tai lieu 

BIEN BAN GIAO NHAN TAI LIEU 

TEN CQ, TC CAP TREN 	C()NG HOA XA HOI CHU NGHIA VIET NAM 
TEN Ci QUAN, TO  CITUC 	 Dc 14p - Tty do - 1-13nh phtic 

ngay 	thang nam 20 

BIEN BAN 
Ve viec giao nh4n tai 

Can dr Thong tu s6 07/2012/TT-BNV ngdy 22 thang 11 nam 2012 cila BO 
Ni vu huomg clan quan 13'T van ban, 14116 so' va nOp luu ho so., tai lieu vao Lau trfr 
ca 

Can cCr 	 (Danh muc M so' nàm 	KIP hogch thu thap tai lieu... .), 
Chung toi g'om: 

BEN GIAO: (ten clan vi giao n'Op tai li, clai din la: 
- Ong (ba.): 

Chfxc vii cong tac/chirc danh: 

BEN NRO: (Diu tra co. quan), cl4i din la: 

- Ong (ba): 

Chu.c vi c6ng tac/chCrc danh: 

Th6ng nhdt lap bien ban giao nhan tài lieu  vâi nhang nOi dung nhu sau: 

1. Ten lcho'i tai lieu giao nc5p: 

2. Thai gian cUa tai 

3. S6 lugng tai 

- Tang s6 hp (cap): 

- TO'ng sé, h6 so.  (clan vi bao quan), 	Quy ra met gia.. 	met 
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3. Tinh tang lai lie;u giao nOp: 

4. Muc luc 116s , tai 1iu nOp ltxu kern theo. 

Bien ban nay &rose lp thanh hai ban; ben giao (don vi /cá nhan) gift mOt ban, 
ben nh4n (Luu trü cci quan) gi mlOt ban./. 

DAI DIEN BEN GIAO 	 DAI DIN BEN NHAN 
(Kj> ten va ghi ro ho ten) 	 (Kf) ten va ghi ro ho ten) 

c) Ltru gifr thti tuc np ltru 

LUV THU 
TUC NOP LIAT 

        

- Mc luc h6 so, tai 
lieu nOp luu (1 ban); 
- Bien ban giao n114,n 
116 so, tai HO (1 ban) 

 

CA NHAN 
- Muc luc ho so, tai 
lieu nOp luu (1 ban); 
- Bien ban giao nhlan 
116' so, tai HO (1 ban) 
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