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1.Tai liéu va luu trir trong thoi dai
dién tir - Nhitng khai niém co ban

1.1. Khai niém vé tai liéu luu trir dién t&
1.2. DO tin cay va tinh xac thuc cla TLDT
1.3. Quan niém vé chlc nang LT

1.4. Xac dinh lai vai tro cla ngudi lam LT va

A"Qv cac td chuc LT




Khai niém vé tai liéu luu trir dién tur

® [a thong tin dv o' c ghi lai, dv o c lam ra hay nhan
du o'c trong qud trink tri€n Khai (bat dau), thit c
hién hay hoan tdt mot h/dong cUa cd nhdn hay
cLI a CQ, IC va bao gom noi dung, b6 canﬁ vd

cdu triic AU 4 cung cdp bang chit ng vé hoat
dong do.
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® Quan nigm vé béi c@nh du o'c gian vo'i méi trie ong cUa TL 46, 3
Khia canh cUa Khdi niém vé béi canh cUa ‘IL.

- nhit ng thong tin b6i c@nh cé chit a trong tdi liu (chit Ky cla
quan chif ¢ thir a hanh).

- méi quan hé giit a mot TL vd cde TL Khdc trong fond.

- hoat dong ma trong do TL du o'c tao ra.

* Quan niém vé cau tric duagc gén véi cau hai
la TL dugc ghi lai nhu thé nao, no bao gom
viéc su dung cac ky hiéu, cach sap xep
(layout), thé loai (format), phuong tién vat ly
v.v... POi v6i TLDT thi viéc phan dinh rd rang
gi(ra cau tric vat ly va cau truc 16 gic la diéu
can thiét.




“TL doc dv o c bang mdy”, “TL trén vdt mang [a md
tinh (tit tinh)’, va “do hoa mdy tink’,. ..

Cu thé, dinh nghta thuat ng(r “tai liéu trén vat mang tin la
may tinh” cé trong tiéu chuan hién hanh GOST R 51141-
98: “d6 la tai liéu dugc tao lap do st dung cac vat
mang va cac phuong phap ghi bao dam xu ly théng
tin cla n6é bang may tinh dién ta.




tai lidu dién U - d6 [a mot hink thit ¢ trink bay tdi
lieu dv Ji dang tdp ho'p cdc thy ¢ hién lien quan
vo'i nhau trong moi tri 0'ng dign U’ va cdc thit c
hi¢n lien quan vdi nhau ti o ng ¥ ng vo'i chiing
trong moi trit o'ng s6; (TC_ 52292R)




Yéu cau: TLDT theo TC 52292R

1) tink ghi nhdn - thudc tink chit c ning ca TL, n6 chl ra TL
ph/anh cdc tin tit ¢ chit a du ng trong no Khong phu thuoc vao
hinh thif ¢ trink bay;

2) tinh tiép can - thubc tinh cla TL, ph/anh hinh thic trinh
bay TL bdo dam kha nang hién thj cac tham so6 da cho cUa
viéc trinh bay TL dé (n/d, t/chat, c/nghé) bang cac ph/tién
san c0 tai nhiing thoi di€m da cho trong khoang thai gian
c6 gidi han;

3) tinh toan ven - thudc tinh cla TL: trong bat c su trinh
bay TL nao thi cac gia tri cho trudc cla cac tham so6 cla TL
duoc trinh bay phai thod man nhiing y/cau dac thu;

4) tinh phap ly - thubc tinh cua TL, su trinh bay TL
Agr chira cac tham s6 khang dinh tinh hop phéap

kh/quan cla c/nghé duoc st dung trong suot
vong doi cla TL.



Theo it u trit. My
* tai liéu dién tu, do la tai liéu chtra
dung théng tin sé, dé thi va vdn ban
c6 thé duoc ghi trén bat cir vat
mang may tinh nao (nghia la chit a thong
tin dit 0 c ghi du o' hinh thit ¢ thich hop cho xU'
chl nho sit ho tro cUa mdy tink)

™

49‘

\




Phin bi¢t tai [idu dién tUf vo'i nhit ng tdi ligu Khdc O dang
truyén thong:

- Viéc ghi tin va sU’ dung cdc Ky hiéw.

- Su lién Két gitt a ndi c[ung va phut o'ng tien mang tin.

- Nkt ng diic £iém vé cdu triic [Bgic va cdu tric thu c the
(vt 7).




1.2. D¢ tin cdy va tink xdc thi c cla tai lidu
dien U

® muc dich chinh cU a viéc tao [dp va lit ugit tailicu la ]
cung cdp Eang chit ng. @ang chit ng vé cdc hoat dong va tdc
nghiép [0 can thiét d€ mink chif ng cho trach nhiém ca mot
phap nhan hay cd nhan.

® D¢ tin cdy cla mot TL chink [a KAd ning cla TL 48 [im
mot bing chit ng ddng tin cdy. Vé ban chat, mot TL Khidng
thé tin cdy hon so voi ban thin IL 46 O vio thoi di€m no
dit o'c tao ra.
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1.2. D6 tin cdy va tink xdc thit ¢ ca TLDT

® Tink xdc thit c cia TL ding d€ chi sit bén vitng
qua thoi gian cUa cdc ddc &iEm ban dau (nguyen

pan) clUa TL d6 xét vé Khia canh b6i c@nh, ciu
triic va ngi dung. Mot TL xdc thu c la ‘TL giit [ai
du ¢ d6 tin cdy ban dau cUa no.




1.3. Quan nigm vé chif ¢ nang it u triz

C/nang LT [a tdp ho'p cdc h/dong lien doi L gop phdn cin thiét cho viéc
thit ¢ hién thinh cong nhit ng m/tiéu vé xdc dink, 6o gua nan
toan TLLT va b8 o d@m cho nhikng TL d6 cd th€ tiép cin Khai
thdc sU' dung va hi€u dit o'c.
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1.4. Xdc dinh lai vai tro cUa ngu 0'i lam LT
va cdc tO chitc LT

® trong méi trit ong dién 0 dang ton tai mot dong (i ¢ thay 407 git a
ch/nang LT vd cdc giai doan cUa vong do'i TL ma trong do ch/nang L

phdi dit oc thit c thi

chd y hon t&i giai doan tao lap va chuan bi cla vong
ddi cla TL, bao toan duoc nhiig TL thuc su xac thuc,
dang tin cay va cé thé BQ dugc, bang cach dat ra
t/chudn va h/dan cho céac bén lién quan ap dung
va/hoac xay dung hé thong luat phap va’hay quy dinh
phu hgp

thi€t 1ap nhiing co ché, chinh sach dé kiém tra,
giam sat no luc nhiing nguoi thuc hién cac
ch/néng LT vé BQ, ti€ép can KT va SD TL
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2. C4c khuynh hudéng té chirc
va luu trir tai liéu dién tur
2.1. Sy phat trién cUa cdc ph/phdp va quy trink
quan ly TLDT
2.2. Su thay d01 lién tuc cla cong nghé va cdc
1 ng dung
2.3. Nhu c/c”iu cUa ngut 0i sU' dung thay #01 va Ky
vong tiep can Khai thac TLPDT
2.4. C/tdc b trit TLDT va sy phu thugc [an

ﬁau giit a cong nghé v t0 chit c




2. Cac khuynh huéng té chirc va luu trir TLDT
2.1.Su phdttri€n cla cdc phjphdp va
quy trinh QL TLDT

Cic CQ, IC da duta trén TLDT d€ thuc thiva gﬁl chép
laih/dong cla mink hodc quan tim dén vié c loaibO
TLgtay kﬁOl cdc he thi g cla minh hi¢ n cfang tim

@em cdc gzalpﬁap cho cdc v/fé vé tink xdc thue, vé
quan lj va dinh THBQ cho TLPT

khd nang cla cac hé thong théng tin clia cq, vé td chic
va cau tric cla cac nguon luc théng tin vé cac chinh
sach va thuc tién doi véi viéc luu gilr TL trong moi
truong KTS sé cé mot tac dong g/trong doi véi cac ki€u
chién lugc va ph/phap ma céc td chiic LT co thé ap
dung dé bdo ddm BQ lau dai TL cé gia tri LT
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TL dvoctaoraty he tﬁong cil s€ con luon san s
co thé ﬁz@u vd su’ c[ung dit o'c d6i v ngu o' sUr
dung cla hé tﬁong md'i thi CQ, IC phdi cﬁuyen
TL cil sang hé thong mo'i. Da 50 cdc hé tﬁong pﬁcm
mém ngay nay bado dam dioc s “tt onyg thich vo'i
trt oc do” gtw a pﬁlen pan mo'i va cii ca cing mot
nhd cung cdp phin mem, nhit giit a 2 phién pan cla
ciing mdt loai b3 phdn mém XU G V'B.




2.2. Su thay déi lién tuc caa céng nghé va
céc Urng dung

Su x/hién cla cac quy trinh va hé théng méi chu yéu |
do doi hdi cla thi truong, cac nha san xuat phan cing
va phan mém may tinh tim céach tang thi phan bang
cach dua ra cac sdn pham mdi véi cac dac diém mdi,
tinh nang dugc tang cuong.

* CiacCQIC tién hignh ndng cap cdc hé tﬁong cUa mink th/xuyén va
cit vdi ndm mot [dn, thay dOi hoan todn hé thong mdy tink cUa mink.

- Tudi tho tuong dbi ngan clia p/mém va phan
cling c6 tac dong 16n dén viéc bdo quan lau dai
TLDT. Cac CQ,TC thay thé cac hé thong cla
minh khi ma cac nha cung cap ngung cung cap
mot hé thdng da lac hau hay khi ma cac san
pham mdi h(ra hen nhiéu diém uu viét hon
p/mém cdi.
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2.3. Nhu cau cua nguoi str dung thay déi va
ky vong tiép can khai thac tai liéu dién tu

® Dasénguoislh c[ung cUa cdc hé thong mdy tinh tru o'c @a phdi c6
nhit ng Kij nang v s tiép cdn K thudt cﬁuyen sdu toi cdc hé tﬁong
mady tinh. ‘Cdc cong viéc "o cﬁuyen to'i trung tdm mdy tinh va Két
qua dit oc t1@ [ai cho ngu i sU' dung O du #i dang cdc sdn phdm in
ra tit mdy tinh.

® Su tiép cdn tritc tip tohi nhit ng thong tin KIS co nhiéu yu Gi€m xét
tir phit ong dién ngit 0i sUf dung. ‘Vtec tra cit u vd cung cip duocthuc
hi¢n nhanh cﬁong Q\qu 0i sU dung co thé trich it o' cac phan cia mot
VB, phin tu:ﬁ vd xU [y chiing de dang fion O dang KIS.

® cdclrutriz cén tinh toi nhu cdu ngdy cang tang tit phia nhit g
ngit 0i sUf dung d6i vo'i viée tiép can TLLT O dang K thudt s6.




2.4. Cltac luu trir TLDT va su phu thuéc lan nhau

giita cong nghé va té chirc

® madi tru ong Kij thudt so chita du ng nhiz g méi quan hé va
diéu phu tﬁuoc (dn nhau phit ¢ tap hon nhiéu so vo'i méi
tri ong truyen tﬁong.

 MGi lién hé giit a cdu tric tO chit c va Kién tric cong nghé
> ngue 0i sU' dung cudi ¢6 quyén Ki€m sodt ding k€ d6i voi
viée tO chit ¢, it a chon vd quan [ nhit ng tai liéu ma ho tao
ra > ngut 0i thiét ké hé thong phu thudc vio ngit 0i st dung
cudi d€ xdc dink nhit ng yéu cdu d6i voi hé thong ma o thiét

ké
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3. C4c van dé phap ly va hé théng luat phap

3.1.Su thita nhdn TLPT trong cdc thU tuc phdp b

3.2. Th&m quyén cUa lru trit £éivdinkhing TLhién hdnk
3.3.Thoihan giao ngp TLvao Kho lwu trit

3.4. He tfio”/ncq lugtphdp vé b3o vé doiti va tié/p can Khat

thac thong tin
3.5.8u tdch bié t tai lié u KAOisu gidm sdtcUa cong ching
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* Trong cdc vin ban phap [ cl a nut oc ngodi, nhit ng dink nghia
“tai ligu dién (U Khdc bigt nhau, nhu ng da phin cﬁung Khang
dinh tink bt bién cUa sy ton tai cdc logi TL du oi dang cflen
tF, cong nhin TLDT nhu dang dic biét cUa TL.

Pac diém cua TLPT 1a & chd, thdng tin cda nd dugc
t/bay dudi dang “dién tir - s6” va két qua la chi co thé cadm
nhan dugc né nho su trg gilp cua cac ph/tién ky thuat va
ch/trinh tuong thich.

TLDT dang thuc hién chinh cac c/nang va co g/tri dich
thuc nhu TL truyén thong. = trong luat luu trt cla moét so
nudc phat trién, cac khai niém “tai liéu” va "tai liéu dién tu”
di€m nhan khong danh cho hinh thic ctia TL ma cho cac
c/nang cua chang




3.1. Surthira nhdn TLDT trong céc thu tuc
phap ly

Kho khan
- Pinh nghia phdp [y vé TL, dic bié t 3 Khidinh nghia
d6 kKhdng bao gom TLO dang dié n t;

- LudtKhdng thiva nhdn TLPT nhu [d bang ching hop
phdp trong cdc thU tuc phip ly;

- HE théng pﬁap ludtxdc dinh vaitro chl ye ucla LT
chi la mdtnoibdo quan TL;

-Ludtwva cdc chinh sdch dn dinh mottﬁo’tgtan cho doi
khi daitride Khilvu trit co th€é tié n hanh X@QTTL
hay téc ddng dén vié c xUF cﬁung,

- HE théng pﬁap fudtdié u chinh quyén riéng te va tié p
can t0i'TL; va

TL vuotra KhOisu gidm sdtcUla cong ching.



Bién phap

® cdc hé thong thong tin dut oc thiét ké cfe git lai
dit o'c bang chit ng tin cdy va an odn vé tit cd cdc
h/dong tdc nghiép va néu nhv cdc CQ, IC thu c hién
cdc chinh sdch, quy trink thU tuc va ddo tao nhdn
[y ¢ trong linh vu c ndy

* Cic p/phdp dac biet cin phdi dit o' thit ¢ Rién va cdc
quy dink quéc té can pﬁa i du e thiét [Gp nhim b3 o
dam tink xdc thit c cla nhi ng thong tin du o'c
chuyén 31 thong qua cdc mang cong cong nhat
Internet chdng han.




3.2. Tham quyén cua LT d/véi nhiing TL
hién hanh

cdc yeu cdu vé [ u trif pﬁat du g'c tinh dén v gza i quyet trong
subt qud trinh thiét K¢ cdc hé thong thong tin va ring tdi lieu di¢n
tr pﬁa i duoc Ki€m sodt mot cdch thit chit ché trong sudt vong
doi cUa chiing.

Vai tro cla it u trit cdn du oc xdc dink 16 rang trong méi quan hé
vo'i cdc chuyén gia cong nghé tﬁong tin, cdc ludt gia va nhit ng
ngit i Kfide quan tdm dén viéc tao [dp va b3 o toan bing chit ng
du 01 dang tai liéu.

Nhit ng [ u trie Kfiong co tﬁam quyén d6i vo'i tai liéu hién hank s
som nhdn ra rang fio c6 rit it phit ong dn/gidi phdp lam viéc v
tai ligu dien tU.




3.3. Thoi han giao nép TL vao kho luu
trir

® Ahiéu quic gia c6 hié thong ludt phdp dn dinf tho'i fian ndp i u
TL Kha dai vao kho (v u trit

* Truong hop han ché vé tham Quyen clalru trit d6i v0'i TL hi¢n
fiink, = han ché cdc pht onyg dn va gidi phdp san ¢4 461 voi it u
tri trong viéc thi ¢ hi¢n quyén Ki€m sodt d6i voi TLDT. > co
quan LT se pﬁa i tiép nhidn tai ligu dién O’ nhit ng dang lac hdu,

rit Kho va ton Kém @& di tri/chuyén d0i néu nhut chimg con co
thé doc ditoc.

® Phai lam viéc voi cdc CQ, IC hay cd nhan san sinh ra TL 48 bd o
d@m (3 ho 63 0 quan tot TLLT trit dc Khi co quan LT tiép nhin.




3.4. H¢ thong ludt phdp vé bao vé do'i tir va tiép cdn

Khai thdc tﬁéng tin

Thonyg thi ong, ludt phdp vé doi tie va tiép cdn thong tin dp dung
461 vo'i tit ca cdc logi TL.

Méi quan ngai vé sut tiép cdn Khdng chink déng va tidu huy,
chinh sUa trdi pﬁep doi vo'i TLDT tany.

Do toan bg cdc vin 4z doitu, ttep can thong tin, git lai va bao
qua n déu doi hOi cdc gidi phdp O tim chink sdch vi mé nén LT cé
mgt co hdi tot d€ tin c[ung

Cic bi¢n phap dit o'c, U dung d& cfteu chink vin dé d0i tw va tiép

can tﬁong tin cé th€ cé nhitng hé qua Khidng e ong trie de di oc
46i vo'i LT,




3.5. Surtach biét TL khoi su giam sat cua

cong chung
® Cung vdi viéc phi tdp trung hod va tu nhan hod, (¥ u tri¢ sé bi mat
thdm quyén d6i voi nhit ng TL p/dnk cdc c/ning va h/dong cia Chin
phRU Khi CP cho thué ngodi cdc dich vu CNTT va xU' [y diz liéu ma
thitu Ki€m sodt nhir ng TL h/thank trong hoat cUa mink, Khi cdc
ch/trinh du 0 c CP tai tro' va cdc c/ndng du o'c t nhan hod.

luu trlr dang phai doi mat véi nhiéu loai TLDT & nhimg
dang kO tuong thich. TL & cac dang cd, lac hau san sinh
tu cac hé thong “di san” cung ton tai véi nhimg th( da
phuong tién (multi-media) phudc tap hién nay




® nhing dp l c clia thu ong mai todn cdu, viée chi
s6 thong tin va su lién vin hank giit a cdc hé thén
dang doi hOi mot mit ¢ &9 chudn hod cao hon d6i vo'i
cac he tﬁo”/ng vd cdc 1t ng dung dit o'c cdc CQ, IC sU'
dung &€ tao [Gp va quan l§ TLDT.

> > co hdi tot cho nhit ng ph/phdp tiép cin mang tink
Qué/c té cho LT tan dung




4. Cdc chién luoc

4.1. Vong doi cla TLDT

4.2. Co quan/to chirc/ca nhan san sinh ra TL va TLLTDT
4.3. Xac dinh gia tri

4.4. Bao quan

4.5. Tiép can khai thac va st dung




Chién luoc chung

. Tham gia vdo todn by vong doi cUa cdc hé tﬁong
dié n df tao ra va leu git TLLTDT £€ b@o dam cho
vig ¢ tao [ap va glw lainhitng TL thuc sy xdc thuc,
dang tin cay vi ¢ th€ bdo qudn duoc.

.Pam bao ring nhitng CQ, TC hay cd nhdn san sinkh
ra TLtao ra va gi# lainhitng TL thuc suw xdc thuc,
ddang tin cdy va b@o quadn duoc.

: Quan lj qua trinh XPGT va thuc hién su Ki€m sodt
vé trithitc cfow/o't TLLTQ—?T

. Datra cdc yéu cdu vé BQ v tép cdn KT nhim ddm
an rang TLLTPT luén O trang thdisin sang, cé th€
Hép cdn Khaithde va c6 thé hibu duoc.




4.1. Vong doi cta tai liéu dién tir
® Nguyén tdc ddu tién cla Kfiung cdu tric 4€ quan [y TLLTPT la:

“Luu trit cin pﬁa i tham gia vdo todn bg vong doi cla cdc hé tﬁong dién
tF tao ra va (it u giit TLLTPT d€ bao dam cho viéc tqo [ap va giif [al
nhitng TL thi ¢ s xdc thit ¢, ddng tin cdy va c6 th€ bdo quan ditoc’.

->can tang cuong su hi€u biét vé ch/nang LT va thic day
viéc ap dung cac tiéu chuan va h/ddng thuc tién gop phan
dat dugc m/tiéu clia ch/nang LT cuing véi tat ca cac doi
tac co vai tro nhat dinh trong chirc nang nay tai mot thoi
di€ém bat ky cling nhu & tat ca céac thoi di€m trong vong
doi TL.
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® Chitc ning luu triz mO rong ra toan b vong do'i
TL v vong doi &6 ¢ th€ nhin nhdn cé 3 giai
doan co ban sau:

- Chud'n bi (nhidn thit c)

- Tao ldp tai licu

- Bao tri (bao qu”\m cd bdo quan va sU’ dung)




‘giai doan chudn bi’ - cdc he théng thong tin di¢ n
ditoc thié t&e< phittri€n (xdy dung) va thuc thi (dp
dung), bao gom

vig ¢ phdn tich cdc y/icdu d6ivoi tfiéng tin va vié ¢ xU' Ly
nhitng théng tin @6, phuc vu cho cde muc dich hoat
dong ﬁyen tai.

vie ¢ wa chon, mua sadm vd cadiddtcdc thié t bi cong
nghé tﬁicﬁ hop.

Cdc yéu cdu c/nang d6ivdiviéc quan [y TLPT cin
phaiduoc xem Xétvd tinh dén kﬁz thie t&e va xdc
dinh cdac yéu cdu Kj tﬁuatha cde hé thong, thong
tin di¢n W nham bao dam rang ndidung, béicanh
vd cdu tric cUa TL dugc san sink /iaygut laico thé
cung cdp nhitng bing cﬁu’ng dang tin cdy ve nhitng
h/iddng cUa CQ, TC hay cd nhin - nguon sdn sinh
ra TL va TLLTDT duwoc nhidn dié n va bado quan




* giai doan tao I&p 7L c6 tink chitquyé t dink.

® MGt hé théng cé th€ dit oc thiét Ke nhdm thod man nhit ng y/cdu
(e u trit sao cho TLDT c6 thé tidp can Khai thic dit o'c;

® néunhu nhie /ng ‘TL hoan chink vd ding tin cdy KO du o'c nam bat

mot cdch thong nhdt trong hié thong thi viéc thiét ké sé K0 c6 1
nghia.

> > V/edu nhitng IL thich ho'p va dang tin cdy phdi dit o'c tao [ap
Khi ng/ta cdn dén chiing va pﬁa i dit 0'c nam bat, ghi lai trong cdc
fié thong TL du oc thiét kKé mot cdch hoan chink.




° glal doan bao tri Tr bao ham @ viéc (e u gi vi
cdc muc dich h/dong thit c titn ciing nhu i gid tri LT
claTr.

® trong giai doan hi¢n hanh cUa TL can phdi Xdc dinh
nham tao cf/Klen thudn [pi cho viéc Ba 0 tri vd tiép cdn
Khai thic TL tiép theo.

® cdcbudcdugcdp dung i} ba o quan LT phdi d@m
bao ring IL phdi ¢ czU Kha nany tiep tuc cung cp
nhit ng bang chit ng ddng tin cdy va xdc thit ¢ vé nhit ng
ﬁ/cfong clUa CQ, IC hay cd nhdn san sink ra ching.




4.2. Co uan/té chuc/ca nhan san sinh ra TL va TLINS\T
* /tac thit 2 trong Khung cdu tric 4€ quan [y TLPDT la: "Ly triF

can d@m ba o rang nhit ng CQ, IC hay cd nhin sdn sink ra TL tao ra
vd git? lai due oc nhit ng TL thu ¢ su xdc thit ¢, ddng tin cdy va bao
quan dioc’.

Luu trlt can chi dao, tdc dong hay giam sat h/déng cua
cac bén tham gia khéac trong suét vong doi cla TLLTDT.

(1) CQ, TC hay ca nhan san sinh ra TL va nguoi quan ly
van thu;

(2) nguoi xay dung luat phap, quy dinh va chinh séach;
(3) nguoi phan bo cac nguodn luc;

) sdn xuat, cung cap va quan ly nhing cong nghé
ong tin ma TL phu thuoc
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Lutu trit cdn phdi

- Ban hanh va cat tién cdc quy dink, ché do. ditu chinf viéc quan lf TL
dam bao rang TLPT dit o'c xem Xét, gidi quyét mot cdch thich cfang,

- Thiét [ap cdc téu chudn d€ quan b TLDT;

- Cung cdp chl din, fi/c[cm vd tﬁong tin co &ﬁa ndng thilc d@y st i€ u
biét nhit qudn vé nhit ng tién de tao nén nhit ng ﬁ/cfong thi c tién quan
[y TL 1 cdch hit u hi¢y;

- CHI 16 lam cdch nao 48 nhin dién TLDT va viée ba o quan chiing doi
hOi nhit ng gi;

Gidm sdt viéc thy ¢ hién cdc quy tic va quy dink vé quan [ TL do cdc
co' quan LT ¢ thdm quyén ban hink;

Thilc d@y s hop tdc  gitt a cdc bén lien quan, bao gom
CQ/‘IC hay cd nﬁcm san sinh ra‘IL, ngtt 01 quan lij vin
thi, cdc cﬁuyen gia thong tin v.v..



4.3. Xac dinh gia tri

® Nguyén tic thit 3 trong Khung cdu triic d& quan [ tai lidu dién
tu [a:

Ly u trif gua n ly qud trinkh xdc dinh gid tri va thi c hign su Ki€m
sodt vé tri thit ¢ d6i voi tai liéu leu triv dién L0,

trong mdi truong dién tu, xac dinh gia tri tai liéu phai
duoc tién hanh ngay tu nhiing giai doan dau cua vong
doi tai liéu, thuding 1a trudc khi bat ky mét tai liéu nao
dugc tao lap
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4.4. Bao quan va tiép can khai thac tai
liéu
Nguyén tidc thit te trong Khung cdu tric d€ quan b
TLPT la:
® Lwuy triz pﬁéi cfcit ra cdc y/cc”iu vé BQ v tiép cin XTI
nham ddm ba o nmg TLLTPTC trang thdi [uon san
sang, cé th€ ttep cdn KT va cé thé hi€u duoc’.

* Q\Qq/tac nay 4% cdp cfen nhit ng v/dé diic biét chita 16 vd
con nhiéu trank cdi déi vo'i TLDT do sit phu thude ca
chiing vdo cong nghé ma cong nghé thi thay 407 litn tuc.




- Nhi ng TL cd sin phdi [a TL con nguyén ven vé Khia cank vt [y, c
nhdn dign va doc cfw oc;
- Nhiz g TL ¢o the€ titp cin KT dit o' c6 th€ ditoc i a chon trong pha
vi cdc chién lugc tra tim L phil ho'p vo'i cdch thit ¢ ma CQ, IC san sink

ra‘TL da t0 chit c 5ap xep TL va chiing dit oc th€ hién O mot dang xdc
thit ¢ vé mait lich stF; va

- Tdi lidu c6 th€ hi€u dit oc [d nhitng TL c6 th€ duoc st cfung nhu la
nhitng bang chit ng lich sU'. = doi ﬁOl vigc xdc dinh nguon goc xuat
xit cla TL, viée duy tri trdt tw ban ddu cUa TL va sit co san cla cdc
TL [ien quan ciing nhu nhit ng thong tin b6i canh Khidc




5. Nhitng tac déng déi voi luu trir

5.1. Nhitng tdc d6ng vé phdp bf va chink sdch
5.2. Nhitng tdc ddng vé 0 chitc

5.2.1.St# mang/quyén han vd nhié m vu
5.2.2.Cdc co ché chink sdch

5.2.3.Cdc chitc nang vd hoatdong

5.2.4. Ngudn nhin lic

5.2.5. Théng tin tuyén truyé nfquan hé céng ching




® mot lwu trit can h/dong trong mot moi trit ong phap ly
vd chinh sdch co tdc donyg tich cit ¢ to'i nhit ng van de ma
i u trit quan tam (viéc thiet ldp cdc dao ludt va co ché
chinh sdch)

Yeu cau thiet lap mot Khung phdp ly va/hodc Khunyg co
ché chinh sdch d€ tao diéu Kien cho lwu tri¥ gidi quyét
cdc van dé lign quan dén TLDT la mot ham y quan trong
cUa cdc chién (i oc di oc dit ra.




® thiong qua ludt va co ché chink sdch,itu trit phdi dito'c
tdc dong to'i viéc tao [dp TL, quan [y TL va TLDT trong
pham vi chinh cdc CQ, IC da san sinh ra ‘IL.

® fiwu triz Ko tro cdc ¢/nanyg hoat cfong bao gom XDGT,
thu thip, bO sung, ba o quan va Khai thic, sU’ dung TL
va TLDT,




5.2. Nhiing tac déng vé té chic

® TLDTcinphdidyoc Xerm nhy [a mot b9 phdn cUa mdt p/phdp
tlep cdn thong nhit to'i van 42 quan [ it ca IL, &ﬁong [e tﬁuoc
vdo hink thit ¢ vit [ cla chiing.

* Nhiém vy cia LT (4 b8 o ddm Kha ning cd sian, co thé hibu
du oc va sU dung due o c cUa nhit ng TL xdc thu ¢, ddng tin cdy va
Jung yéu cdu cho to'i hét gid tri.

* Thdm quyén cla luu tri [d thu thip, b8 o quan v cﬁua n bi san
sang TLLT cho viée s dung va hd tro quan [ TL O cde CQIC.




=
® Lututrit cin phdi c6 cdc co ché chink sdch phi hop 461 v0i Vi
thit ¢ hién n/vu ciing nhut vai tro ho tro viéc Qua n [y TLDT 1k

/

- Tao diéu Kién thudn lpi cho viec quan [y TL (it u triz nén chdp
nhan mot vai tro nhi thé ndo?);

- Xdc dinh gici tri (IL nc‘za can duoc i a chon @€ b3o quan?);

- Thu thip 6O sung (ca cin pﬁal c6 chién [t oc nfit thé ndo v trong
nhie 1y hodn c@nh ndo?);

- Mo ¢ ( cén dp dung nhitng tiéu cﬁuéfn nao?);

- Bao Quan (nhit 1 chién it 0'Cc nao ccm dut o' xem xét @8 ba o ton
su_todn ven vé vit (f va tri thit c cUa TL qua thoi gian?);

- PO bién, tlep can Khai thdc, tra cif u (nhif ng chién it ¢ ndo cin dp
dung @& phuc vu sU’ dung TL?).




® nhitng ciu triic [0  gic va mo hinh &o d dem [gi cho TLDT ng?
c{ung, b6i cdnh v cdu tric cla ching

> > can phai Xde dinh 10 ¢/ndng, ﬁ/cfong va quy trink lam vigc 4
bado dam sy ton tai va kha nang co thé tiep can Khai thic st
dung TLDT qua thoi gian

> > giilp cho cdc nhd LT thay d0i (61 suy nght tit tu cfuy du a trén
cdc thit c th€ vt bf (tai lifu gzay) sang ti duy du a trén TL ma
Khéng [¢ thudc vao hink thit c vit i cla ching.

xXdy dit ng cdc chi ong trink gido duc va ddo tao & b3 o ddm ring
d6i ngii nhan vién trong CQ ciing nhu tdt c@ doi tac cla mink nhdn
thit ¢ 16 [a can phdi lam gi d€ quan [ TLDT mot cdch kit u hidu




Mt lwu triz cin pﬁal thiét ldp cdc co ché hiz u hiéu cho viéc

thong tin tuyen truyén va pﬁO bién Khong chi nhi g thong tin vé
Khéi TLDT cU a mink ma con vé cdc chut o'ng trink va hoat dong
cU a mink

- Ly u trit co Kién thit ¢ chuyén mon doi vo'i van de XDGT va BQIL,
vd [a CQ ddn ddu dit o c thit a nhdn trong tdt ca@ cdc van dé lién quan
to'i viee quan [ tai lidu va quan [y (e u triz.

-su da c[ang phong phii ca cdc nhom cong dong ma [t u trir
phdi thiét [dp quan hé nham b3 o dam rang TLPDT phdi dit o'c
giit gin mot cach thich hop O cdc CQ, IC s@n sink ra chiing

- chién (it o' c tiép thi to'i ngu 0'i sU' dung TLPDT vi ho Kij vong
sé dit o' c phuc vy thong qua phu ong tién dién tU'.




- thiet [dp du 0 c moi quan h¢ ho'p tdc =1 Xdy dit ng mot ban
i o'ng dan cdc Kij nang, Kién thit c va ndng i c can thiét de
thiét [Gp mot co sO ha ting quan by tai lidu tai mot CQIC -

sU' dunyg réng rai CNIT trong h/dong cla mink

- ddo tao, tuy€n dung v phdt tri€n nghé nghiép cho cn 63 0 cdc
CQ, IC san sink ra TL, ho tro nhit ng yéu cau vé quan [y TL cla
CQ o, dic biét [d trong mdi trie ong dién tUI.




5.3. Nhiing tac dong vé cdéng nghé

pﬁal thié t 3p métké hoach qudn b thong tin vd
quan ly CNIT co tinh toan motcdch Ky beong dén
van cfe TLDT. Nhitng tdc dong cUa cong nghé sé
ritKhde nhau tuy thudc vio nhu cdu va dic di€m

cUa lwu triv.

- yéu cdu di iy ciing nfiyt vé cong nghé d6i vo'i tiy g quy trinf trong
cdc qua trinh XDGT, BQud tiép cin KISD IL. Cdc yéu cdu dé con
cin phdi tap trung vdo &ﬁa nang tlep theo cla C Qtrong vige di
trii/chuy@n dOi TLDT d& b3 o ddm ring chiing [udn O trang thdi ¢
th€' tiép cdn Khai thdc dit o'c cho di c6 nhitng thay dOi lién tuc cla
cong nghé > phdt trién cdc chién (i o' bao ham 8 cdc tiéu chudn vé

dif [igu ciing nhu ve Kij thudt
~



6. Tai liéu trong méi truong co so dir liéu

6.1. Cdc loai hinh TLDT
6.2. Cdc co sO di liéu - noi dung, cdu triic va boi c@nh

6.3. Xdc dinh/nhan dien tdi [icu CSDL

6.4. MGt 56 ng/titc quan i TL trong méi trit ong CSDL




® MGt co sO dit liu (3 mot tép hop cd tO chitc (c6 cdu
triic) cl a cdc dit iéu cé lien quan vd'i nhau. CSDL bao
G6m 2 phin co ban [ cdc phin tU hay tit ng phin di
li¢u rieng bict co chit a trong CSDL (noi dung), va cdc
cdu triic d€ 1O chit ¢ cdc phan di liéu d6. C3 ndi dung
vd cde cdu triic [ nhit ng phan dic biét quan trong cia
cdc tai lieu CSDL.




* mit CSDL don gidn nhit (3 mdt cudn sO ding Ky
® MGt CSDL dutoc tO chit ¢ mot cdch [0 gic nhu [a mot b@ng vo'i
cdc cot hang ngang va hang doc.

Cdc CSDL hi¢n dai pﬁw c tap hon bao gom mot s8 bang co quan

hé qua lai vo'i nﬁau v ngodi 1a, con co cic chl din tham chiéu tit

théng tin O mot b@ng nay sang théng tin ti ong tng O bdng
Khdc.

Vi du, trong mot co sO dit lidu vé ngu 0i lao dony. ..

cde CSDL hién dai ngdy cang phdt tri€n vit o't ra ngodi cdu tric
CSDL quan hé, chang han nhu ching Két ho'p cdc tép vin ban, cdc
anh vd ém thanh v.v...




6.2. Xac dinh/nhan dién tai liéu CSDL

® Xét tir Khia canh [ u trit thi mot trong nhit ng
vdn dé chl yé/u (4 [am thé ndo d& xdc dinh/mhan
di¢n du o' ¢ tai ligu trong moi tr ong CSDL.
Nhit ng pﬁd\n thong tin dit o' c ghi lai do da tao

nen tai lieu la gi?




® Cdc CSDL cb th€ dit o c cong nhin (6 TL hay cé chit a
dit ng TL vobi diéu Kién (g nﬁw ng yéu cau ddt ra trong
Khdi nigm vé mot TL phdi dit o' thod man. C6 ngﬁla la
Khima CSDL cunyg cdp bing chit ng vé cdc ﬁ/cfong, con
bang chit ng 46 vé pﬁan minh, [gi pﬁu thudc vdo viéc ghi
lai nhit ng metadatq cin thidt vd cic tﬁong tin bi cank
Khdc nham b8 o quan va truy nhdp ndi dung, cdu tric va
b6i canf clia TL.




6.3. MGt s n/tac quan ly TL trong moi
trurong CSDL

® Cidc quyét dink vé viéc dinh THBQ tai lien CSDL can ditoc dita
ra ngay tir giai doan thiét Ké hé thong nhu (3 mot bg phdn cla
mot bang THBQ TL todn dién cho todn bo h¢ thong = TL ndo
du o'c tao ra, nhit ng TL ndo trong so 46 dit oc gitt [ai va chiing
cén dit o c LT nhu the ndo




7. Cac nguyén tac BQ va tiép can khai thac
strdung TLLTPT

7.1.Bdo quan

7.1.1. Bao todn su ton tgi cla ‘TL

7.1.2. Bdo todn Khd nding tiép cdn Khai thic

7.1.3. B3 o toan Kha ning c6 th€ hi€u diroc

7.1.4. Bao quan qua cdc giai doan cUa vong do'i TL




7.2. Tiép cdn Khai thic

7.2.1. Ki€m sodt vé tri thit ¢

7.2.2. Cdc ph/phdp b8 0 d@m tiép cdn Khai thic

7.2.3. Kha ndng thich it ng trie dc nhit ng thay d0i

7.2.4. Nhit ng h,/déng lién quan toi viée tiép cén Khai thdc
qua vong do'i tai licu




Wu di€m cla vice sU dung TLDT [a:

a) vdo bdt cit tho'i gian ndo, cdc nhin vién chit ¢ ning déu c6 the
tiep cdn dut o' c thonyg tin;

b) de dang thy c hign va Ki€m tra sy tiép cdn va dit a vdo nhiFng
stra 407;

c) phin pﬁat thong tin dit o'c thit ¢ hien tit ¢ thi, d¢ dang Ki€m tra
ban in cdc ban sao tdi lifu bing gidy;

d) c6 ki@ ning tiép can tdi liéu O cdch xa vé lank thO;
e) c6 thé don gidn va hiéu qua loai bO cdc tai [idu da hét han sUf
dunyg.




7.1. Bao quan

® Yéu cdu co ban d6i vo'i viée b o quan TL la lam
sa0 TL [udn tén tai O tink trang nguyén ven vé
vdt [y, cé th€ nhin dign va doc du oc. TLDT
‘doc dit oc” lanhitng IL co thE phuc fidi dit o

tiy noi luu trit 48 XU by Ecmg mot may tinkh hay
fi€n thi d8i vo'i con ngi o'i.




Viéc it a chon phu ong tign d€ b3 o quan can phdi can cit
nhit ng yéu to sau:

- Dinh dang vit Ly (mat do Ezt, mdt do dit ong ranﬁ) Kich cd cUa cdc
6, Kich c@ cUd cdc Khdi, cde bit bing nhau, cdc Ky hi¢u tép va cdc
pﬁu’ ong tién nhan dién va xdc dinh vi tri cla moi tép dut o' c ghi
trén mot c[ung f o yng phit o'ng tign mang tin cdn phdi tudn thu
theo cdc tieu chudn mO.

- Cong nghé can phdi cung cdp cdc p/phdp dU K8 ning d€ phong

trdnh cdc sai sot trong vigc ghi tin va phat hi¢n cdc sai sot Khi doc.




- Phut ong tién mang tin phdi dat cfen 46 cdc yéu cdu 6O sung va sit hé tro (bao gom
cd cdc thiét bi doc va gﬁt) co th€ cfap ity dit o ¢ trong tho'i gian dai v sU

c[ung phu o g ¢ tign do co hiéu qua Kink té. Hai ddu hicu quan trong cla sit ¢
xdm nhdp va ton tai trén thi trie ong [a (1) st ton tai cla nhidu nguon cuny
itng Kﬁac nhau c@ vé ; phut ong tién many tin ciing nhut pﬁan ct ng va phin
mém can tﬁtet 4& st cfung phu onyg tién cfo, vd (2) syt ton tai cla mdt [ trink
chuyén d0i da dit o ¢ xdc dink 431 vo'i cde phién ban cdi tién ca phu ong

tien cfo

- Tubi tﬁo thitc cia pﬁ/tién do cd\n phdi ditoc XD 10.
- St mdn c@m d6i yofi cde yeu td nhut thay dOi vé nhiét &g va 43 8m va su ttep
Xiic vo'i cde chit ddc haj can phdi dito'c k dinh ro. Cdc pﬁ/pﬁap nhim han_

ché fiay logi trit cdc mdi de doa tit bén ngodi ciing cdn phdi cé sin va c6 thé
Vo tohi dit o'c.

- Cdc chi pﬁt mua sam, sUf c{ung vd b3 o tri ph/tién mang tin, cdc thiét bi vd
phdn mém &€ doc, ghi va e u trie ph/tién d6 can phdi O mit c hop ly




- Ludn c6 san cdc pﬁ/pﬁap KA thi va tin cdy d& phuc fi6i
noi dung TL bi mat do su Xuonyg cap ti nhién cla )
pﬁ/tlen mang tin hodc do cdc yéu to bén ngodi. Véu t6
iy Jop phan ndng cao gid tri cUa mot ph/tién mang tin
xét vé Khia canh BQLT.

®Tui i can dit o'c di tril hay cﬁuyén 4071 sang cdc pﬁ/tten manyg tin
mo'i trie o c Khi pﬁ/tzen hi¢n tai bi ﬁuy hoai hay trO nén lac hdu. Viéc
Ki€m tra dink Ky cdc pﬁ/tlen %Qnﬁam phit hién bat Ky ddu hidu xuong
caf/ﬁw figi ndo ciing nfaut viéc xem Xet ddanh gid th/xuyén su ﬁ/trzen
cUa cong nghé > quyét dink ki ndo thi tién hanh di tril/chuyén 407
IL




7.1.2.  ‘Bdo todn KA ning tiép cdn Khai thic TL

® N ng tai [i6u co thé tip cin Khai thdc duoc c6 th€ diwoc (it a
chon trong pﬁam vi cdc chién lit oc tra tim phis Ao P Vo' cdch thit ¢
ma CQIC san sinfi ra TL 4G tO chit c tai liéu va co thé dioc
il dién O mot ﬁmﬁ thit ¢ xdc thi ¢ vé mdt lich sU.

® Yiéc BQ cdc chit so nﬁl phdn da tao nén mot TLDT la ccm thiét,
nhing chia di. Viéc tra tim @i hOi phdi chu y€n dOi cdc chit 50
nhi pﬁan sang nhit ng hinkh thit c c6 the doc cfu’ oc. Cdc ﬁ/cfong A
(f cdn thiét cho viéc tra tim 46 sé Khdc nhau tuy thudc vdo logi

phan cit ng vd p/mém ma CQ tao ra TL dimg d€ tao [dp, ¥ [ va
LTTL.

¢ Neu nhit cong nghé ma IL [¢ thudc KO con nita, thi TL sé Ko the
tiep tuc tra cit u du o'c, néu n/iu’ cﬁung Ko ditoc chink stta #€
thich 1 ng vo'i nhit ng thay d0i vé cong nghé. >




® C6 5 p/phdp c6 th€ dp dung d€ gidi quyét

1. Ba o quan cong nghé ma TL phu thudc
2. Loai bO st phu thudc cla TL vdo 1 cong nghé cu the.

3. Bdo quan p/mém vin hank

- B o quan p/m it ng dung ma TL [¢ thuoc;

Ba o quan HOH ma trén 4o p/m it ng dung chay;

SU dung p/m chuyén dung =3 chay cac HDH lac hau “theo sy md
phOng” vo'i cac HDH hién tai.




4. Bdo toan KhA ning hi€n th
+ Bing p/mém co muc tieu ddc bigt du o'c goi la “trinh xem” (viewers))
+ Thong qua cde ma dit o c chudn hod ditu kfi€n viée trink dién;

+ Théng qua viéc trink dién cdc dnh dign tU' cia TL

+ Bing cdch bdo quan cdc s@n phdm in ra tit TL trén gidy hay trén
microfilm.

5. Logi bO nhit ng dicu [¢ thudc Ko thit ¢ s can thiét.




7.1.3. Bao todn Kha ning cé th€ hi€u du oc

- d0i AGi phdi b3 o ton nhit ng thong tin vé TL d6. Mot 56 théng
tin cdn thiét sé du oc tim thiy trong nhi ng seri TL lién quan nhu
TL vé hé thong va cdc ban h/ddn dank cho ngu i sUF dung bao
Gom cde quy tidc, quy 1t dc ma thong tin dit o chuyén tdi

- 60 sung bing cdc ban mé 13 lwu trit vé ngudn géc xudt xit cla
TL va boi c@nh lich sUF trong d6 TL dit o'c tao ra va sU’ duny.




7.1.4. Ba o quan qua cdc giai doan cUa vong doi TL

® pdo quan cin dit o'c xem xét cang so'm cang tot trong vong doi
cUa TL, tir ngay giai doan chudn bi va cdc h/ dong thich ho'p tiép
theo ciing phdi dit ' c tién hank trong giai doan tao [dp va duy tri.




7.2.1. Ki€'m sodt vé tri thit c

® Su Ki€m sodt tri thitc ba o dam &ﬁa nanyg tzep can Khai thdac TL
fién tuc tﬁong qua viéc xdc cfmﬁ vd mo ta tai lidu.

* Viée mé ta tai liéu dién U, cdn bao gom c@ thong tin boi cAnh va
metadata.

* Tﬁong tin b6i cdnh mé ta b6i cAnh trong 46 tdi liéu duoc tgo [ap
vd bao gom muc dich cU a viéc tao [Gp TL, co quan san sink, cdc
ch/nang va /i/nfong ma qua {6 TL du o'c tao [dp va sUf dung va
nhit ng hoan c@nh cé @nh hu Ong dén mec tao ldp hay c[uy tri TL.

® Metadata la nhit ng di lidu K thugt vé TLDT nhat diz liey mo ta
v t0 chit ¢ vd cdu tric bén trong cUa TL va cde quy tic cfzeu
chinh viéc bO sunyg, xod bO hay thay dOi TL hodc dién gidi ndi
dung cla TL.




7.2.2. Cdc ph/phdp 680 d@m tiép cin Khai thic

* Khi TLDT Khong con dugc b8 0 quan trong hé théng
quan [y TL ban ddu:

® (1) diing cdc ban sao trén cdc phit o'ng tién mang tin
thit ¢ the;

* (2)cdc ban sao dit ¢ cung cdp qua cdc phit ong tién
truyen thonyg,

® (3)trit c tuyén trén mot hé thong mdy tinh.




7.2.3. Kha ning thich tt ng
trit ¢ nhit ng thay d0i

Viéc sU' dung cdc cong cu cﬁung nhit cdc p/mém tra tim todn vin
d6i vo/i cde TL vin ban va p/mém tra tim dit [ifu mank {6i voi
cdc CSDL thay vi cdc chu ong trink tra tim chl hu o'ng to'i cdc seri
T riéng (6 sé lam cho viéc diéu chink hé tﬁo”/ng tié}a can Khai thdc
tr0 nén dé dang hon 48 thich it ng voi cdc doi RO ludn thay 407
theo tho'i gian.




7.2.4. Nhit ng h/donyg lien quan to'i viéc tiép cdn Kfiai thic qua
vong doi‘TL
* G/doan chudn bi

- Vide thiét &e hé thong cin pﬁal xdc dinf 16 tit c@ cdc logi
TLLT, K€ cd metadata va cdc tﬁong tin Ky thudt Khdc
cn thiét d& tra tim va ditn gidi TL, toi lidu ghi lai
h/donyg tdc nghicp cong viéc.

- HE thong c6 thE du oc thiét ké d€ titu chudn hod va tu
cfong ﬁoa viée tao ra metadata vi nhing thong tin boi
canh.




Giai doan tao ldp tai licu

* wviéc tao lap va c[uy tri bad o quan TL sé can pﬁat du o'c gidm sdt
48 pdo dd m ranyg cdc tdc nghiép thit c tien phdi tudn theo cfung
nhit ng Quyet dinh duocdiara O giai doan chudn bi va con 4€
nhin biét d€ doi hGi cdc quyét dink d6 phdi dut o'c xem xét, dinh
gta lai.

® Dity dic biét quan trong [a TLTL phdi dit o c nhin dién, xdc dinh
ding nhit Kfi ching dit o ¢ tao lap; nhitng tﬁong tin 601 ca nh,
metadata cdn thiét va phis ho'p phdi dit o' c ndm bitt, gitn két voi
TL do.




- Giai doan duy tri, b o quan

® caohocluutru0912@gmail.com
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