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Bid 1: TAl LI~U LUU TRU, CONG TAc LUU TRU 
vA PHONG LUU TRU UBND XA 

1. Tili li~u hm trfr UBND xii 

1.1. Khtii nifm 

Tai li~u luu tru (;y han nhdn ddn(UBND) XG la him g6c, him chinh cua 
nhung tai li~u co gia tri aU(Jc hta ch(m tir trong toan hi) kh6i tai li~u hinh thanh .-' 
trong qua trinh hogt ar}ng cua VBND xii, aU(Jc hao quan trong kho luu tm a€ 
khai thac phlfc Vlf cho cac mlfC aich chinh tri, kinh ti, van hoa, /ich sU... cua 
VBND xii va nhdn ddn. 

Xii hi dan vi himh chinh c~p co sa cua nhit nuac. UBND xii lit co quan 
chAp himh eua Hoi d6ng nhan dftn(HDND), co quan hitnh ehinh nha nuac a dia 
phuong thl,l'C hi~n chuc nang quan ly nhit nu6c a dia phuong. Tai li~u lUll trfr 
duQ'c hinh thanh trong qua trinh ho~t dong eua UBND xii lit nhfrng titi li~u phan 
anh vS cac mat kinh tS, chinh tri, xii hoi, an ninh, qu6c phong va ho~t dong quan 
ly nhit nuac aUBND xii. Nhfrng titi li~u co gia tri duQ'c thu th~p vit bilO qmin d~ 
ph\lc V\l cho vi~c khai thac sir d\lllg cho nhfrng lQ'i ich cua toitn dan. 

1.2. LO(li hinh tili lifu luu trii' UBND xii 

a. Tili lifu hilnh chinh 

Titi li~u hitnh chinh bao g6m cac lo~i van bitn co mot noi dung phim anh 
nhfrng ho~t dong vS quan ly nhit nuac tren cac mat chinh tri, kinh tS, van hoa, 
khoa hoc, quan Sl,l', ngo~i giao. D6i vai UBND xii, titi li~u hitnh chinh chiSm s6 
lUQ'ng Ian. Do lit nhfrng tM li~u phan anh cac ho~t dong quan ly vS cac mat kinh 
tS - xii hoi cua dia phuang. Kh6i titi li~u nity bao g6m cac lo~i van ban quan ly 
nhit nuac co gia tri phan anh cac mat ho~t dong quan ly cua dia phuong. Do lit 
nhfrng van ban quy ph~m phap lu~t nhu: Nghi quySt cua HDND, .QuySt dinh, 
Chi thi cua UBND vit cac hinh thuc van ban hitnh chinh khac. 

b. Tili lifU khoa h(Jc ky thu{i.t 

Tai li~u luU tru khoa h9C- kjl thUljt la tai li~u co nr}i dung phan anh cac hogt 
t/(mg vJ nghien cUu khoa h9C; phat minh, sang ch~; thiit k~ xdy d¥ng cac cong 
trinh xdy d¥ng co him; thiit k~ ch~ tgo cac scm phdm cong nghi~p; aiJu tra khilO 
sat tai nguyen thien nhien nhu: aia chdt, khi tU(mg thuy van, trac aja, han a6 
v.v... 

Trong hoat dong cua UBND xa, titi li~u khoa hoc ky thu~t co chu ySu la 
titi li~u cua nhom xfty d\IDg co ban vit mot s6 it titi li~u nhom bao cao nghien cUu 
khoa hoc lien quan dSn dia phuang. Cac cong trinh a dia phuang nhu: Cong 
trinh xfty d\IDg Truang hoc; xfty d\lIlg trl,l sa HDND, UBND, c6ng trinh h~ th6ng 
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thuy Igi cua xa, cong trinh Dai tuang ni~m cac anh hling li~t sT, tr:;un Y t~ cua 
xa... 

c. Tai /iiu anh, ghi lim, phim iliin anh: 

Tai li?u imh, phim Gi?n imh, ghi am va ghi hinh (con Gur;e g9i la tai li?u 
nghe nhin) la cae lot;li tai li?u Gur;e sim sinh ra trong hot;lt G(jng eila cae ea quan 
thong tin tuyen truyJn. ea quan quem If; nha nuae, ea quan nghien eUu khoa hge, 
va cae ea nhan. Lot;li hinh tai li?u nay phim anh cae hot;lt G(jng win hoa xii h(ji, 
lao G(jng sang tt;lO eila con ngum va cae hot;lt G(jng phongphu khae. Lot;li hinh tai li?u 
nizy co kha nang ghi va tai hi?n It;li cae S1l ki?n, hi¢n tur;ng bang hinh anh va am thanh. 

Trang nhfrng i8.i li~u tren, & UBND xa hi~n nay tai li~u anh la ph6 bi~n 
nhftt va co s6lu9'llg dang k~ phan anh cac ho~t dong cua dia phuang tren cac lInh 
V\lC. Tai li~u ghi am co nhung khong nhiSu, chu y~u phan anh cac ho~t dong van 
hoa, van ngh~, tuyen truySn. d xa lo~i hinh tai li~u phim di~n imh khong co 
nhiSu. 

Nhfrng nam gAn day cling v&i S\l phat tri~n cua cong ngh~ thong tin da dua 
loai nguai bu&c vao ky nguyen m&i - ky nguyen cua cong ngh~ thong tin. TiT do, 
da xm1t hi~n lo~i hinh tai li~u m&i la tai li~u di~n tiro Lo~i hinh tai li~u luu tm 
di~n tir ngay cang nhi6u va dfuI chi~m uu thS vS nhfrng ky thu~t hi~n d~i. Rieng & 
UBND xa, tai li~u nay chu y~u bao g6m cac lo~i nhu: phAn mSm tai chi~h-k~ 
toan, th6ng ke, quan Iy dftt dai, van phong... 

1.3. Dilc iliim cua tai /iiu luu trii' UBND xii 

a. Tai liiu luu trii' UBND xii chua illplg nhiing thong tin qua khu 

Tai li~u luu trfr chua d\lllg nhfrng thong tin vS qua khU. Do la phan anh cac 
S\l ki~n, hi~n tU9'llg, nhfrng bi~n c6 lich sir, nhfrng thanh qua lao dong va sang t~o 
cua nhan dan trong cac thai ky lich sir khac nhau, ghi I~i nhfrng ho~t dong cua 
cac cO' quan, ca nhan hoijc nhfrng c6ng hi~n to 1611 cua cac anh hung dan toc, cac 
nha khoa hoc, van hoa n6i tiSng. 

Vi d1!: Tai li~u luu trfr cua UBND xa cling phan anh moi mijt cua dai s6ng 
kinh tS - xa hoi cua dia phuang qua cac thai ky lich sir va cac giai do~n lich sir 
trong cong cUQc xay d\lllg va bao v~ t6 qu6c. 

b. Tai liiu luu trii' UBND xii co tinh chinh xac cao 

Tai li~u luu trfr la nhfrng ban chinh, ban g6c cua nhfrng tai li~u co gia trio 
Vi v~y, no chua d\lllg nhfrng thong tin co do tin c~y, chinh xac CC:l0 va phan anh 
mot cach trung th\lC vS Sl,r v~t hi~n tu9'llg. B&i vi no duQ'c san sffih ra cling v&i 
thai di~m cua S\l v~t, hi~n tugng rna no phan anh. V&i dijc di~m do, tai li~u luu 
trfr chua d\lllg nhfrng thong tin cAp mot va duQ'c dam bao tinh chinh xac, trung 
th\lc bfutg cac y~u t6 th~ thuc mang tinh phap IY. 
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Tili li~u hru trfr phili lil OOfrng ban g6c, ban chinh co dAy du cac ySu t6 thS 
thuc van ban. Tuy nhien, trong tnrang hgp khong co ban g6c, ban chinh thi co 
thS dimg ban sao co gia tri nhu ban chinh dS thay thS. 

Trong th\lc tS co nhfrng tili li~u du<,Yc san sinh trong di8u ki~n lich Slr 
khong cho phep d~t du9'C tAt ca nhfrng yeu cAu tren thi chung ta cling phai co S\l 

liOO ho~t khi xem xet chung. Thi dl,l: Tai li~u luu trfr cua UBHC xa thai ky tnrac 
nam 1954 co OOfrng van ban du9'c viSt tay hoijc daOO may chil, in Roneo OOung 
noi dung co gia tri thi phai luu tm vinh viSn vi da s6 cac tai li~u nay co gia tri -' 

lich sir va con l~i rAt it . 

c. Tili liiu lun trfr UBND xii do Nhil nU'O'c thang nhtlt quiin Ij 

Nguyen t~c quan ly tai li~u luu trfr cua Vi~t Nam la nguyen tic t,p trung 
thBng nhit. Nguyen t~c nay da du<,Yc khfutg diOO trong Di8u 3 cua Phap l~nh 
Luu trfr Qu6c gia (nam 2001): "Tai li~u luu trit qu6e gia aijt dUGi 511 lanh ago 
ella Dang va 511 quan lY th6ng nhdt ella nha nuGe. Tai li~u luu trit qu6e gia phai 
aur;e quan If' th6ng nhdt theo quy ainh ella phap lucjt. Nha nUGe adu tu kinh phi 
thieh aang aap WIg yeu edu quan If' tai li~u luu tru qu6e gia". 

1.4. Ynghia, tac dlJng 
a. vJ chinh trj 

Tai li~u luu tm d\IoC hiOO thanh va du<,Yc cac giai cAp n~m quy8n lanh d~o 
sir dl,mg lam cong C\l dS bao v~ quy8n l<,Yi cua giai cAp minh va dAu traOO ch6ng 
l~i giai cAp d6i dich. Vi v~y tai li~u du9'c san sinh ra trong qua trinh ho~t dong 
cua cac co quan nha nuac n~m quy8n lanh d~o d8u mang ban chAt giai cAp. 

Hi~n nay UBND cAp xa cling da sir d\lllg tai li~u luu tm dS ph\lc V\l cho 
vi~c tuyen truy8n cac chu truong, chinh sach cua Dang va phap lu~t cua nha 
nuac; Tuyen truy8n giao d\lc truy8n th6ng cach m~g, truy8n th6ng dia phuong 
cho cac thS h~ tre; Sir d\lllg tai li~u luu trfr lam b~ng chUng va can cu di8u tra 
OOUng sai ph~m dS xay dl,lllg b6 may chinh quy8n trong s~ch, vfrng m~OO. 

b. vJ kinh ti 

Tai li~u lu:u trfr co tac d\lng v8 mijt kinh tS khi chUng du9'c khai thac, sir 
d\lng va phat huy tac d\lng ph\lc V\l d~c l\Ic cho S\I nghi~p xay dl,lllg va bao v~ t6 
qu6c cua OOan dan tao 

Tai li~u luu tm du9'c sir d\lng dS di8u tra tai nguyen thien OOien (dia chAt, 
th6 nhuang, tai nguyen, khoang san v.v... ) lam co So' cho vi~c l~p qu)': ho~ch phat 
triSn kiOO tS, van hoa trong timg vimg, timg dia phuang va trong toan qu6c. 
D6ng thai no con la can cu quan tr9ng dS xay dl,lllg kS ho~ch phat triSn kiOO tS 
hang nam va nhi8u nam cua UBND xa. 
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Vi d(l: Tai lieu khoa hQc ky thu~t thiSt kS he th6ng thuy lQ'i cua xa giup 
cho viec khftc ph1,1c S1,1' c6, xay d1,1'llg phuang an va xir ly tinh hu6ng trong cong 
tac phong ch6ng l1,1t bao duQ'c nhanh ch6ng d~ giam thi~u nhUng thiet h1;1i. 

c. vi nghien CUu khoa h(Jc 

Tai lieu lUll tm duQ'C sir d1,1ng dS lam ill lieu t6ng kSt cac quy lu~t v~n 
dong va phat triSn cua S1,1' v~t, hien tuqng trong t1,1' nhien, xa hoi va tu duy. N6 
duO'c sir d1,1ng dS nghien Clm khoa hQc trong nhiSu lInh V1,1'C cua dai s6ng xa hoi 
va n6 c6 y nghla d~c biet quan trQng dS nghien Clm hch sir. 

Tai lieu lUll trfr duQ'C coi la ngu6n sir li~u tin c~y nh~t, chinh xac nh~t va 
phong phu nh~t dS nghien Clm hch sir dan toc, hch sir cac dia phuong, lich sir cac 
nganh. Cac nha sir hQc da su d\lllg tai li~u lUll trfr la nhUng bfuIg chUng tin c~y d~ 
xac minh cac S1,1' ki~n lich sir, khoi ph1,1c hch sir dS cac thS he hi~n t1;1i va tuang lai 
hiSu vS mot thai ky lich sir mot cach dung dfuI. 

d Tai liiu luu tril'la di san van hoa d{ic biit clla dan t{ic: 

Cung v6i cac lo~i di san van hmi khac rna con nguai dS 11;1i til dai nay sang 
dai khac nhu cac di chi khao c6, cac hi~n v~t trong bao tang, cong trinh kiSn 
trUc, dieu khftc, hOi h01;1 V.V... , tcii li~u lUll trfr dS 11;1i cho xii hQi loai nguai cac van 
t1,1' dt c6 gia trio 81,1' xu~t hi~n cac van t1,1' va vi~c lUll tm cac lo~i van t1,1' d6 ~(y 
thanh rnQt trong nhUng tieu chi danh gia trinh d(> van minh cua cac dan toc tren 
thS gi6i. MQt dan tQc co chfr viSt s6m, co nhiSu van t1,1' duO'c lUll gifr thS hi~n dan 
t(>c d~ c6 nSn van hoa lau dai. 

Tai lieu lUll trfr duO'c bao quan til thS h~ nay sang thS he khac la ngu6n 
thong tin vo t~n d~ xay d1,1'llg nSn van hoa d~ da ban sftc dan tOc. 

2. Cong tac lUll trfr UBND xi 

2.1 Khai niim 

Cong tac lUll tm la mQt IInh V\lC ho~t dQng quan ly nha nu6c bao g6m t~t 
ca nhilng v~n dS ly lu~, thl,Ic tien va phap chS lien quan t6i viec t6 chuc khoa 
hQc tai li~u, bao quan va t6 chuc khai thac, sir d\lllg tai lieu lUll trfr ph1,1C V\l cong 
tac quan ly, nghien Clm khoa hQC va cac nhu c§u ca nhan. 

2.2 N{ii dung 

- Th1,1'c hien cac quy trinh nghi~p V\l nhu: thu th~p, b6 sung tai lieu, xac 
dinh gia tri tai lieu, th6ng ke, ki~m tra tai li~u, xay dl,Illg cong Cl,l tra Clm, bao 
qmin an toan tai lieu va t6 chuc sir d1,1ng co hieu qua tai lieu lUll trfr.' 

- Ban hanh cac van ban dS quan ly nha nu6c vS cong tac lUll tm, t6 chuc 
kiSm tra, th1,1'C hi~n cac quy dinh cua ca quan nha nu6c vS lUll tm. 
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- Th\Ic hien viec qmin ly, bao quan va t6 chuc su d\IDg kh6i cii lieu cua co 
quan, t6 chuc. 

2.3 Tinh chat 

a. Tinh chat khoa h(Jc 

Tinh ch~t khoa h9C cua cong tac lUll trfr duqc th~ hien n6i b~t qua viec 
nghien cUu tim ra cac quy lu~t hOl;lt dong xa hoi duqc phan anh vil.o til.i lieu luu 
trfr d~ th\Ic hien cac noi dung chuyen mon cua cong utc luu trfr nhu phan IOl;li, -" 
xac dinh gia tri, b6 sung va thu th~p til.i lieu, xay d\IDg he th6ng cong C\l tra cUu, 
t6 chuc su d\ll1g til.i lieu lUll trfr V.v... 

b. Tinh chat cd m{zt: 

Tai lieu lUll trfr nhin chung chu ySu co gia tri lich su vii. duqc su d\lng rong 
rai ph\lc V\l nghien cUu lich su va cac hOl;lt dong khac cua xa hoi. Tuy nhien, mot 
s6 til.i lieu lUll trfr co noi dung chua d\Ing nhUng thong tin thuoc bi m~t qu6c gia. 
Do do, til.i lieu luu trfr ciing Iii. mot d6i tu<;mg d~ ke thll tim mQi cach danh c~p vii. 
pha hOl;li. 

Vi v~y cac nguyen t~c vii. chS do trong cong tac lUll trfr phai th~ hien dcly 
du tinh ch~t bao ve cac noi dung co m~t cua tai li~u. Can bo hru trfr phai· la 
nhUng nguai giac ngo quySn lqi giai c~p vo san, quySn lqi dan toc, luon dmh 
giac cach ml;lng, co y thuc t6 chuc kY lu~t, ch~p hil.nh nghiem chinh cac quy chS 
bao m~t til.i lieu luu trfr cua dang vii. nha nuac. 

3. Phong ItrU trfr UBND xii 

3.1. Khdi niim: 

"Ph6ng luu tru" la khai ni?m chi "kh6i tai li?u hinh thanh trong qua trinh 
hogt tI(mg cila m6t ca quan, tejp th€ hoifc ca nhdn co gia trj ljch su tlu(lc thu thejp 
va bew quem trong m6t kho luu tm" (Tit tli€n Luu tru Vi?t Nam-1992). 

Tu khai ni~m tren, co th~ dua ra khai ni~m vS Phong luu trfr UBND xii 
nhu sau: 

Ph6ng luu tru UBND xii la toan b6 kh6i tai li?u tlu(lc hinh thanh trong 
qua trinh hogt tl6ng cila ca quan UBND xii co gia trj th1!C t;in, gia trj lich SU, 
tlu(lc thu thejp va bao quan tro"ng kho luu trft cila UBND xii. 

Co quan duqc thanh l~p phong lUll trfr co quan g6m cac diSu kien sau: 

- Mpt la, co quan duqc thil.nh l~p bfutg van ban phap quy cua: co quan c~p 
tren co th~m quySn trong do quy dinh ra chuc nang, nhi~m V\l, quySn hl;lll, vii. t6 
chuc cua co quan do. Day Iii. diSu ki~n quan trQng nh~t khfuIg dinh tinh phap ly 
cua co quan. 
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- Rai la, co t6 chuc bien ch~ rieng. Nghla la dU<;1c quy6n tuySn dl)ng can 
bo nhan vien thea t6ng s6 bien ch~ dU<;1c c~p tren phan b6. 

- Ba la, co tai khoan rieng. Tuc la co thS doc l~p giao dich va thanh, quy~t 
toan vai co quan tai chinh, ngan hang va cac co quan khac. 

- Ban la, co van thu va con diu co quan rieng. 

"' 3.2 Thanh phan tai li~u phong luu trir UBND xii 

Trang qua trinh quan ly va di6u himh ho~t dong, chinh quy6n c~p xa da 
san sinh ra kh6i tai li~u g6m· nhi6u thanh phfut khac nhau. Trang do bao g6m 
nhfrng thimhphfrn chu y~u sau: 

- TiJi li¢u himh chfnh: Day lei thanh phfut chu ySu co kh6i lU<;1ng nhi6u nh~t 
dU<;1c hinh thimh trong qua trinh ho~t dong cua chinh quy6n c~p xa. Lo~i tai li~u 
nay du<;yc vi~t tren gi~y do HDND, UBND c~p xa san sinh ra va cua cac co quan 
quan ly nha nuac c~p tren (qu~, huy~n, thimh ph6) va cac co quan hfru quan 
khac gui tai. Tai li~u hanh chinh phan anh nhfrng ho~t dong v6 quim ly nha nuac 
tren cac mat chinh tri, kinh t~, van hoa, giao dl)c v.v. .. dU<;1c biSu hi~n bAng cac 
hinh thuc van ban nhu Nghi quy~t cua HDND, Quy~t dinh, Chi thi cua UBND 
va cac hinh thirc van ban hanh chinh khac. 

- Tai li¢u khoa hQc kjJ thwjt: lo~i hinh tai lieu nay ac~p xa khong nhi6u, 
noi dung chu y~u la nhfrng ban ve ky thu~t va nhfrng van bim lien quan v6 cac 
cong trinh xay d\ffig a dia phuang nhu xay d\ffig trl) sa lam vi~c, tram y t~, 
truang hoc, nha tn~ mfiu giao, nha van hoa, nghla trang li~t sl, trUng tu cac di tich 
lich su adia phuang, cac cong trinh thuy l<;1i v.v ... 

- Tai li¢u imh, phim ai¢n imh, ghi am, ghi hinh( tai li¢u nghe nhin): ac~p 

xa lo~i hinh tai li~u nay co r~t it, chu y~u la cac cu6n bang video va tai li~u 
anh(duong ban) ghi l~i cac S1,1' kic;n cua dia phuang nhu: IS hoi truy6n th6ng, cac 
ngay IS trong d~i t6 chuc t~i dia phuong, cac ky hop cua HDND, cac chuy~n di 
tham cua lanh d~o Dang va Nha nuac, cua lanh d~o thanh ph6, lanh d~o quart, 
huy~n d6i vai dia phuang. 

Ngoai nhfrng thimh phful tai lieu chu y~u tren, trong qua trinh ho~t dong cua 
chinh quy6n c~p xa con lo~i tai lieu dac thll khac nhu: 

;: 
Cac lo~i s6 sach v6 ho tich, ho kh~u, s6 dang kY khai sinh, s6 khai tlr, s6 

cac lo~i thu~, s6 dia b~, s6 dang kY t~m tru ~m vfmg, s6 dang ky k~t hon, s6 
dang kY ngh1a V\l quan S\1'... Ngoai tai lieu chinh quy6n c~p xa con co cac lo~i 
ban d6 nhu : Bim d6 quy hOf,lch xay d\II1g, bim dE> quim ly d~t nofIg nghiep, bim 
d6 qmin ly r\mg, ban d6 giao thong, ban dE> dia giai hanh chinh, ban dE> duang 
dien, cap quang va he th6ng c~p thoat nuac... 

4. Th\fc hanh, thao luin 
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Ph6ng hru trfr UBND xa co nhUng lo~i hinh tili li~u gi? Hay li~t ke nhUng 
nQi dung ca ban cua lo~i hinh tili li~u hanh chinh cua ca quan anh (chi) c6ng taco 

,~. 
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Bai 2: xAc DINH GIA TRI TAl LIEU LUU TRU UBND XA.. . . 

1. Xac dinh gia tri tai li~u UBND xii 

1.1 Khai niim 

Tai li~u lUll tm dU(Jc san sinh ra trong qua trinh ho~t dong cua cac co 
quan, t6 chuc va ca nhan tieu bi~u. Nhfrng bli li~u miy la cong C\l ph\lc V\l cho 
vi~c giai quy~t nhfrng cong vi~c hang ngay. Sau khi cong vi~c dci giai quy~t xong 
thi mot s6 tai li~u co gia tri phai dU<;1c h,ra chon d~ dua vao bao qUID trong cac 
Phong lUll trii Nhfrng tai li~u khong co gia tri ho~c hSt gia tri bao quan thi phai 
lam thu t\lC d~ tieu huY. 

Nhu v~y, mot cong vi~c rAt quan trc,mg cua cac lUll trfr UBND xci la phai 
ti~n hanh xac dinh gia tri ffii li~u d~ h.ra chon nhfrng tai li~u co gia tri clin bao 
quan va IO;.li ra nhfrng ffii li~u h~t gia tri d~ tieu huy. 

Xac d;nh gia tr; tai li?u UBND xii la d1!a tren nhitng nguyen tdc, lieu 
chudn va phuong phap cua luu trit hQc dd quy d;nh thai hc;m bao quem cho tung 
logi tai li?u hinh thanh trong qua trinh hogt dong cua UBND xii theo gia tr; cua 
chung vi cac mijt chinh trl, kinh ti, van hoa, khoa hQc va cac gia tr; khac. Tit do 
11!a chQn dd thu thejp b6 sung nhfmg tai li?u co gia tr; cho Ph6ng luu trit VBND 
xii va logi ra nhfmg tai li?u hit gia tr; dd tieu huy. ' 

D6i vai UBND xci thi vi~c xac dinh gia tri tai li~u dU(Jc ti~n hanh ahai 
giai do~n van thu va luu trfr. Do hru tm xii chua dU(Jc coi Ia lUll tm lich ')u nen 
vi~c xac dinh gia tri ffii li~u agiai do~ nay khong dU(Jc ti~n hanh. Do do can bo 
ph1:l trach luu trit cua xii chi tdn hanh xac d;nh gia tr; if giai dogn luu trit co 
quan, luu trit hi?n hanh d6ng thai co trach nhi?m huang ddn xac d;nh gia trj tai 
li?u cho cac can bo chuyen man 6' giai dogn win thu. 

1.2 Cae giai dO!ln xae illnh gia trl tai iiiu if UBND xli 

a. Xae djnh giti trl tai liiu iT giai ilo!ln van thU' 

Giai dO;.ln van thu la giai dO;.ln t,E li~u dU<;1c hinh thanh trong qua 

:.	 trinh giai quy~t cong vi~c. Khi cong vi~c chua k~t thuc, tai li~u do dang co gia tri 
hi~n hanh va dU(Jc su d\lng d~ giai quy~t nhfrng cong vi~c truac khi giao nop vao 
lUll tm co quan d~ bao qUID. 

a, Xae dlnh gia trl tai Iiiu trong giai ilo!ln van thU' 

Giai do~ van thu la giai dO;.ln tai li~u dU<;1c hinh thanh trong qua trinh giai 
quy~t cong vi~c. Khi cong vi~c chua k~t thuc, tai li~u do dang co gia tri hi~n 
hanh va du<;yc su d\lllg d~ giai quy~t nhfrng cong vi~c truac khi giao nop vao lUll 
trfr co quan d~ bao quim. . 
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Vi~c xac dinh gia td tai li~u agiai do~n van thu cua VBND xii duQ'c d~t fa 
ngay til khi l~p danh m\lC h6 sa va chu ySu trong vi~c l\ra chon tai li~u d~ l~p h6 
sa. Khi l~p danh m\lC h6 sa can b6 Van phong-Th6ng ke cua VBND xii phai xac 
dinh duQ'c nhfrng h6 sa cfuI l~p va xac dinh thai h~n bao quan cua nhfrng h6 sa 
d6 d~ h.ra chon nhfrng tai li~u nao c~n l~p h6 sa va giao n6p vao luu tm hi~n 
hanh, nhilng lo~i h6 sa tai li~u nao khong cfuI nop vao luu tm hi~n hanh. Vi~c 
l~p danh m\lC h6 sa phai d\Ia vao chuc nang nhi~m V\l cua VBND xii va Thong 
tu 0912011/TT-BNV ngay 03/0612011 cua B6 N6i V\l vS Huang dan thai h~n bao 
qUID tai li~u. 

Tuy nhien xac dinh gia tri tiii li~u cling chi la tuong d6i vi thai h~n bao qUID cua 
n6 c6 th~ thay d6i khi dua h6 sa duQ'c l~p d6 vao bao quan aluu trft ca quan hay 
aluu tm nha nu&c. D6ng thai khi ca quan c6 danh m\lC h6 sa thi vi~c xac dinh 
gia td tai li~u v~n tren ca sa l~p h6 sa rieng Ie la chu ySu. 

Till li~u duQ'c hinh thanh a giai do~n van thu vila la phuong ti~n vila la 
cong C\l ho~t d6ng cua ca quan. Sau khi cong vi~c kSt thuc, tai H~u cua m6i S\I 
vi~c duQ'c xSp vao tUng to' bia h6 sa. H6 sa d6 duQ'c gift l~i m6t nam t~i nai l~p 
sau khi kS ho~ch cong tac nam cua ca quan dii kSt thuc va cac cong vi~c duQ'c 
giai quySt trong nam dii s~p xSp vi~c nao ra vi~c Ay thi tiSn hanh phan lo~i cac h6 
sa dii duQ'c l~p theo cac nh6m c6 thai h~ bao quan khac nhau. Nhftng h6 sa d6 • 
duQ'c d~ l~i dan vi trong thai h~ m6t nam; HSt thai h~n m6t nam phai nop vao 
luu trfr ca quan. 

Vi dlJ.: Theo Danh m\lC h6 sa thi can bo Dia chinh cua VBND xii phai l~p 
nhUng h6 sa sau: 

~ 

01 Tai li~u ve dang kY nha a, dat adii duQ'c cap giay chUng Vi'nh vien 
nh~n quySn sa hfru nha ava quySn su d\lng dAt ado thi 

02 Ho sa dia chinh gom: Vi'nh vi~n 
+ Ban d6 dia chinh; 
+ S6 dia chinh; . 
+ S6 muc ke'. , 
+ S6 thea d5i biSn d6ng dAt; 
+ Bi~n th6ng ke di~n tich dAt; 

03 Ho sa ve phan v~ch dia gi&i, dien dia gi6i hanh chinh (thon, Vi'nh vi~n 
x6m, duOng, ng5) dii duQ'c phe duy~t 

04 Tai li~u ve bien dong lo~i dat, chu su d\lllg dat Lau dai 
05 Tai li~u vS quan ly dat cong cong, dat chua su d\lng, dat biii :Lau dai 

co ven song 
06 Tai lieu ve kenh, r~ch, song tren dia gi&i hanh chinh Vi'nh vi~n 

07 Tai li~u ve cac tieu moc do d~c, moc dia gi&i, moc 10 phi Vi'nh vi~n 
08 Tai lieu ve kiem tra vi ph~m lu~t dat dai su d\lllg gay 0 Lau dai 

nhi~m. 
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2.3.9 Tai li~u vS xu ly vi ph~m Nghi dinh so 04/CP ngay 
1011111997 cua ChiOO phu 

Lau dai 

Trong qua trinh giai quySt cong vi~c, nhfrng van ban lien quan 
dSn vi~c nclo duqc dua vao tung bia h6 sa vS vi~c do. Sau khi cong 
vi~c kSt thuc, tai li~u cua m6i S\I viec tren du9'c s~p xSp thea thlT t\I. 

H6 sa do duqc gill' l~i nhiSu nhfit 01 nam t~i b9 ph~n Dia chinh d~ 
tra cuu ho~c giai quySt tiSp nhll'ng cong viec lien quan. Sau khi k~ 
ho~ch cong tac nam da kSt thuc va cac cong vi~c du<;yc giai quySt 
xong thi can b9 Dia chinh xa phai phein lo~i cac h6 sa da du<;yc l~p 
theo cac nhom co thai h~n bao quan khac nhau va l\Ia chon nhfrng 
van ban co gia tri d~ luu l~i trong h6 sa, b6 sung nhll'ng van ban con 
thiSu va lo~i ra nhfrng gifiy to' khong co gia trio HSt thai h~n 01 nam, 
cac h6 sa co gia tri phai n9P vao 1uu trll' ca quan do can b9 Van 
phong - Th6ng ke xa ph\! trach d~ bao quan. 

b. Xac djnh gia trj tiIi /ifu trong lU'U trii' UBND xii 

LUll trll' ca quan UBND xa (do can bo van phong th6ng ke ph\! trach) sau 
khi tiS'p oo~ tai lieu nop lUll agiai do~ van thu co OOi~m V\l ki~m tra l~i gia tri 
cac h6 sa da oo~ duqc til giai do~ van thu. T~i day lUll trfr ca quan co th~ diSu 
chinh l~i thai h~n bao quan dung v6i gia tri cua no. Tai lieu lUll trfr ca quail tren 
ca sa toan b9 tai lieu thu9C ph~m vi quan ly se duqc danh gia m9t cach t6ng hO'P. 

Cong tac xac diOO gia tri mi li~u alUll trfr UBND xa co th~ duqc tiSn haOO " 
doc l~p hoijc kSt hqp trong cac nghiep V\l khac oou: Th6ng ke, phein lo~i va dijc 
bi~t la trong chiOO ly tai lieu(nSu tai li~u chua du<;yc l~p h6 sa). Tai lieu bao quan 
a lUll trll' UBND xa chu ySu co gia tri th\IC tiSn, ph\!c V\l vi~c tra tim thuOng 
xuyen cua can b9 cong chuc trong ca quan. Nhfrng tai li~u hSt gia tri, tai lieu 
trung l~p thong tin se du<;yc lo~i ra va lam cac thu wc d~ tieu huy. 

Vi d(l: H6 sa ky hop HDND xa bao g6m nhiSu van ban, nhfrng van ban 
do t~o thaOO mot h6 sa co gia tri bao quan "Vinh viSn" g6m: . 

+ Noi dung chuang triOO kY hop; 
+ DaOO sach cac d~i bi~u; 

-" + KS ho~ch, bao cao th\IC hien kS ho~ch; 
+ Tai li~u vS b~u Chu tich, Pho chu tich UBND va cac thanh vien cua UBND 

xa; 
+ Cac Nghi quySt cua HDND ~i cac ky hop; 
+ Tai li~u vS chfit v<1n cua HDND t~i cac kY hop; 
+ Tai li~u vS tra lai chfit v<1n. 
+ Bien ban thao lu~n cua cac ky hop. 

1.3 Ta chwc tieu huy tiIi /ifu h;tgia trj 
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Trinh t\1 tieu huy tai li~u cc1n th\1c hi~n theo van ban s6 879/VTLTNN-NVDP 
ngily 19/12/2006 cua C\lC Van thu va LUll tm Nha nuac. C\l th€ nhu sau: 

a. Thang ke tai Iiiu IO(lL 

Khi tiSn hanh xac dinh gia tri tili li~u thi vi~c Io~i ra nhfrng tili li~u hSt gia 

tri Iil t~t ySu. Tili li~u hSt gia tri dugc Io~i ra (; d~ng van bim ho~c nhfrng h6 sa. 

Trong do bao g6m truOng hqp sau: ' " 

- TiJi fi~u hJt gia trj 
- TiJi li~u ngoiJi phong 
- TiJi li~u rna, hong 
- TiJi li~u khong xac tljnh tlu(lC thai gian, tac gia; 
- TiJi li~u trung thua 
- TiJi li~u fiJ cac bidu mJu fuu khong (bidu mJu khong co thong tin) 
- TiJi li~u bi mat ta tldu, ta cu6i 
- TiJi li~u tham khao, sach, bao, tt;lP chi 
- Ban thao, ban nhap. 

Nhfrng tili Ii~u tren phai duQ'c th6ng ke d€ Hoi d6ng xac dinh gia tri tai Ii~u : 
xem xet, danh gia d€ co quySt dinh cu6i cling Iil bilO quan tiSp ho~c Io~i huy. Khi 
th6ng ke cc1n lap danh sach: 

S6 
tht'r t\1 

Ten tili li~u S6Iuqng 
van bim 

Ly do tieu huy Ghi chu 

(0 1) (02) (03) (04) (05) 

D6i vai nhfrng h6 sa, tili li~u khong th€ xac dinh duQ'c ten tili li~u Iil tili 
li~u bi rna, hong, m~t ta dc1u ta cu6i, tili li~u tham khao, ban thao ban nhap thi co 
th€ th6ng ke theo .dan vi c~p (hop) g6m cac thong tin sau: 

S6 
tht'r t\1 

C~pso So Iuqng 
(c~p) 

Ly do tieu huy Ghi chu 

(0 1) (02) (03) (04) (05) 
; 

b. Thanh I(ip Hpi dang xac djnh gia trj tai /iiu 
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Theo quy dinh trong DiSu 16 cua Phap l~nh LUll tm Qu6c gia nam 2001 
va DiSu 11 Nghi dinh s6 111120041 ND - CP ngay 081 412004 cua Chinh phu quy 
dinh chi ti~t thi hanh mot s6 diSu cua Phap l~nh lUll tm Qu6e gia quy dinh: 

"Vi?c ilanh gia giG trj nhfmg tai li?u logi ra ild tieu huy phai do H{ji il{mg 
XGC iljnh gia trj tai li?u th1!C hi?n". 

Hoi d6ng xae djnh gia tri tai li~u la m(Jt t6 chuc tu win a cac ca quan, 
ilu(Jc thanh lqp bling van ban cua thu truimg ca quan mgi khi xac ilfnh gia trf tai 
li?u. Nhi?m v¥ cua H(Ji ilbng nay la nghien cUu, tu win cho thu truang ca quan 
xem xet ilJ nghj 11!a ch9n tai li?u co gia trj ild baD quan va huy tai li?u hit gia trf, 
lam cho vi?c xac il;nh gia tr; tai li?u ilu(Jc th1!c hi?n m(Jt cach th6ng nhdt, chinh 
xac va ilung quy il;nh cua Nha nuac. 

Hoi d6ng xac dinh gia tri tai li~u g6m nhfrng nguai co hic3u bi~t vS gia tri 
th\!'c tiSn va gia tri lieh Slr eua tai li~u hiSu r6 nhfrng tai li~u nao cAn gifr ll,li dS 
bao quan va nhfrng tai li~u h~t gia tri, lam eho vi~e xae dinh gia tri tai li~u du<;ye 
th\!'c hi~n mot each ehinh xae. Hoi d6ng xae djnh gia tri tcii li~u dc3 xac dinh dung 
gia tri tai lieu trong bang thai hl,lll bao quan, danh m1,1C tai li~u IOl,li huy eua ea 
quan. 

HOl,lt dong eua Hoi d6ng xac dinh gia tri tai li~u dijt duai s\!' chi dl,lo. tr\!'c 
ti~p eua thu truang ea quan, sau khi hoan thanh nhi~m V\l thi giai thS. : 

- Thanh phfin cua H9i d6ng xae dinh gia tri tai lieu acae UBND xa bao , 
gom: 

+ Pho Chu tich UBND xa (ph1,1 traeh eong tae VP-TK): Chu tieh Hoi d6ng 
+ Dl,li di~n lanh dl,lo dan vi co tcii lieu lUll trfr: Uy vien 
+ Can bo van phong th6ng ke xa: Uy vien
 

- Hoi d6ng xae dinh gia tri tcii li~u lam vi~e theo phuong thue sau:
 
+ Timg thanh vien eua Hoi d6ng xem xet cae van ban m1,1C 11,1c h6 sa, tai 

li~u cfin gifr ll,li bao qmin va danh m1,1e tcii lieu h~t gia trio D6i va! danh m1,1e tai 
li~u h~t gia tri cfin kic3m tra th\!'c t~ tai lieu xem co phan anh dung nhu trong noi 
dung danh m1,1e khong dS tranh tinh trl,lng tieu huy ea nhfrng tai lieu vftn con gia 
trio 

~. + Hoi d6ng thao lu~n t~p thc3 va bic3u quy~t thea da s6~ 
+ Thong qua bien ban, trinh Chli tich UBND xa quy~t dinh. 

e, vJ tham tra tili liiu IU'u trw: T~t ca tai li~u h~t gia tri IOl,li ra dc3 tieu huy 
phai dUQ'e th~m tra ll,li eua co quan lUll trfr hoije ea quan ehu quan tten mot e~p. 

D6i vai tcii lieu lUll trfr eua UBND xa truae khi tieu huy tM lieu hSt gia tri 
phai duQ'c UBND huyen, qu~n, thi xa thuoe tinh th~m tra. 

Truae khi Hoi d6ng thfun tra c§p tren lam nhiem V1,1 thi nhfrng tai lieu IOl,li 
d~ tieu huy phai dU<;1e phful lol,li thea don vi t6 chuc hoije m~t hOl,lt dong eua dan 
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vi hinh thilnh phong, l~p danh sach cac tili li~u tieu huY. Sau khi H9i d6ng xac 
dinh gia tri tili li~u xem xet vil d6ng y tieu huy thi biln danh sach tli li~u tieu huy 
du<;yc trinh len thu tfUemg ca quan cling v6i Bien ban hop H9i d6ng xac dinh gia tri 
tili li~u. Vi~c thfun dinh tili li~u lUll trfr c~p cua Uy ban nhan dan c~p xa lil lUll trfr 
c~p huy~n. LUll trfr huy~n se thAm dinh danh sach tili li~u tieu huy cling Bien biln 
hop H9i d6ng xac dinh gia tri tili li~u vS S1,1' chinh xac cua no. Sau khi xem xet vil 
d6ng ythi lUll trfr huy~n co yki~n thAm dinh bAng van biln. 

d, vi tham quyin quyit tljnh tieu huy tai /iiu hit gia trj: Sau khi co y 
ki~n thAm dinh bAng van ban cua lUll trfr c~p tren, Chu tich UBND xa ra Quy~t 
dinh tieu huy tili li~u h~t gia trio 

tI, vi cach thuc va thtl t{lC tieu huy tai liiu hit gia trj 

+ Vi~c tieu huy tili li~u h~t gia tri chi du<;yc th1,1'c hi~n sau khi co quy~t dinh 
bAng van ban cua nguai co thAm quySn (Quy~t dinh cua Chu tich UBND xa). 

+ Khi tieu huy tli li~u phili huy h~t thong tin tili li~u. Nhiing tili li~u khi 
ti~n .hanh tieu huy co thS dm;rc dua d~n cac ca sa tai ch~ lilm nguyen li~u gi~y 
ho~c c~t nhc> dong bao troIig diSu ki~n chua dua dm;rc d~n nhil may gi~y. Do lil 
phuang phap t6t nh~t vira ti~t ki~m nguyen li~u, vira bilo v~ bi m~t tili li~il.: 
Nghiem c~m moi hinh thuc dua tili li~u tieu huy sir dl,mg vilo nhfrng ml,lC dich 
khac nhu ban tili li~u cho ill thuang ho~c dS 19 bi m~t, cong khai tili li~u V.v... 

e, L{lp bien ban tieu huy tai liiu hit gia trj 

Vi~c tieu huy tili li~u phili du<;yc l~p thanh Bien ban. Bien bim du<;yc l~p thilnh 02 
ban co xac nh~ cua nguai thl,rC hi~n vil cua ca quan, t6 chuc co tili li~u. M6i ben 
gifr 01 ban. 

/, L{lp ha SO' va luu trii' ha SO' tieu huy tai liiu hit gia trj 

Sau khi tieu huy tili li~u hSt gia tri kSt thuc phili l~p h6 sa vil bilo quan ti;li ca 
quan, t6 chuc co tili li~u trong thai hi;ln it nh~t 20 nam, kS tir ngily tili li~u bi tieu 
huY. H6 sa tieu huy tili li~u bao g6m: Danh ml,lC tili li~u h~t gia tri; Bien biln hop 
h9i d6ng xac dinh gia tri tili li~u; Van biln thAm tra cua lUll tm c~p tren; Quy~t 
dinh tieu huy tili li~u cua thu tfUemg ca quan; Bien biln tieu huy tili li~u h~t gia 
trio 
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MOT s6 BIEU MAU DUNG TRONG CONG TAc XDGTTL UBND XA 

Maul: QuyJt djnh thiJnh l{lp Hvi dang xae djnh gia trj tiJi liiu ella xii 

UY BAN NHAN DAN CQNG HoA XA HQI CHU NGHiA VI~T NAM 
XA........ ..... DQc l~p- T1}' do - H~nh phuc 

, h ' v86: /QD-UBND ngay. t ang nam ............. J
 

QUYETDINH
 

V~ vi~c thanh l~p HQi dang xac dinh gia tri tai li~u
 

CHU TICH UBND XA . 

Can eu Lu~t s6: 11/2003/L-QH11 ngay 26/11/2003 eua Qu6e hoi nuae 
CHXHCN Vi~t Nam khoa XI v~ T6 ehue HDND va UBND; 

Can eu khoan 3, di~u 11 Nghi dinh s6 11112004/ND-CP eua Chinh phu 
ngay 08/4/2004 quy dinh ehi ti~t mot s6 di~u eua Phap l~nh hru trfr Qu6e gia; 

Theo d~ nghi eua ean bo ph1,l traeh Hanh ehinh Van phong xa, 

QUYET DINH: 
Di~u 1. Thanh l~p Hoi d6ng xae dinh gia tri tai lieu eua UBND xa ...g6m 

eae ong (ba) eo ten sau: 
1. Ong . - Pho Chu tieh UBND xa: Chu tieh hoi d6ng. 
2.0ng . - Dl,li dien dan vi eo tai lieu : Uyvien. 
3. Ong . - Can bo Van phong Th6ng ke: UYvien. 

Di~u 2. Hoi d6ng xae dinh gia tri tai lieu eo nhiem V\l va quy~n hf,m thea 
quy dinh tl,li Di~u 11, ehuong II eua Nghi dinh 11112004/ND-CP eua Chinh phu 
ngay 08/4/2004. 

Quy~t djnh nay eo hieu hre k~ tir ngay kY, sau khi hoiln thilnh nhiem V1,l thi 
HOi d6ng xae -djnh gia tri tai lieu eh~m dlrt hOl,lt dong. 

Di~u 3. Cae Ong(ba) ean bo ph1,l traeh Tai ehinh K~ toan, Van phong va 
eae ea nhan eo ten tl,li di~u 1 ean eu quy~t djnh thi hilnh.l. 

Noinh~n: CHU TJCR 
- Nhu Di~u 3 (de tJh);
 
- Van ph6ng UBND huy~n (de ble)
 
- Luu: VT.
 

Nguy~n Van A 
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Mau2: Quyit dinh tieu huy tai /ifu hitgia trt 

UY BAN NHAN DAN CQNG HoA XA HOI CHiT NGHiA VI~T NAM 
XA . DQc l~p- TV do - H~nh phuc 

, h ' ~S6: /QD-VBND ........... , ngay f ang nam ..
 

QUYETDINH
 

V~ vi~c tieu huy titi li~u h~t gia tri
 

CHiT TICH UBND XA . 
Can cu lu~t s6: 11/2003/L-QH11 ngay 26111/2003 cua Qu6c hoi nuac 

CHXHCN Vi~t narn khoa XI vS t6 chuc HDND va VBND; 

Can cu Khoan 2, DiSu 12, Chuang II cua Nghi dinh s6 111/2004/ND-CP 
ngay 04/8/2004 cua Chinh phu quy dinh chi ti8t mot s6 di~u cua Phap l~nh luu 
trfr qu6c gia; 

Can cu van ban s6 ... ngay... thang ... narn ... cua luu trfr thuoc van phong' 
VBND huy~n... VS vi~c thftrn tra tai li~u lo~i huy tai li~u Phong 1uu trfr VBND 
xii. .. ; 

Theo dS nghi cua can bo Van phong - Th6ng ke xa,
 

QUYET DINH:
 

Di~u 1. Tieu huy kh6i tai li~u h8t gia tri thuQc Phong 1uu trfr VBND xa ... 
g6rn ... c~p tai li~u (co danh sach tid li~u tieu huy kern theo). 

Di~u 2. Giao cho cac ong (ba) trong hoi d6ng xac dinh gia tri tili li~u thvc 
hi~n tieu huy kh6i tai li~u h8t gia tri tren theo dung quy dinh cua nha nuac. 

Di~u 3. Cac ong (ba) can bo van phong th6ng ke xa va cac ca nhan co ten 
tl;li DiSu 1 chiu tnlch nhi~rn thi hanh quy8t dinh nay./. 

Not nh~n: CHiT TICH
 
- LUll trii hlly~n (d~ b/e);
 

- Nhu di~ll 3 (d~ tJh);
 

- LUll: VT 

Nguy~n Van A 

. ; 
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Mau3 : Bien him tieu huy tai /ifu: 

UY BAN NHAN DAN CQNG HoA XA HQI CHU NGHiA VI~T NAM 
XA . DQc L~p- T,! Do - H:~mh Phuc 

, h ' ~S6: IBB - UBND ............. ,ngay t ang. nam .
 

BIEN BAN 

V~ vi~c tieu huy tili li~u h~t gia tri phong two trfr UBND xii ..•. 

Can eu Di~u 12 eua Nghi dinh s6 111/20041 ND-CP ngay 08/4/2004 eua 
Chinh phu quy dinh ehi tilh mot s6 di~u eua Phap l~nh Luu tn! qu6e gia; 

Can eu QUylh dinh s6... I QD-UB ngay... thang... nam... eua Chu tieh 
UBND xa... V/v tieu huy tai li~u h~t gia tri; 

~ 'h' , "'. ~Hom nay, ngay t ang nam t~l ehung t01 gom: 
1 d;;ri di~ . 
2 d;;ri di~ . 
3 ch;Udi~ . 
4 d;;ri dil$n. .. 

Da ti~n hanh tieu huy tai li~u h~t gia tri thuoe phong hru tn! UBND xa... 

B '~ :h~'~ h ' "li~
l~ puap neu uy tal ~: . 

ChUng toi da tieu huy h~t sf> tai li~u da th6ng ke trong danh ml,le tai li~u 
tieu huy theo dung quy dinh eua nha nuae. 

xAC~ciJADONV! xAc~ciJACaQUAN
 
C6TRACH~MTIEUHUYTAIL~u C6TAI~UHUY
 

(Kyten, dOng dfuI) (Kyten, dong dAu) 
Miu 4: BANG DT! KIEN THOI H~N BAo QuAN TAl LI~U
 

CHiNH QUYEN UBND cAp XA
 
Thea Thong tu s6: 09 /2011/TT-BNV ngay 03 thimg 6 nam 2011 cua B(j N(ji v¥
 

( STT I TEN NHOM HO sa, TAl LI~U I THBQ 
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(1) (2) (3) 

A. TAl LI~U eVA HDND XA 
I. Tili li~u chung 

1 Tai li~u ve cae kY hop cua HDND 
- Noi dung chuang trinh kY hOp; 
- Danh saeh cae d~i bi~u; 
- K~ ho~eh, bao cao tln,le hi~n k~ ho~eh; 
- Tai li~u v~ b~u Chu tjch, Pho Chu tjeh UBND va cae 
thanh vien cua UBND; 
- Cac Nghj quy~t cua HDND ~i cac ky hop; 
- Tai li~u v~ ehc1t vc1n cua HDND t~i eac ky hop; 
- Tai li~u v~ chc1t vc1n tra lai chc1t vc1n. 
- Bien ban thao luan eua cae kY hop 

Vinh viSn 

2 Tai li~u ve ho~t dong eua d~i bieu Quoe hoi va HDND 
thanh ph6, huy~n,quan, thj xa, phuOng, thj trc1n. 

Lau dai 

3 Tai li~u ve ho;;tt dong cua D;;ti bieu HDND xa, phuOng, 
thj trc1n 
- Tai li~u v~ giam sat; 
- Tai li~u v~ ti~p xuc clI trio 

Lau dai 

II. Tili lieu v~ xay dun2 chinh quy~n 
1 Tai li~u ve to ehuc va th1,le hi~n cong tae bau ClI d~i bieu 

qu6c hoi, HDND tinh, huy~n 
Lau dai 

2 Tai li~u ve to chuc th1,lc hi~n cong tac bau clI HDND xa Vinh vien 
3 Tai li~u ve che do sinh ho~t phi doi vai can bo xa, 

phuOng ,thj trc1n 
Lau dai 

4 Tai li~u ve ket qua b~u ClI UBND xa, phuOng, thj tran 
du<;Yc UBND huy~n, quan phe ehufut 

5 Tai lie\) ve thilnh l~p thon Vinh vien 
6 Taili~u ve bau truOng, pho thon Lau dai 
7 Tai li~u bao cao cong tac cua cae truOng thon 6 thang, 

hang thang 
Lau dai 

8 Bien ban ban giao cae lo~i van ban, ho sa tai li~u, so 
saeh cua truOng thon, t6 truOng dan ph6 

Lau dai 

9 Tai li~u hoi nghj thon, to dan pho Vinh viSn 
10 Tai li~u ve huang uac, quy uae thon, to dan pho Vinh viSn 

B. TAI LI~U eVA UBND XA 
I. Tili li~u tBng hQ'P 

T~p van ban glri chung d~n UBND ec1p xa 
- Chu truang, dUOng 16i eua Dang va phap lu~t cua nha 

~ .......  ... ~."." .....  ..................  ....  ... " ...•......._...... 

D~n khi van 
1. 
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THBQSTT TEN NHOM HO SO, TAl LltU 
(1) (2) (3) 

nuac (ho sa nguyen mc) ban hethieu 

- Glri dS biSt (d6i ten ca quan, d6i tll,l sa, d6i dau, thong l\Ic thi hanh 

bao chfr kY... ) 5 nam 

2.	 I H6 sa xiiy d\IDg, ban hanh chS d6/quy dinh/huang d~n Vinh viSn 
nhUng van dS chung cua UBND xa 

3.	 I H6 sa kY niem cac ngay IS Ian, S\I kien quan tn;mg do I Vinh viSn 
UBND xa chu tri t6 chuc 

.H __.H•••••••~ •••• ,_•• ··_.__..._ ••_ ..H ••_. ••••..._··_......_ ......._ •••__
 

4. I H6 sa h6i nghi t6ng kch, sa kSt cong tac cua UBND xa 

- T6ng kSt nam Vinh viSn 

- Sa kSt thang, quy, 6 thang 5 nam 

~ 

5.	 I KS hOi;lCh, bao cao cong tac hang nam 

- Cua ca quan cap tren 10 nam 

- Cua UBND xa Vinh viSn 

6. I-Krh~;~h:·b&~-~~~-~6~g·-~~--q~~-:--6-th~g, 9 thang 

- Cua ca quan cap tren 5 nam 

- Cua UBND xa 20nam 

7. KS hOi;lCh, bao cao thang, tufuI 

- Cua ca quan cap tren 5 nam 

- Cua UBND xa 10 nam 
...••...•.•...•..••..••••• ... M""" _•..•....•...••••.•.•_ _ •.••••_•.•••.••._ _ __••.••••_••••__•._ _ _ _......................................... • _ M........ •.••H _.....•
 

8.	 KS hOi;lCh, bao cao cong tilc d6t xuat 10 nam 
1_ •••••••_ •••••••_........ • •••••••••• _ •••• •••••••_.~ •• •••••• •• __.~ •••••••_ ••• _ •••••••••••__••_ _._••••_ •••••__•••_.__•••• _ ••••~ ••_._••••••_ ••_ •••••_._••••••_................................ ••••••••••••_ ••• •••_ ••••••••••••••••••••••••_..................... ••••••••• • ••• _ ••_ ••••••••• _ _ •••••••• _ ••••••••••••••
~ ~	 ~ 

9.	 H6 sa t6 chilc th\IC hi~n chu truang, dUOng 16i cua Dang Vinh viSn 
va phap lu~t cua Nha nuac 

,················-·······-·······-·-1····_······--··--.- -..-- - -..- - - -..- -- -.--- ---- -- -.-.-.--..- - -..- - - -..-...•................- ···-········1-··················-····················· .
 

10.	 H6 sa t6 chuc th\IC hi~n chS d6/quy dinh/hu6ng d~I} Vinh viSn 
nhUng van dS chung cua UBND xa 

·'·H6~~~g-d~~·giso·~~;·UBND·~~-··-·-········II.	 Vinh viSn 
_••••••1 _ .._ __••••••_ -_.~••••••••••••••_ ••_ _••- ••- ••_ •• •• -.- _-••--_ __•••••_ ••••- ••• -_••••- - - ••••••~ 

12.	 Tai lieu vS thong tin, tuyen truySn cua UBND xa 

- Van bim chi di;lO, chuang trinh, kS hOi;lCh, bao cao nam Vinh viSn 

- KS hOi;lCh, bao cao thang, quy, cong van trao d6i 10 nam 

13.	 Tai lieu vS hOi;lt d6ng cua Lanh di;lO (bao cao, bim thuySt Vinh viSn 
trinh/ giai trinh, tra 1(ri chat van ti;li HDND, bai phat bichi 
ti;li cac S\I ki~n Ian: .. ) 

•__ ••••1••••••••__•••••••••_ _•••••••_••------ ---..--•••-.- - -- -.-------••--.---.-._ --- _ ••_ _ ••••••••••_.-••- -._-••••••••••••••••• - __••••_ •••••_-. • _ - _ ••••• 

14.	 T~p thong bao y kiSn, kSt lu~ cu6c h9P 10 nam 
. I- _	 __._~..•._-----_.__ _---_._---_.-- _._._ __ --.._---_.•...._ ---..-- ---- - _.-•......._ .......•.._._•......__ --~--

15.	 S6 ghi bien bim cac cuoc hop giao ban, s6 tay cong tac 10 nam 
cua lanh dl;lO UBND xa 
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THBQTEN NHOM HO SO, TAl LltUSTT 
(3)(2)(1) 

10 namTap cong van trao d&i vS nhfrng vAn dS chung16. 
_ .•••••_••••••••••••••• _'....... ••••1•••••••••_••••••••.•••••••••••••_•••••••••••••••••••••••••••••••••_•••••••_ _._••• -.-~ •• " ••• ,••• _ •••••••••••••••••••••••• _._•••_ •••••••••••••••• _••••••".· H ••••••••••• _···_···~•••••••••••••••••••• _.............. • ••• -••••••••••••••••••• _ ••• ,., ••
 

......... ."" , ~.~.!~.~ ~.~.~ ~.~~.~~~~.~?~~ ~.~.~~~'.~~.?~~_.~~.. .
 
KS hOi;lch, bao cao cong mc quy hOi;lCh, kS hOi;lCh, th6ng ke 
- Dai hi;ln, hang nam Vinh vi~n 

- 6 thang, 9 thang 20nam 
- Quy, thang 5nam 

2.1. Tili lifu quy hO{lch 
............................. [	 _ - _ __ _ _ _ ..
 

DSn khi van 
(h6 sa nguyen t~c) 

2.1.1 Tap van ban. vS quy hOi;lCh giri chung dSn VBND xii 
ban hSthi~u 
l\l'c thi hanh 

2.1.2	 H6 sa xfty dl,lIlg quy hOi;lCh phat triSn VBND xii VInh vi~n 

2.1.3	 H6 sa vS xfty d\fIlg d~ an, d\l' an, chuang trinh m\lC tieu VInh vi~n 
cua VBND xii dugc phe duyet 

2.1.4 I H6 sa qmm ly, t& chuc thuc hien cac d~ an, d\l' an, I Vinh vi~n 
chuang trinh m\lC tieu cua VBND xii 

2.1.5	 H6 sa thc1m dinh, phe duyet d~ an chiSn lugc, d~ an quy VInh vi~n 
hOi;lCh phat triSn, d~ an, d\l' an, chuang trinh m\lC tieu cua 
cac d6i wong thuQc phi;lm vi quim ly cua VBND xii 

2.1.6	 Bao cao danh gia th\l'c hi~n cac dS an chiSn lugc, dS an 
quy hOi;lCh phat triSn, d~ an, d\l' an, chuang trinh, m\lC 
tieu cua cac d6i tugng thuQc phi;lm vi qufm ly nha nuac 
- T&ng kSt Vinh vi~n 
- Sa kSt ·10 nam 

•••• ••••• •••••••••••• _ ••• ···_···· ..._ •••••••• _ ••••••·w ...... 

2.1.7	 Cong van trao d&i v~ cong mc quy hOi;lch 10 nam 

2.2. Tili lifu ki hO{lch
I···············	 . wi· ·· ··..· ··..·· · , : : -- - : - -._ : - - _ · ·-·..·- ·· · ··1· · -.................... .
 

2.2.1	 Tap viin ban vS kS hOi;lCh giri chung dSn VBND xii DSn khi viin 
(h6 sa nguyen t~c) ban hSt hieu 

l\l'c thi hanh 

2.2.21 Chi tieu kS hOi;lCh phat triSn kinh tS - xii h6i hang nam 
- VBND xii ban hanh Vinh vi~n 

- VBND xii th\l'C hien Vinh vi~n 

I..• · ·..·-· 
- VBND xii dS biSt·t ·· - · -·-· -· -  -.----.- - - - _ - -.-.-. - , 5nam _ - .. 

2.2.3 H6 sa xfty d\fIlg kS hOi;lCh va bao cao th\l'c hien kS hOi;lch 
cua VBND xii 
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THBQTEN	 NHOM HO so, TAl LI~USTT 

(3) 
- Dai han, hang nam 

(1) (2) 
Vlnh vien 

- 6 thang, 9 thang 20nam 
- Quy, thang 5nam 

2.2.4 KS ho~ch va bao cao thvc hi~n kS ho~ch cua UBND xa 
- Dai han, hang nam Vlnh vi~n 

- 6 thang, 9 thang 20nam 
- Quy, thang 5nam 

•.....-•..··.·._ ·•.......•.. ··. __ _.·.H..•...·_" _.. •...•_._.~._•.••••• _._._••••••_ •••••_._••••••••••••••••••••••••••••••- ••••.••_ .••••••.••.••_ ••••_ ••. _ .••. _.- •••••...._._••._ ..•.• ••••.•••. " - ••.••••.•....•..••.•..••- •...•.••- _ ••••••
,~,,_>n	 ~ 

20nam2.2.5	 Hi> sa chi d~o, ki~m tra viec thvc hien k~ hOC;lCh 
1__	 _.,••.•_ ••••_ •••.•••••••••••.••_.M •••_ _~ •••.•••••••••••••••••••••••__._._ _ •••••••_ ••••_•••.• _.··· .•••... ··• •••••••••·•••••••• ·•·•· _···.H •••••••••.w ·~.~._.•~.···~~ ••.•• _·· _._..·4 __ ••~ w_ _._ .. ~ _.•... · ~ ..w . 

2.2.6	 KS ho~ch, bao cao th1,lc hien kS ho~ch cua cac d6i mc,mg 
thuoc ph~m vi qmin ly v~ kS ho~ch
 

- Hangnam
 Vlnh vi~n 
- Quy, 6 thang, 9 thang 5nam 

2.2.7	 C6ng van trao d5i v~ c6ng tac k~ ho~ch 10 nam 

2.3. Tili /ifu thang ke 

2.3.1	 T~p van ban v~ th6ng ke gU.i chung dSn UBND xa DSnkhi van 
(hi> sa nguyen tAc) bfulhSthieu 

h,IC thi himh 

2.3.2 I Hi> sa xay dl,lIlg, ban himh cac van ban chS do/ quy dinh, I Vlnh vi~n 
hu6ng dfuI v~ th6ng ke cua UBND xii 

2.3.3	 Bao cao th6ng ke t5ng hqp, th6ng ke chuyen d~
 

- Deli h~n, hang nam
 Vlnh vi~n 

- Quy, 6 thang, 9 thang 20nam 
•. __ ." _· _..••••••w.· ..·.•_ ·~··." ..w • __ " w _._._•• ~........... _·.·..w •••..w._ • _.·" _ ·.•~_ w , ~......................... . w.~•.. i
~·.~.···,,···.w ·~· _ . 

2.3.41 Bao cao di~u tra ca ban 
- Bao cao t5ng hqp Vlnh vi~n 

- Bao cao ca sa, phiSu di~u tra 10 nam 
........_ _	 .. •._ I ~ _ _ ••_~ _ ••_ ._ w _ _.w _w..__ ·w· •.._._ w_ _ __ _ w.w w w........ .. .._ _ w _ w _ _••••_ .
~. 

Bao cao phan tich va d1,l bao	 Vlnh vien 
..·· w.... • _ _..~ ~ 

2.3.5 t6ng van trao d5i v~ c6ng tac th6ng ke, di~u tra	 10 nam 
•· •..w •• __ ••• w ~ _ _ . 

.····· ..···..·· ·· ·I····· ~~..·..· _!!~·~g ..~g!!·!~J!.L!~1!!..~J~.~PL~g~~,g.!l!~.P ..··· .. ···..···l···..·· · ··..·· ··· .., .. 
3.1 Cac lo~i c6ng trinh, ke h~ch, de an phat trien n6ng, lam :Vlnh vien .. 

.... · ·..· ·..· ·..·I·~g·~-~·g~~~J? .._~~..·~1!.'l~ .. ~~I?···~~~·p!!~·4..1!y.~!-··..··· ..·--·..,·· ..···..··l·..·..·· ·..· ·· . 
3.2	 Tai li~u ve phong chong dich benh d6i v6i cay trong, v~t Lai dai
 

nu6i.
 
3.3	 Tai 1i~u v~ xay dl,lIlg cac c6ng trinh thuy lc;ri lOC;li nh6 · .. iI~id~l

I··············· ···	 ·········· · ·-·..-·, •..• ·······..·r·..-·..·..· ·-·-·..· ·· '" "" . 

I 3.4	 Tai 1i~u bilO v~ de dieu, khac ph\lc thien tai Vlnh vien I 
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STT I TEN NHOM HO SO, TAl LI~U THBQ 

m I	 ~ m 
.........~:? I.I~~!~~~~~~-y.~-~g r.. ..-....-........,-.---.-- ..--- .. -- _. __~~~4~~. __
 

3.6 Tai li~u ve qui ho~ch, ke ho~ch su d\mg dat du<;yc UBND Y- h .;:;' 

._._q~.*~,_h_~y~~-y.~-!h~h-ph?-ph~4l;ly~!.-...--.---.-. ___~~.~~~~. 
3.7 Tai li~u ve hi~n tr~ng su dl,Ulg dat Lau dai 

,-j.8··I~{F~~y¥~~~g~~{~·~~iili:::--~--·---··--·--·---"i~~d~T'-

3.9 So dia chinh dii du<;yc dang kY, cap	 Ylnh vien 
'···-···-3·:··io--·-·-··T~i·--ii-~~--th6-~g-k-S---d~i--·(f~'i-··h-~g·~·~~:-kism-kS-dfit-d~i-···5.. '··--'··Y-=- h'-'-;-' 

~ b' d},. d' hiOO d'},. h'OO III Vlennam, an 0 ta c leu c I 

:::~~-;II:::::I:~:~?~~~~-::~~i:-q~~:--~~-:,~~~~~~~!~~~g::~:g~!¥P::::::_:::::::_~_:::_:::::_::::::I::::Yfri~y.~~~:-
3.12 Tai li~u ve thu hoi dat, giao dat, cho thue dat nong 

Lau dai 
nghi~p, lam nghi~p 

:::::::::~;II::t:f~{E~~-:y.~::~h.~Y~~:-~~I:-~!~~~:::~:~:~q~y~~:::~~::~~~g::~~!:::::~-:::::::::::::1~~~~I::::: 
3.14 Tai li~u ve thue su d\mg dat nong nghi~p	 Lau dai 

I~_.~..w ••••••••w ••_ •••_ ••_ •••_ ••••_ ••••••_-_._-_•••••_ ••••••••- _ ••••••••_-_ 1\ --....•--..----- - --.-- ------..•.-- ---.- -- ----.- _ -•.......•._ - __ _ _ _ .
 

_······· ····_······..__·· ·I_ .. ~~__ !~_L!~_~.~_!~ ..q~~-~-!.y.---!!i~.--g.~~------.-.--.-----.---T---------T'---------------j-- --.-- -.. --.- -. 
4.1 Tai li~u ve dang ky nha a, dat adii du<;yc cap giay chUng Y- h .;:;' 

, · · · I__~_*~q!~y.~·~_·~_q __ ·h~.. ~_~_~_~~_.9.~.Y.~.!! ..__~_~_4.p_~g~~! __Q_~~_!h.L_... ~~ ~_~~n 
4.2 H6 sa dia chiOO gom: 

+ Ban d6 dia chiOO 
+ S6 dia chiOO 

Ylnh vien+ S6 m\lC ke . 
+ S6 thea d6i biSn dong d~t; 
+ BiSu th6ng ke di~n tich d~t 

........-.....-.....----.. ····--···-·I······--···,··y·-······--··---·-----------'---'------..----------------.----..----------------------------------------.-------.----.--..------..-.--.--------.,---..-----.-.------------------.------..-.--------- ..--.-.•--------.--------.-----.-..-----.---- ..-.---..----.------ .. ---.]----------- .. ---.------ ..-.----.------..---.------------ .....----- ..
 

4.3.	 Ho sa ve phan v~ch dia gi6i, dien dia gi6i hanh chiOO Y- h .;:;' 
, d' -) d- d hAd A III vlen( h A uang, ngo a u<;yc p e uy~tton, xom, 

::{4.::I:I~{It~_~::~~~I~~:::~2~iI~~I~¥~:~E~::~~:~~~g~:~~!.~:~::::::'::::: ::-:1~~~~I:: 
4.5 Tai lieu ve qmin ly dat cong cong, dat chua su d\lng, dat . LA d" 

b-" A	 au al 
________ __ .. __ ~~ ~g __~.~_~---~~-t.!-R------------ .. --------------..-----.----__ ..________________.______..___ ____.___.. _ 

4.6 Tai li~u ve keOO, r~ch, song tren dia gi6i haOO chiOO Ylnh vien 
I _ _ _ '\: n _ 1' _ _ ., _ _ , _ ~ _ _ - _ 0;,; _ .. 

4.7 Tai li~u .ve cac tieu moc do d~c, moc dia gi6i, moc 16 phi Ylnh vien 
..._ - _ _ _ '(.. ·.. ··_.. ·· ..···lJ· ..·•·..·· ..•·····.._·· .. ····-···..··_ ····•·..·.. ·•·.. ·..·• ······_· ·•· _ ·_ -7..·· ·· _ _ - _... ._ . 

4.8. Tai li~u ve kiem tra vi ph~m lu~t dat dai su d\lng gay 0 
Lau dai

OOiem. 

...._ ~~ _r4lJ!~~,_. __ .. __':~'!..g~4': .. q~A!.'. ..!i._'!..!!~ !9:.!_':4': .. :~fi..~l!!!~f!!!.g~· _] - ---.-.----- .I_ 

5.1 Tai lieu ve dang ky', ke khai thuc trang su dung cac loai Y- h .;:;'. .... : III len 
OOa thu6c dia ban phuong v 

'---···--·-···----······-········--···-1-----·--··-----·-·..·-·------	 -- -.- --.--..-.--.-..----..-..•-.--.--.--- -------..--.----.------.------------.------.---------.---.--.---.-----.----..--------•...-.--- --------..---- ---------------- ------..-- ---.•..-- ---.---.--.. -- -- -....•...- - ---- --..- -- -..--.---- . 

5.2. Tai li~u triOO bao cua cac chu sa hfru va su d\lng OOa 
Lau dai

(thue h<;yp d6ng, sua chua, cai t~o) 
--·-··-..--············-·-·····..····--1-·· .. ·-·---------..--- -..--- -,-----..------ -- -.-..--- ------..-------------.----.-----------------..-..--..--------------..----- --..- -------·-·--- ..·---·-·-..- ..---------------..i·--- --..-..---- --- -- --.- ---- - --.- . 

5.3 Tai li~u ve tiOO tr~o- OOa aatren dia ban	 Lau dai 
, _ _ _ _ _ _ -_ _ ..-? _ .._._ _ _ .. ~_ ..__ _-_.__..__ _ _-_.__.._.._._._.__ , _._ - __.._._..-...•- •.__.._ .._ _ -:---_ __._ . 

5.4 Tai li~u kiem tra, phat hien cac vi ph~m ve quan ly OOa, Lau dai 
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_ __ 

THBQTEN NHOM HO SO, TAl LltUSTT 
(3) 

dat dai 
(2)(1) 

~:~ ·=!I~:;~~}Ht~~{~~~~~hE~=~==:~-=E=HHR·.
 
6. Tai liiu vJ giao thong va quan If h{l tang giao thong 

6.1	 .·rfl71i~~~~6···bio·~~:ki~mtra,·~~i§c~c·~i·ph~m·giao 1· L~u dili 

thong vil cong trinh ca sa h~ tfulg. 
........................................._ , __.•....._ _ _ - - -_	 ·,..················_·································1· .
 

6.2 I Tili li~u ve huy dong dong gop w nguy~n de xay d\lIlg Lau dili I 

:61=TIr~~~~~~~~:~~~~~:::::=::1fti~::
 
6.4 Tili li~u ve qmm Iy h~ thong thmit nuac	 Lau dili 

········6·.5········ .. ·T~i····ii~~··--;;rq~~·i§~~si~··d6 .. thr·..···· ······.. ·-....· ..································............................. Lau dili
 
~._ .~ _ ~.......................,	 , - - _ _ - _ _ -._..__ ..'..r-- .._ __.._-_ - _ ······.m· ·__•·.· __·..····· •..··.·_ ···•· - __ .
 

6.6	 Tili li~u ve quan Iy h~ thong cong vien, cay xanh, vUOn Lau dili 
thu.········6:"7 ······T~1···1i~~ ..~~····q~fuli§·h~··th6~g ..·chisii···s·~g·c6ng····c~ng· ···L~~d~i················ 

:~:.~::f~LE~~.::y.:~~g~~::!y.::E~: ..~~~g:·:pE~:·::::.~:~~::: ..... ::::::.:.:::::::::::: .... ::~:::::: ::·~~~4~I::·~:: 
. 7. TaiJ~~'l,Y~~~1!~g,~.~h.~~_U~~.. , .. . 

7.1.	 I Tili li~u ve quan Iy, sap xep cho vil cae diem buon ban, Y- h .;;'
h	 m VIend· 

IC V\l 

:::~?:~? ..:::::I:::I~LE..~~~ ..q~~lf:~~:~~h2~Ldo~8.~ii.l.!~~;,~ ~~Q~.~~~iili"~:":.:~:::::.::: ::~~"·:1~y.:~~r~:~ ..
 
7.3. Tili lieu ve chong buon I~u, tron thue vil luu hanh hang L~ d"

"	 au at
gla 

···:·:·:::···:··::·:I'·§::: ..f4Ellf~::~""A::y~~ ...:~~2A~.::g!4~ ..ii..~~· ..::·.::::·::.:.:::·::::·::~::.:::·::: ..:::~..:::.:':::::"::::-1::::::::::: 
8.1. Tili li~u ve k6 h01;lch vil th\Ic hi~n ke ho~ch phat trien Y- h .;;' 

.. d	 m Vlen
glaO	 \Ie"8:2' ···T~iii~~~f~oX·~~·chfr·····""·"·"·"· ..,... . 

:~;~:::f~f:I!~~::~~y.::~:~g:...y.~~q~~~~~y.~~~~!.:~2.~g:!ili~:i~:~~~':g:!~~.:: .. :.. I~~4~r. 
8.4	 Tili li~u phoi h9'P ve qmin Iy ho~t dong van hoa, thong L~ d" 

. h ~ h ~ hAd h A h au altm, ng	 ~ t u~t, t e \lC t e tao. 
··············.. ·········~·······,·······I··········,····~···~·· ..·..······~·-.;;:.·········-···········x····_·····x _ ~_ ..-." _ ;::,..« -"" ••••••••••••::•••••••• , •••••••••••••••••••~•••••• _ ••• , .. __ •••••••~ ••••••••••••••••• , •••• _~ ••••• " •••••--••••••• - ••••- ••------~. • ••• , ••. " ••••••••• _, •••. - •••••.•.••••••••••••_ 

8.5 Tal lieu ve to ehue hoat dong van hoa, thong tm, nghe Y- h .;;'" , .. . m Vlen 
.thu~t, the d\lC the thao 

·····:.~.:~ •••.....••·:•••f~L.~{~~ .•• ~iq~g ..~~.~~~~~I~li~L~~y~ii!h~~g: : : : :: ~ ••••~.: •••••::1•••• :~_~~4~I::: ••• 
............~.:..Z I~.~ .. E~':!..Y-~_~!y...Q~g_,!!~.~~~ ..~~ miI!hLgi.~~~.!!h .. _._ __ _._.__ . 
..... ~.:~.....I~~.!i.§.:t! ..y.!...J2..~6I!.K~hong£ac t~ ni;Ul_~a hoL _.._" __ __. 
,..·· ·················..······· ··f··2~_!~.L!~~~-!~ .. !..a ~2.!..!.~-~0!.~~!J:.g - _- __ - -.............~ . 

9.1 Tai li~u ve quan Iy tr~m y te	 YInh vien . 
I.~· ..-.·-·-._•.•.•..~._••••.•_ ••.. •.••••..••._._.__• ~_.__~._'1_.._ ..__. ~ • ·	 _ _. -_._ __ _. _ _- _~.-.. .---·-------·~··y··-······-·_···_-·····-·-7······H-_. -,._._-- _ __ _

9.2 Tili li~u trien khai chuang trinh y te, dan so, ke ho~ch Y-nh';;' I 

. . d'nh	 I Vlen Ihoa gla I . 
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THBQTEN NHOM HO SO, TAl LI:E:USTT 
(3)(2)(1) 

9.3 Tai li~u ve phong chong cac dich h~nh dich va gift 
Uiu dai

gin v~ sinh 
- ..-.- ---.-..-- - - 1-- --- ----- -..---..---- ,- -- -..- -- ---.----- ------------------------- ---------------------------------------------------------- .. ---------------------.---------------------------.------------- -- --------------------------------------------..-------------- ..------

9.4 Tai li~u ve ke ho~ch, chuang trinh, nghia V\l va phuc Y- h .;;:
 

______________ ..1_12~_~~__h2_i.!._~§~g !_~_~)~~ ....~2~g-!!?:~..<!!!.g...!?~.~ ~--!?:9i- ..~-~~-.- .....--- -.-....--..-.. I~-.- .....~.~~~-- .. -.-

9.5 Tai li~u chuang trinh ke ho~ch va thl,IC hi~n ke L" d" 
ho~ch cong tac thuO'ng hinh xa hQi qui, thang au al 

,········································1······__··· _-- __ , ........•.•..•.···--·------···--···--·-···-··········--:-"7···-··--····· _ __ - - __ _.._ - , _	  w •••••••• ·_•••• 

9.6 Tai li~u ve thl,IC hi~n che dQ chinh sach, che do v6i Y- h .;;: 
h °nh h" hhinh . d' h ' " In vlenthuang 1 ,~n ,gm ill co cong

--------..... ---- ---------------f---------·-----------------·--------------------·.--------------------------------,-----------------.-----------------------.--.-------------------------.---.----------------.-----------------------.----------------.---.-----------------.---------------------------.--------------------... -------------------... ----- '-' 

--~:~·--¥~!·i~~~·:~-~~-!~g:~P:tt~~~~·~~~gg~~~~ih~~~~~t~6·---Yy=nh~y.·~!~···-·-···· 
~ " 0 1 ~ , I"	 I vlen rno COl... narn trO' en 

9.9 I Tai li~u· ~S- v~n d9ng giup do cac gia dinh kh6 khan, tn~ 
Lau dai 

rn6 coi .. 

::?;I9:rQ~~~j§.~::!.~~~~.:_~~~ ...~~::~ghi~ ...!.i~.gIi.~!::~y~::~~f.~~J~::._:::::::I::I~~~~{::: __ 
, _ _I !.9.~.!..~LEt!!-..Y.!-q~!-~.~_.P_I!~_l.!g -,- __ _ _ __..__ -- -j--- - - --- - -- --- . 

10.1 Tai li~u ve huan luy~n quful Sl,I pho thong, xay d\IDg lang Y-nh';;: 
h 

OI. dl.	 I VIen - ,
c len au 

, - ·---- - ----------r -..-..· --..- · - ,-- ---..--------- - --.----..- ----..-..- --.- -- - - - ..---.-_ -- - ---..- -- - , - - ---- -..-- - --- - .... 

10.2 Tai li~u ve th\Ic hi~n cong tac nghia V\l quan Sl,I, tuyen Y- h 0;;: 
"	 In vwn 

_: ..:IQI:...::rl1IT~~_~y.~:::--q~~:Iy.~q~~_:·~~~::·~i:~I~2E_g ...·y.1~Q: ...:::::·=:::::~: ...~:..::~::: "':·:=:I~~4~C:"::"" 
11. Tai lieu vi an ninh trat tn', an toan xii hoi 

--- .. -- .. - -..-·.. --- 1-··· - - - -..  -..--- , ..-- --- , - - - - -..-- ..- .. - - ..  - - - - - - - - - - -. ---- ..  - - -.. -..- -- .. -- - - -

11.1 Tai li~u tong ket bilO dam an ninh, tr~t tl,I, an toan xa hQi Yinh vien 
I-••••••• _, •••••••~ ••••••••••••••••_ •••••• _ _ ••••••••••••••••••••••••••••_ ••••••••••~ ••• _, ••••••_ ••_ •••_ •••_ ••_ •••• ,••_ ••••••• __ •••_ ••••••••••• , , _ ••••••••••••• ..  . 

11.2 

.........................~ 

Tai li~u 

h 
'" 
01 

v ••••••••••_ v v 

sa ket, qui thang ve an ninh tr~t tl,I, an toan xa 

,.v Ij _ .••__ - ..r · ·· · ····_· ····..·· ..·· - '1 ~ ·.•· .. ·· ..• ·..v •••..• .. • .. •••.. • • .._···· .. ·_ • _ _ 

L" d' 0 

au al 
_ v _ . 

U.3. Tai li~u ve tong ket phong ngira va chong tQi ph~rn Yinh vien 
••••••••• , __ ~ , _ ; , _ _................ • • ..•••••••• ·._•• • .. •••••..•••• • •••• • v . 

...... _IJ:~__T~~_!i~~~h~~.y~~h~~g_~h§!1KY.~.~h§~g..!2i._ph~~__..__ :-h~~A~L--
J.L? _~§... g~~!1.J~_h2_~_*-~.__......___ ... ... .._. ........ __. __ .. _._ .. ___YI~hy.!§..~_ 
11.6 Tai li~u ve quim Iy viec di I~i cua nguai nu6c ngoai adia L" d' 0·	 . au at 

phuang _ 
_ -- 1-	 _..--_ __ _-------_ --·-·_--_ _-- -- -- -- ------ - -- -- - --------- - ------ - - - --- -..--- --- - --.................- - - --..- --

11.7	 Tai li~u phoi hO'P v6i cac cO' quan chuc nang thi hanh an L" d" 
, , h h'nh h'nh au al-va xu p ~t a c I 

_:II·~.. ~_If~III.~~::~I~g!.~~- ..~~~~::~__~£~~~L!~~g=:~~:::::_~:~:::::=: .. ~:_::::~:::::::::: -_-~ .._I~~~~L::::~: 

--lil·r}1~~~'!i~~~~~Z :~!~~~-giiloiidl"1~;;,;:-~;&;--
phuang 

-'Villh~{~~""'--jI~:_rI~f)~~:~:yrE?:~!~2.~g:!~...:~~~!~::~~~~g:y.-~!~~:gI~~_:":.. 
13. Tai Ii~u tai chinh, k~ toan 

13.1 T~p van ban v~ tai chinh, kS toan glri chung dSn UBND f)Sn khi van 
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I 



THBQSTT TEN NHOM HO SO, TAl LI~U 

(2)(1) (3) 
xii (ho sa nguyen me) ban het hi~u 

h,re thi hanh 

13.2	 I H6 sa xay dt,rng, ban himh eh~ dQI quy dinh v€ tai ehinh, I Vinh vi~n 
k~ toan 

13.3 I K~ hOl;leh, bao cao cong mc tili chinh, k~ toan
 

- Dai hl;Ul, hang nam
 Vinh vi~n 

- 6 thang, 9 thang 20nam 

- Quy, thang 5 nam 
__ .••••• "	 ,.. •••• • •••••••••••••••~ ••••••• ~ ••••••• _ ••••_~._•••••••••••••••••• _ ~._~,_.~•••••••••••••••_.... " •••••• , ••• _ •••M.H••••~ ••••••·_••••••••_ _M••••••••••••••••u •••••• ~ ••••••••••••• _ H'. . .•••..•.•_.......•....•..._.••....•........_....•..•......•_ , _......•" ....•..•_._..~ •...•...•._*..... ......• ._. _ _.... ..N ••••••• _ •••••
 

13.4	 H6 sa v€ ngan sach nha nuac hang nam eua UBND xii Vinh vi~n 
,...........•.....•...•..••.......•....•. , ..............•.•.•....••.....•••..•.•..••••_•••.•.•..••__.~ .•~ ~ _._..~ _- ~..~ -._ _...••••_ ~ , _........ •..·~ •••• ····· .. ,,··· ~,,· ..··-··· ..·i ,... .. ,........... ....~ ,., ' ..
 

13.5	 K~ hOc;lCh, bao cao tai chinh va quy~t toan
 

- Hangnam
 Vinh vi~n 

- Thang, quy, 6 thang, 9 thang 20nam 
....·..·--·-··-· ·	 ··--..···..· ·..· ····..1.... . -.- -.._ .........................................f..--- -.------ -- --- -.-.-..-- -- ----- -- --- -- --- -.- .
 

13.6	 H6 sa xc1y d\IDg ch~ dQI quy dinh v€ gia Vinh viSn ~ _ _ __ __ ,_ __ --_.._ _ _._ _ __.._..__._ _ _ - ; -._ _ _........................................................ . _ .
 

13.7	 Bao cao kiem ke, dcinh gia lc;li tai sim co dinh, thanh toan 20nam 
cong nO' 

13.8	 H6 sa, tai lieu v€ vi~c chuy~n nhm;mg, ban giao, thanh 1y 
tai san c6 djnh
 

- Nha dAt
 Vlnh viSn 
- Tai san khac 20nam 

13.9 I H6 sa ki~m tra, thanh tra tai chinh tl;li UBND xii
 

- Vl,l vi~c nghiem trQng
 Vlnh vi~n 

- Vl,l viec khac 10 nam 

13.10 H6 saki~m toan ~i UBND xii
 

- V\l viec nghiem trQng
 Vlnh vi~n 

- V\l vi~c khac 10nam 

13.11	 S6 sach k~ toan 
- S6 t6ng h<;rp 20 nam 

- S6 chi ti~t 10 nam 
·· ..·······1···..··· ··..· ··· ·..···..·· ···_·· - - - - -.- - _ _	 .. 

13.12 ChUng tu k~ toan Slr d\lllg tnrc ti~p d~ ghi s6 k~ toan va. 10 nam 
l~p bao cao tai chinh ' 

13.13	 ChUng tir k~ toan khong sir d\IDg tnrc ti~p d€ ghi s6 k~ 5nam
 
toan va l~p bao cao tai chinh
 

13.14	 Cong van trao d6i cong tac tai chinh, k~ toan 10nam 
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THBQSTT TEN NHOM HO SO, TAl LltU 
(1) (2) (3) 

14. Tai li~u xiy d\fng CO' ban 

14.1 T~p van bim v~ xay d\IDg ca ban gm chung d~n VBND xii D~nkhi van 
(h6 sa nguyen t~c) ban h~thi~u 

hrc thi hanh 

14.2 I H6 sa xay dl,l'Ilg van ban ch~ do/ quy dinh, huang dcln v~ I Vlnh viSn 
xay d\IDg ca ban cua VBND xii 

14.3 K~ hOl;lCh, bao caocong tcic dAu tu xay d\IDg ca ban
 
- Did hl;lll, hang nam
 Vlnh viSn 
- 6 thang, 9 thang 20nam 

- Quy, thang 5 nam 

14.4 H6 sa cong trinh xay d\IDg ca ban 
- Cong trinh OOom A, cong trinh ap d\mg cac giai phap I Vlnh viSn 
mai v~ ki~n truc, k~t cfiu, cong ngh~, thi~t bi, v~t li~u 
mai; cong trinh xay d\Il1g trong di~u ki~n dia chfit, dia 
hiOO d~c bi~t cong trinh duQ'c x~p hl;lng di tich lich su 
van hoa; 

Thea tu6i 
- Cong triOO OOom B, C va sua chua Ian thQ cong 

trinh 

14.5 H6 sa sua chua 006 cac cong trinh 15 nam 
~ ~ ~I_ ,.._ _ •.••...._......••.••.•_••.•.••. .•••••_ _.•.._.•_••••••••.••..•••_.••_••_ _•._.._.••_•••• ••••••._._ _••H_._.••._•••••••_ _ ..,.._ , _.. •· _.····.······· M.·· ······.' .••·•••••·_..•• 

10 nam14.6 Cong van trao d6i v~ cong tac xay d\Il1g ca ban 
,•."..__ . •...._, _ __ _._......•.......•........__.....•.., _ _ __.M_ _ _ _ _ _ .
 

15. Tai li~u thanh tra va giai quy~t khi~u n~, tB cao 

15.1 T~p van ban v~ thanh tra va giai quy~t khi~u nl;li, t6 cao DSnkhivan 
gui chung d~n VBND xii (h6 sa nguyen ffic) banh~thi~u 

l\Ic thi hanh 

Vlnh vi~n 
v~ thanh tra va giai quy~t khi~u nl;li, t6 cao 

15.2 H6 sa xay d\Il1g, ban hanh quy ch~/ quy diM, huang dcln 

15.3 K~ hOl;lch, bao cao cong tac thanh tra va giai quy~t khiSu 
nl;li, t6 cao
 

- Dai hl;lll, hang nam
 : Vlnh viSn 
- 6 thang, 9 thang 20nam 
- Quy, thang 5nam 

15.4 I Bao cao cong tac phong ch6ng tham OOiing
 

- Hangnam
 20nam 
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STT THBQTEN NHOM HO SO, TAl LI~U 

(1) (2) (3) 
- Thang, quy, sau thang 5nam 

15.51 H6 sa thanh tra cac V1,l·v···i··~······c····································..... 

- V\l vi~c nghiem trong VInh vi~n 

- V\l vi~c khac 15 nam 

15.6 I H6 sa giai quySt cac V\l vi~c khiSu nl;li, t6 cao
 

- V1,l vi~c nghiem trong
 VInh vi~n 

- V1,l vi~c khac 15 nam 

15.7 I Till li~u v6 hO<,lt dong cua t6 chuc Thanh tra nhan dan
 

- Bao caonam
 VInh vi~n 

- Tai li~u khac 5nam 

15.8	 I Cong van trao d6i v6 cong tac thanh tra, giai quySt khiSu I 10 nam 
n<,li, t6 cao 

16. Titi li~n thi dna, khen thU'Ong
I····················	 .j- - .............•................-- - - ---.•.....-.- - - - - ..- ..........•.._- - --.•.....................................................-.. .j................. ........................•.............•....-.
 

16.1 T~p van ban v6 thi dua, khen thuang gUi chung dSn DSn khi van 
UBND xa (h6 sa nguyen lAc) ban hSt hi~u 

hrc thi hanh 
....._.w	 __.._." __ .._._._..	 .__._._•._._ •.•_..__ _. ..__..__._ _ .._ .._ .• __.__._........ " _._._.._ ,_._" __ _ __ _ .. ••_._ •
,~__.	 _~._ .. n _ _ _._•••••••••_ _ __ _ 

16.2	 I H6 sa xay d\lllg, ban hanh quy chS/ quy dinh, huang dfuI VInh vi~n 
v6 thi dua, khen thuang 

~ ~	 ~.~.........................................................__ _ - _ ~ _.. _ -•.... ~~_ -_ _.._ - ~.~ ..- , _ ~ ..
 

16.3	 H6 sa hoi nghi thi dua do UBND xa chu tri t6 chuc VInh vi~n 

16.4	 KS hO<,lch, bao cao cong tac thi dua, khen thuang 

- Deli h<,lll, hang nam VInh vi~n 

- 6 thang, 9 thang 20 nam 
- Quy, thang 5nam 

16.5	 I H6 sa t6 chuc th\l'C hi~n phong trao thi dua nhan cac dip I 10 nam 
ky ni~m 

16.6	 Cong van trao d6i vS cong tac thi dua, khen thuang 10 nam 

17. Titi li~n phap ch~ 
...-._	 - j- ---..•....- - ..•..--.---.----.-..- ..- ...•..--.•.--.-•..•--.•--.-.----.-..•--- - -•...-.- _ _ .. _ -1- - _ _ . 

17.1 T~p van ban v6 cong mc phap chS giri chung dSn UBND' DSn khi van 
xa (h6 sa nguyen t~c) ban hSt hi~u 

l\l'c thi himh 

17.2 I H6 sa xay d\lllg, ban hanh quy dinh, huang dfin vS cong I VInh vi~n 
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STT TEN NHOM HO SO, TAl LltU THBQ 
(1) (2) (3) 

tae phap ehe do UBND xii ehu tri 

17.3 H6 sa hOi nghi e6ng tile phap eh~, ph6 hi~n van han quy 10nam 
ph:;lm phap lu~t 

17.4 K~ hO:;leh, hao eao e6ng tile phap eh~ 

- Dai h:;ln, hang nam Vlnh vi~n 

- Thang, quy, 6 thang 20nam 
......................................................................................................_ _	 ···························1········ .
 

Vlnh vi~n17.5	 H6 sa thc1m dinh van han quy ph:;lm phap lu~t 
I ; , _	 1............ . .
 

17.6	 H6 sa ve viee gop y x:1y dl,rtlg van him quy ph:;lm phap 5 nam 
lu~t do ea quan khae ehu tri 

....._--..................	 ..•...... -.......•........•.....••......._.......•.....•.•.." _ _ _._ ~._ _ - _.._..•.......••.......- .....•_ -...•........•....•..•........- _ - ·-.····1-·········· ..•....•- ........•...•..,......... ···················1
 

17.7	 H6 sa vS viee fa soat van him quy ph:;lm phap lu~t 10 nam 
~" _ ---••........-.-.- - ..----.~ ..•.•--_._..- - __ --........•...._~ - _- _ -.......•._....•.......•..•..- -1........... . , -- - -...... . . 

17.8	 C6ng van trao d6i ~S e6ng tae phap eh~ 10nam 
······..· ..i8~ ..Tizi··iii;..-;·J·h..iz~h ....~hi~h~--;d;, .. ·th;~I~""t;--a.······· .. ··+· ...... ·..··.... · .... ······ 

18.1 I T~p van han vS e6ng tae hanh ehinh, van thu, lUll trii gm f)~n khi van . 
chung d~n UBND xii (h6 sa nguyen t~e) bim. h~t hi~u 

1\Ie thi hanh 

18.2	 I H6 sa xfry dl,lllg, han hanh quy dinh, huang d~ e6ng tae I Vinh vi~n 
hanh ehinh, van thu, lUll trft 

18.3	 H6 sa hoi nghi e6ng tae hanh ehinh van phong, van thu, 10 nam 
hm trft do UBND xii t6 ehue 

18.4 I K~ hO:;leh, hao eao e6ng tae hanh ehinh, van thu, lUll tm 

- Nam, nhiSu nam	 'VInh vi~n 

- Quy, thang	 10 nam 

18.5	 H6 sa th\Ie hien eai each hanh ehinh 20 nam 
.................... _ _ ••_ .. _ •••••••••••••••_._-_.- --•••_ ••••_-_ --_••~~.-.._-_•••_ ••_ •••_._••~-_••_ ••_ •••••••_ ••••••••••••••••••••••••_ ••_-_•••• _.__ • •••_ •••••••••••.• >" •••••••••••••••••• _ ••••••••••••••• - ,... • - _ - ••
 

. 18.6	 H6 sa ki~m tra, huang dfuI nghiep V\l hanh ehinh, van thu, 20 nam 
lUll trfr 

18.7 Bao eao th6ng ke van thu, lUll tm va tai li~u lUll trii : 20 nam 
•··· ..··•·.. ···_ ·..··········.·.on· _ __ _•.._....•.__~.  _ _.. • ._.__.._..__..__._ _ •..__._._ _.•_.._ •.._ __ _ _.~_._._  •...._._ _ ....•... __ __._..__ _. _ 

18.8 H6 sa t6 ehue th\Ie hien cae hO:;lt dong nghi~p V\llUll trfr 20 nam 
(thu th~p, hao quan, ehinh 1y, khai thac su d\mg ... ) 

18.9 I H6 sa vS quan 1y va su d\lng con dau	 20nam 
..........
 

18.10 I T~p lUll, s6 dang ky van han di eua ea quan 
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THBQSTT TEN NHOM HO SO, TAl LltU 
(3)(1) (2) 

VInh vien - Van bim quy ph~m phap lu~t 

Vlnh vi~n, - Chi thi, quySt dinh, quy dinh, quy chS, hu6ng dan 

- Van bim khac SOnam 

18.11 S6 dang kY van ban dSn 20nam 
•.. -.-..•................•........•......•.......•-.......•..,. - ,...................•................•..•...•........•.............•..............., " - ',.•.......•.......-..-.....•.......- .
 

18.12 Cong van trao d6i vS hanh chinh, van thu, lUll tm 10 nam 

........................................, _ _ _.._ __ _................................ - _ - ) _ ..
 

19. Tili li~u trU'lIe niim 1954 (theo lJiiu 8 eua QuyRt T~ h .:: 
i/jnh sa 168/HlJBTngily 26/12/1981) Yin Vlen 

Day la ban dl,l' kiSn thai h~ bao quan tai li~u lUll trfr xii, tren ca sa do tily 
vao diSu ki~n va hoan ccinh thl,l'C ti~n am6i ca quan va dia phuang d~ diSu chinh 
va xay dl,l'llg cho phil hgp. 

Thvc himh, thao h":,o 

So~ thao QuySt dinh thanh l~p Hoi d6ng XDGTTL cua VBND xii nai anh (chi) 

dang cong taco 
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Biti 3: TO CHUC KHOA HQC TAl LI:E:U LlJU TRU UBND XA 

1. Khai ni~m, m\lc dich, nguyen tic 

1.1 Khtii niim 

T6 chuc khoa hQc tid li~u hay con duQ'c gQi la chinh ly khoa hQc ki thu~t 
tai lieu la t6 chuc l~i tai li~u thea yeu c~u chudn m\IC cua khoa hQc lUll tm. Trong 
d6 c6 vi~c sua chua, phl,1c h6i ho~c l~p mai h6 sa (dan vi bao quan), xac dinh gia 
tri tai li~u, xc1y d\Illg cong Cl,1 tra tim thong tin tai li~u lUll trU. 

1.2 M(lc ilich 

- T~o thu~n lqi cho vi~c bao quan tai li~u 

- Thu~n IQ'i cho quan ly, tra tim nhanh ch6ng, chinh xac 

1.3 Nguyen ttic 

- Khong phan tan phong lUll trfr 

- Khong pha va S\l hinh thanh tv nhien cua tili lieu 

- Phim anh dung qua trinh giai quy~t cong vi~c 

2. Chuin bi chinh Iy 
2.1 Giao nh~n tili li~u (phail~p bien ban giao-nh~) 

2.2 V~ sinh sa bo (khong lam xao tron tr~t tv cua tai li~u) 

2.3 Khao sat tai li~u (thu th~p cae thong tin c~n thi~t vS kh6i tai li~u dS 

vi~t b{lO cao k~t qua khao sat) 

2.4 Thu th~p b6 sung tai li~u (nhAm t~p trung tri~t dS tai lieu truac khi 

chinh ly tranh mc1t mat thc1t l~c tai li~u) 

2.5 Vi~t cae van ban hu6ng dfut chinh ly va l~p k~ ho~ch chinh ly(nhAm 

th6ng nhc1t vS nghi~p Vl,1 chinh ly) 

- Ban lich su dan vi hinh thanh phong va lich su phong 

- Ban huang d~n phc1n lo~i tili lieu va hu6ng dfut l~p, phl,1c h6i h6 sa 

- Ban huang dfut xac diM gia tri tai li~u 

- L~p k~ ho~ch chinh IY. 

3. Thl}'c hi~n chinh Iy 
3.1. Phiin IO{li tai li?u trong chinh lj 
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Can eu vao phuang an phan IOc;li dii chon eho phong luu trfr UBND xii, 
phuong, th. trfuI la phuang an "ThiJi gian-Mgt hogt tlr)ng" va cae ban hu6ng dfin 
phan IOc;li, l~p h6 sa, tiSn himh phan ehia tfli li~u thimh cae nhom thea thu tl,r sau: 

a. Tili li~u clia phong URND xii i/u(J'c phfln chia thilnh nhom IOn (i/o la 
cac milt hO(lt t1Png): 

Thong thuang tai li~u eua UBND xii co thS ehia thanh 6 kh6i 
1. Kh6i t6ng hqp, 
II. Kh6i noi ehinh, 
III. Kh6i van xii, 
IV. Kh6i Nong - Lam - Ngu, 
V. Kh6i quim ly d~t dai, giao thong, thuy 19i, xay d\lTIg ea bim, 
VI. Kh6i phan ph6i luu thong (tai ehinh thuang mc;li). 
Day la 6 kh6i ea ban eua mot phong luu trfr, khi phan IOc;li ra 6 kh6i e~n dS 

rieng tai li~u eua m6i kh6i. Khi tiSn hanh ehia tai li~u vS cae kh6i e~n can eu vao 
hu6ng dfin phan IOc;li dS ehia ehinh xae. NSu dS nh~m kh6i se imh huemg dSn cae 
buae tiSp theo. 

b. Trong mai kh8i, tai liiu i/u(J'c phfln chia theo cac nganh hO(lt t1Png: 
Sau khi ehia tai li~u ra cae kh6i thi tiSn hanh ehia tai li~u trong m6i kh6i ra 

cae ngimh hOc;lt dong. M6i mot nganh hOc;lt dong eua cae kh6i duqe dS rieng.. 
Thi dl;l: I. KhBi tBng hQ'p: 

1. vein tlJ chung 
2. Tai li¢u k€ hogch 
3. C6ng tac thtmg ke 
4. C6ng tac thi tlua khen thuimg 

II. KhBi nQi cbinb: 
1. Vein tlJ chung 
2. C6ng tac t6 chuc chinh quyJn 
3. C6ng tac quan S1:f 
4. C6ng tac trgt t1:f tr! an 
5. C6ng tac thanh tra, giam sat
 
6.' C6ng tac tu phap
 

III. KhBi van xii: 
1. vein tlJ chung 
2. C6ng tac van hoa th6ng tin 
3. C6ng tac giao d1:lc - tlao tgo 
4. C6ng tac y ti 
5. C6ng tac baa v¢ ba m~ va tre em 
6. C6ng tac lao tlr)ng - thuang binh - xii hr)i 
7. C6ng tac tlJn an tlap nghia 
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8. Cong tac aoem th€ qudn chung 
9. Cong tac tu thi¢n 

IV. Khai Nong - Lam - Ngtr: 
1. Vdn aJ chung 
2. Cong tac nong nghi¢p 
3. Cong tac kim nghi¢p ~ 

4. Cong tac ngu nghi¢p 

V. Khai quan IY ~t dai, giao thong, thuS' lQi, xiy dyng CO' ban: 
1. Vdn aJ chung 
2. Quan Ij adt aai 
3. Giao thong thuy l(Ji 
4. Xay d7plg cO' ban 

VI. Khai phan phai hru thong (titi chinh thlrO'Dg m~i): 
1. Vdn aJ chung 
2. Cong tac tai chinh 
3. Cong tac thui 
4. Congtacnganhang 
5. Cong tac thuang nghi¢p - djch v~ 

6. Ngogi thu011g 
7. Luang thl:lc - thl:lc phdm. 

c Trong m&ngimh JIO{lt t{jng, fiJi liiu i/up'cphiinchia theoale6nh V(lC ciia ngilnh 
Thi d",: I. Khai t5ng hQ'P 
1. Vdn aJ chung 
2. Tai li¢u ki hogch. 

- K~ ho~ch ngfuI h~n, dai h~.
 
- Chi tieu k~ ho~ch phat tri~n kinh t~ xa hoi du<;yc giao
 
- Bao cao th\lc hi~n chi tieu, k~ ho~ch
 
- Chuang triOO - k~ ho~ch cang tac VBND xa.
 
- Bao cao cang tac cua VBND xa (Quy, thang, nam).
 

3. Cong tac th6ng ke: 
- Th6ng ke Nha nU<Jc v~ cac 1100 V\lC: 

+ Th6ng ke dan s6. 
+ Th6ng ke can bo. 
+ Th6ng ke l\lc luong san xu~t. 
+ Th6ng ke v~ cac m~t ho~t dong cua xa: Nang nghi~p, him 

nghi~p, ngu nghi~p v.v... 
+ Th6ng ke tili sim 
+ Th6ng ke x<iy d\lllg co ban. 
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d TrongmJiIinh V(lt', tiDlifu i/ur1cphiinchia thea alecOngtLic IOn, clk: ~~ 
Tai li~u v~ m6i V\l vi~c du<;yc dua vao mot nhom. Do la nhom nho cu6i 

cung tuang duang v6'i mot h6 sa. 
Thi d(l: III. KhBi nqi chinh 
1. C6ng tac Quan sv 
2. T6 chuc chinh quyJn 
a- T6 chuc bo may: 

+ T6 chuc b~u cu 
+ Thanh l~p, giili thS, tach nh~p cac Ban, dan vi tn.rc thuoc 
+ Xay dl,IDg va cung c6 chinh quySn 
+ Phan cong nhiem V\l 

+ Quy ch~ him viec.
 
b- T6 chuc can bo:
 

+ Chi tieu, bien ch~ can bo. 
+ Ti~p nh~, tuySn d\IDg, d~ b~l.t, thuyen chuySn can bo 
+ Giai quy~t ch~ do huu, ch~ do chinh sach d6i v6'i can be> 
+ Dao ~o, b6i duang can bo. 
+ Khen thuemg, ky lu~t can bo v.v... 

it Trongnhtim nJujcu8icimgchiafrilifu victicniimho{i:nhijmkjJ. 
Nhu v~y, vi~c phan lo~i tM lieu du<;yc ti~n hanh thea trinh W cac bu6'c. Til' 

bu6'c phan lo~i tM li~u ra cac kh6i, cac m~t ho~t dong, cac linh V1,!C, cac cong tac 
16'n d~n cac V\l vi~c tuang duang voi mot h6 sa (dan vi bao quan). 

C~n luu yding khong chia tili li~u thea nam ngay tir d~u vi se him xe Ie tili 
li~u. D6i v6'i nhung tai li~u cua Dang uy va cac doan thS khac du<;yc dS thanh 
kh6i rieng, kh6i tai li~u cua Hoi d6ng nhan dan cling phan lo~i rieng va s~p x~p 
thea cac nhi~m kYo Trong m6i nhi~m ky l~i d1,!a thea cac ky hop va cac m~t hOl;lt 
dong cua HDND. 

3.2. L~p hfJ SO' cho tai /iiu if nhom nhiJ cuDi cung.
 
Sau khi da phan IOl;li tai li~u a bu6'c cu6i cung ra cac nhom nho tuang
 

duang v6'i me>t h6 sa, cong vi~c ti~p theo c~ l~p h6 sa d6i v6'i cac nhom nho do. 
- Cac ha SO' dU(fc l~p gam co cac IO{li sau: 
+ Lo~i h6 sa VI,! vi~c: la nhfrng h6 sa hinh thanh trong qua trinh giai quy~t 

mot cong vi~e kS tir khi b~t d~u cong vi~e d~n khi k~t thuc. 
+ Lo~i h6 sa nhan S1,!: la nhfrng h6 sa co cae tai lieu v~ ea nhan. 
+ LOl;li h6 sa d1,! an: l~ h6 sa vS cae d1,! an eua dia phuang. ; 
+ Lo~i h6 sa mua V\l: la h6 sa vS san xu~t cae mua, V\l cua xa nhu V\l 

dong- xuan, V\l he-thu... 
+ Lo~i h6 sa ky hop, hoi nghi: Bao g6m cae van bim lien quan dSn mot kY 

hop ho~e hoi nghi cua xa. . 
+ Lo~i h6 sa ten gOi van bim (t~p luu van ban) avan phong UBND xa. 
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- PhU'dngphap I~p ha SO' unhom nhiJ cuai cung gam: 
+ LOi;li ra khoi h6 sa nhfrng tai li~u van bim trtmg thua, h~t gia trio 
+ D6i vai tai li~u h~t gia tri cling cc1n dS rieng va vi~t tieu dS tom t~t dS 

th6ng ke thimh danh m\lC tai lieu h~t gia trio 
+ Khi l~p h6 sa khong nen dS h6 sa qua day (M6i h6 sa khong day qua 

4cm). N~u h6 sa day co thS chia h6 sa do thimh cac dan vi bao quim mot cach 
hQ'P lY. 

+ Nhfrng van bim trong h6 sa cc1n co Sl,f lien k~t ch~t che vai nhau va phim 
anh vS mot vc1n dS Sl,f vi~c. 

+ M6i h6 sa duQ'c l~p cc1n dS vao trong mot ta bia ti;lm ho~c mot sami 
~ 

rieng va danh mot s6 ti;lm thai; D6ng thai ghi s6 do va nhfrng thong tin ban dAu 
vS mot h6 sa nhu: ten vi~t t~t cua cac nhom (n~u co) thea phuang an phan lOi;li 
tai li~u, tieu dS h6 sa, thai hi;ln bao quan, thai gian muon nhAt va sam nhAt cua 
tai li~u trong h6 sa len mot tAm The ti;lm ho~c Phi~u tin (BiSu s6 7). 

3.3. Xac djnh gia tTj tai li?u 
Xac dinh gia tri tai lieu duQ'C k~t hO'P trong qua trinh chinh ly trong cac 

khau phan lOi;li tai lieu, l~p h6 sa... 
- Xac djnh gia tTj tai li?u trong qua trinh phun IO{li tai liiu 
d cac buac phan loC;ii tai lieu viec xac diM gia tri tai li~u bao g6m xac 

dinh nhfrng van ban co gia tri dS dua vao cac nhom va lOi;li ra nhfrng tili ii~ll 
khong co gia trio 

+ Buac phan lOi;li thu nhAt, lOi;li ra nhfrng tai li~u: Tai lieu rna hong; bim 
thilO bim nhap da: co bim chinh; Tai lieu khong xac dinh du<;Yc thai gian, tac gia; 
biSu m~u lUll khong; Tai li~u khong dAy du thS thuc. Nhfrng tili li~u nay lOi;li ra 
chi~m s6 lUQ'ng dt 100 trong kh6i tai li~u dua ra chinh lY. Nhfrng tili li~u lOi;li tren 
phai dS rieng. 

+ Buac phan lOi;li thu hai, ti~p tl,lc lOi;li ra nhfrng tai li~u con sot 6 buac 
mot, d6ng thai lOi;li ra tai lieu la nhfrng ban trUng thua. 

+ Buac phan lOi;li thu ba va thu tu lOi;li ra nhfrng tai li~u h~t gia trio 
- Xac djnh gia tTj tai liiu trflng qua trinh Ip.p ha sO' (don vj biio quiin)~ 
Sau khi phan lOi;li tai li~u den nhom nh6 cuoi cling tuang duang vai ho sa 

(dan vi bao quim), thi tiSn hanh l~p h6 sa, n~u co nhfrng van bim khong lien 
quan, khong co gia tri thi lOi;li ra ho~c chuySn sang h6 sa khac ffii li~u lien quan 
dSn vAn dS cua h6 sa do. Cac van ban trong h6 sa phai co gia tri tuang d6i d6ng 
dSu. Khi xac dinh thai hi;lll bao quan cho h6 sa thi phai lAy van ban co gia tri cao 
nhAt trong h6 sa dS diM thai hi;ln bao quan cho h6 sa do. 

3.4. Bien ml;lc ha SO' (don vj biio quiin) 

Bien m\lC h6 sa du<;Yc thl,fC hi~n sau khi lap h6 sa, vi~c bien m\lC h6 sa 
(Dan vi bao quan) g6m nhfrng nQi dung sau: 

J) 'h,{ ,a. an so to': 
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Sau khi cac van bim du<;yc l~p h6 sa va s~p x~p thea thu tl,l nhfrt dinh thi 
dung but chi den, mSm ho~c may d~p s6 d~ danh s6 thu t1,l cua to' tai li~u. B~t 
d~u tir to' dfru tien cua h6 sa d~n to' cu6i cUng trong h6 sa do. S6 to' du<;yc danh 
vao goc phai phia tren cua to' tai li~u b~ng chii' s6 a r~p. Vi~c danh s6 to' nh~m c6 
dinh tr~t tl,l s~p x~p cua cac vfu ban trong h6 sa. TruOng hqp danh nh~m s6 thi 
gach di va danh lai a ben canh. Nhfrng to' bi b6 sot khi danh s6 co thS trung v&i 
s6 cua to' tru&c va them ky t1,l chii' cai latinh asau (Thi dl,l: 15 a, 15 b ... ). Sau khi 
danh s6 to' k~t thuc cfrn ghi s6 to' tai li~u vao to' the tam ho~c phi~u tin. 

b. Vi~t m\lc l\lc van ban: 
Ml,lc ll,lc van ban la bang ke cac tai li~u co trong mot h6 sa (Dan vi bao 

quan) thea mfru in sfu, du<;yc xSp len dfru dan vi bao quan ho~c mfiu in sfu ngay 
tren cac trang bia cua h6 sa (Dan vi bao quan). 

Vi~t ml,lC ll,lc van bim cfrn ghi cac noi dung thong tin vS tUng van ban co 
trong h6 sa vao to' ml,lC ll,lc van ban du<;yc in s~n ho~c trong to' bia h6 sa theo tieu 
chuAn nganh TCN 01: 2002 "Bia h6 sa" du<;yc ban hanh kern theo Quy~t dinh s6 
02/QD-LTNN ngay 07/512002 cua Cl,lC luu trfr nha nu&c. 

c) Vi~t chung tir k~t thuc: 
Ghi s6 lU01lg to' tai li~u, s6 lU01lg to' ml,lC l\lc van ban (N~u du<;yc in rieng) 

va d~c di~m cua tai lieu (n~u co) trong h6 sa ho~c dan vi bao quan vao to' chung 
til k~t thuc du<;yc in rieng ho~c in s~n trong to' bia h6 sa thea tieu chuAn nganh 
TCN 01.2002 "Bia h6 sa" du<;yc ban hanh kern thea Quy~t dinh s6 02/QD-LTNN 
ngay 07/5/2002 cua C\lC hru trfr nha nu6'c. 

Vi~c danh s6 to', vi~t ml,lC ll,lc van ban va chUng til k~t thuc chi ap dl,lng d6i 
v&i nhfrng h6 sa bao quan vinh vi~n va h6 sa co thai han bao qWln lau dai (tir 20 
nam tra len). 

d) Vi~t bia h& sO': 
Can cu vao phi~u tin ho~c the tam, ghi cac thong tin len bia ngoai to' bia 

h6 sa thea cac thong tin: ten phong, ten dan vi, t6 chuc (N~u co); tieu dS h6 sa; 
s6 phong; s6 ml,lC ll,lc; s6 h6 sa (vi~t tam b~ng but chi); thai han bao quan len bia 
h6 sa in sfu theo tieu chuAn nganh TCN 01.2002 "Bia h6 sa" du<;yc ban hanh 
kern theo quy~t dinh s6 02/QD-LTNN ngay 07/5/2002 cua C\lC luu tm Nha 
nu6'c. 

Khi vi~t bia h& sO' cAn lUll y: 
- Ten phong la ten gOi chinh thuc cua dan vi hinh thanh ph6ng. D6i v6'i 

nhfrng dan vi hinh thanh ph6ng co S\I thay d6i vS ten goi nhung vS ca bim co 
chuc nang, nhiem V\l kh6ng thay d6i (Tuc la chua du diSu ki~n d~ l~p ph6ng 
m&i) thi Ifry ten ph6ng la ten gOi cu6i cung cua dan vi hinh thanh ph6ng. 

- Chii' viSt phai ra rang, sach, dyp, dUng chinh ta; Chi du<;yc vi~t t~t nhfrng 
til dii du<;yc quy dinh trong bang chii' vi~t t~t. 

- M\Ic d~ viSt bia h6 sa dUng loai m\IC den, bSn mau. 
3.5. Hi thang hoa va danh sa luu trii' cho h8 SO' (d01l vi bao qua1!-) 
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-Hf thtmg hoa h8 SO' (dun vj hao quan): 
H¢ thimg hoa h6 So' (aan vj bao quan) la qua trinh sap xip tai li¢u trong 

ph6ng theo m(Jt phuang an phan logi aii ajnh tmac. 
Can Cll' vao phuang an phan lo~i da chon va du<)'c xay d\IDg chi ti~t thi he 

th6ng hoa cac h6 so (dan vi bao quan) thea phuang an do. 
Thi d(l: N~u ngay til d~u chon phuang an "Thai gian-M~t ho~t dong" d~ 

he th6ng hoa phang hru trfr VBND xa thi th\lC hien cac buac nhu sau: 

BuO'c 1: Chia cac hB sO' v~ cac nam: 
+ H6 So' cua cae nam 1995;1996;1997; 1998... 2005
 
BuO'c 2: Trong mBi nam chia cac hB sO' ra cac mijt ho~t dQng:
 
+ H6 So' nam 1995 chia ra cae m(jt hogt a(Jng sau: 

I. Kh6i t6ng hfJP, 
11. Kh6i n(Ji chinh, 
111. Kh6i van xii,
 
IV Kh6i nang -tam - ngu,
 
V Kh6i quan Iy adt aai, giao thong, thuy IfJi, xay d1!ng Co' ban,
 
VI. Kh6i phan ph8i luu thong (tiJi chinh thuang mgi).
 
Cae nam 1996 ain 2005 a€u chia ra cae m(jt hogt a(Jng nhu vgy.
 

BuO'c 3: Trong mBi mijt ho~t dQng chia cac hB sO' theo cac nhom 16'n, 
cac nhom nho hO'n d~n nhom nho nhit. 

Thi du: 
. I. KhBi tAng hVp 
1. Vdn a€ chung: 
2. Tai li¢u ki hogch: 

- K~ ho~ch ngfut h~n, dai h~n 
- Chi tiSu k~ ho~ch phM tri~n kinh t~ xa hoi du<;yc giao 
- Bao cao th\l'c hien chi tiSu, k~ ho~ch 
- Chuang trinh - k~ ho~ch cang tac VBND xa. . 
- Bao cao cang tac Clla VBND xa (Quy, thang, nam). 

3. C6ng tac th6ng ke: 
- Th6ng ke Nha nuac v~ cac lInh V\lC: 

+ Th6ng kS dan s6. 
+ Th6ng ke can bo. 
+ Th6ng kS hrc luqng san xufit. 
+ Th6ng kS v~ cac m~t ho~t dong clla xa: Nang nghiep, 

lam nghi~p, ngu nghiep v.v... : 
+Th6ng kS tai san 
+ Th6ng ke xay d\lllg co ban vv... 

Cac m~t ho~t dong khac Clla m6i nam cung phan lo~i tuang t\1' thea ban 
huang dfu1 pharr lo~i. 
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C6 th~ h~ th6ng hoa tai li~u b~ng phuang phap tn.rc tiSp la phan chia tnIc 
tiSp cac h6 sa thea phuang an phan lo~i. Ngoai ra, c6 th~ h~ th6ng hoa cac tc1m 
the t~m thea phuang an phiin lo~i. 

- Danh sa /U'U trii': 
Danh s6 lUll tm nh~m c6 dinh tr~t tl,r s~p xSp cac h6 sa (dan vi bilO quim) 

trong ph6ng. Danh s6 lUll tm dm;yc thl,lC hi~n sau khi da: h~ th6ng hoa cac h6 sa 
(dan vi bilO quan) theo phuang an phiin lo~i. 

Danh s6 chinh thuc b~ng chii' a r~p cho toan b6 h6 sa cua ph6ng ho~c kh6i 
ffii li~u dua ra chinh ly len the ~m ho~c phiSu tin va len bia h6 sa. 86 h6 sa du<;yc 
danh lien wc trong toan ph6ng ill s6 01 cho dSn hSt. D6i v6i nhUng lfuI chinh ly 
sau thi danh s6 lUll tm tiSp thea s6 cu6i cling trong ml,lC h,lc h6 sa cua d<;Yt chinh 
ly tru6c. 

3.6. L{zp MIJ-c /IJ-C ha sO' (i1dn vi biio quiin) 

M1:lc 11:lC h6 sa la mQt trong nhung cong C1:l tra CUu chu yiu trong cac luu 
tru, dung ili th6ng ke va giai thi~u nQi dung h6 sa cua cac phong luu tru, ph1:lc 
v¥ cho cac yeu cdu vJ th6ng ke va tra tim tai li~u luu tm. 

- Vi~e l~p mye lye hA SO' bao gAm nhung nQi dung: 
+ Viit liJi noi ildu: gi6i thi~u t6m t~t vS lich sir dan vi hinh thanh ph6ng va 

lich sir phong; phuang an phiin lo~i tai li~u va kSt cc1u cua ml,lC l\lc h6 sa. 
+ Viit cac bang chi dan m¥c I¥c h6 sa: Bang chi dfuJ. vc1n dS, bang chi dfuJ. 

ten nguai, dia danh, bang chii' viSt t~t sir d\lng trong ml,lC l\lc. 
+ Can cu vao nQi dung thong tin tren the tgm, ilanh may va in bang th6ng 

ke h6 sa cua phong hoijc nhgp tin tit phiiu tin vao may va in tit ca sa du li~u 
quan Iy va tra tim h6 sa (niu co). 

+ fJong quyin m¥c I¥c h6 sa (it nhc1t 3 b6), d~ phl,lc V1,1 cho vi~c quan ly, 
khai thac, sir d1,1llg tai li~u. 

M~u trinh bily ml,lC l\lc h6 sa thl,lc hi~n thea tieu chufuI nganh TCN-04
1997 "Ml,lc ll,lc h6 sa" du<;yc ban hanh kern thea QuySt dinh 86 72/QD-KHKT 
ngay 02/8/1997 cua Cl,lC LUll tm Nha nu6c (Phl,lll,lc 01). . 

Trong thl,lc tS, do s6 IUQ1lg h6 sa c6 gia tri bao quan "vinh viSn" khong 
nhiSu va c6 lien quan dSn cac h6 sa khac nen d6i v6i lUll trii' hi~n hanh c6 th~ b6 
sung them c~t "Thai h~ bao quan" sau cot "86 luqng ta" d~ ghi h6 sa "Vinh 
viSn" va "Lau dili". 

NSu ca quan Ung d1,1llg c6ng ngh~ thong tin vilo c6ng tac hID trfr d~ quan ly, 
tra tim thi cfuI bien m1,lC vao PhiSu tin d~ nh~p thong tin ill PhiSu tin vao may. 

- Tili li~u lo~i ra trong qua trinh chinh ly phai dm;rc ~p h<;yp thanh cac 
nh6m thea phuang an phiin lo~i va dm;rc th6ng ke thanh Danh ml,lc ffii li~u hSt 
gia tri (Bi~u s6 08). 

Khi th6ng ke tai li~u lo~i cfuI lUll y: 
+ Cac b6, g6i ffii li~u lo~i ra trong qua trinh chinh ly du<;yc danh s6 lien t1,lC 

ill 01 dSn hSt trong ph~m vi toan phong. 

37 



+ Trang m6i bo, goi, cac 41p till li~u duQ'c danh gia s6 rieng til s6 0I dSn hSt. 
Nhiing tai li~u IO:;1i ra trong qua trinh chinh Iy phai duQ'c Hoi d6ng xac dinh 

gia tri tai li~u cua ca quan, t6 chuc kiSm tra va duQ'c c~p co thfun quySn quySt 
dinh. Qua kiSm tra va thfrm tra, nhiing tai li~u duQ'c yeu cc1u gift l:;1i bao quan va 
duQ'c s~p xSp vao vi tri phil hqp ho~c h6 sa tuang Ung cua ph6ng. Nhiing tai li~u 
hSt gia tri dS tieu huy phai l~p h6 sa dS nghi tieu huy trinh c~p co thfrm quySn 
quySt dinh tieu huy va t6 chuc tieu huy thea quy dinh cua phap lu~t. 

H6 sa ilJ ngh; lieu huy tiJi li¢u g6m: Danh m1,lC tai li~u IO:;1i kern theo ban 
thuySt minh ffii li~u IO:;ii; Bien ban hop Hoi d6ng xac dinh gia tti tai li~u; Van 
ban thfrm dinh cua ca quan co thfrm quySn. 

3.7. DU'a tai lifU vao c(ip (hpp), xip len gia bao qulin. 

Cac h6 sa sau khi I~p va bien m\lC h6 sa, h~ th6ng hoa h6 sa va danh s6 
luu trfr, xay d\IDg m1,lC 11,lc h6 sa thi duQ'c s~p xSp dS dua vao cac c~p (hop) thea 
thu tl,l' cua h6 sa. Khi s~p xSp vao c~p (hop) cc1n vira du kh6ng nen dS cac c~p 
(hop) qua cang ho~c qua long. NSu s~p xSp h6 sa dc1y c~p (hop) thi cc1n danh dfru 
dS biSt. 

Trong c~p (hop) do co h6 sa til s6 nao dSn s6 nao dS lam til nhan (hop). 
Cac h6 sa dU<;1c s~p xSp vao cac c~p (hop) thi dU<;1c viSt va dan nhan. Khi vi~t 
nhan c~p (hop) phai dUng IO:;1i ml,l'C den, bSn mau, chft viSt dS doc, r5 rang, nhiin 
dU<;1c in sfut thea m~u (BiSu s6 9) va dU<;1c dan dSu nhau cach mep tren c~p (hop) 
5 dSn 7 cm. 

Cac c~p hop dU<;1c sAp x~p len gia (til) dS tai li~u Ic1n IUQ1 thea s6. Thu tl,l' 
sAp xSp til tren xu6ng duai va tu trai qua phai Ic1n IU<;1t thea tUng day gia. 

Bidu sa 1: Bien ban giao nh~n tai /iiu. 

TEN CO QUAN, TO CHUC CONG HoA xA HOI. CHi] NGHiA VIET NAM . . . 
(Ca quan quan Iy tai li~u) DQc L~p - Tv Do - H~nh Phuc 

.......... , ngiJy thang. nam 20 .
 

BIEN BAN GIAO NH!N TAl LI:E:U 

- Can Clr c6ng van s6 283/VTLTNN-NVTW ngay 19 thang:5 nam 2004 
cua C\lC Van thu va Luu trfr Nha nuac vS vi~c ban hanh ban huang d~n chinh Iy 
tai li~u hanh chinh; 

C- , (I) h' A',1..- an cu '" '" . c ung tOl gom. 

B" . (,2) dai diA V.en glao: .. . ... .. ... ... ... ... ... .. ... . l(Il.li1:
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-Ong(OO.) . 
- O1Uc V\l cOng tidch(ZC danh . 

Ben nh~:.: (3) ¢ri di~ ill: 
- Ong(OO.): .. 
-O1Uc V\l c6ng tid chUc danh , 

ThJ. _t...~ 1~ b·.... b' . _t...~,. lj.... (4) ,. 00ong IllJdt ~ len an gmo lllli;Ul tID eu:........ . vm tmg 
noi chmg C\l thS nhu sau: 
1. Ten phfug(H'* kh6i) Till Ii~u: .
 

"
 2 Thm'" gIan Clla tID. Ii .... .. eu: 
3. Thanh phfuI va sf) h:r<;mg t3i Ii~u: . 
3.1. Till Ii~u hanh chinh:
 
- T6ngs6h6p(Cijp) '" ..
 
- T6ng s6 h6 sa (Danvibao quim): .
 

,., , 
-Quyramet gm: met. 

3.2. Till Ii~ khac (nfu cO): . 

4. Cong C\l 1m cUu va t3i Ii~u lien quankern theo(5): 

~~~~~~~~~~~~~ 

~~~~~~~~ xAc NIlAN cUA 
CO QUAN, TO CH.UC6

):
~~~~~~~ ~~~~~~~ 

(ChUc V{I, em leY cUa nguUi 

eo tJuim ~n, ~ ten, dongddu) 

Ghi chu:
 
(1). Can CU k~ hoe;tch cong tac ho~c h9'P d6ng chinh ly tai li~u v.v....
 
(2,3). Ghi ten cua lUll trfr tn,rc ti~p quim ly tai li~u VD: Phong lUll trfr Bo ... ,
 
trung tam lUll trfr Tinh... , lUll trfr Salban... , lUll trfr Cong ty... , vv va ten cua cO'
 

quan t6 chuc -ho~c don vi (n~u co) th\Ic hi~n chinh ly tai li~u.
 
(4). M\lc dich hay ghi ra ly do giao nh~: dS chinh ly ho~c sau khi chinh lY.
 
(5) Li~t ke cac cong C\l tra Clru va tai li~u co lien quan kern thea (n~u co) nhu: 

- M\lc l\lc tai li~u nop lUll: . 

- Cac cong C\l tra tim khac nhu bo the, cO' So' dfr li~u tra tim tv dong ... ; 

- Cac ffii li~u lien quan khac nhu ban lich sir dan vi hinh thanh phong va lich sir 

phong; huang dfuI phan loe;ti, l~p h6 sa; huang dfuI xac dinh gia tIi tai li~u vv.. 
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(6). Xac nhcln cua ca quan, t6 chuc quan ly tai li~u (trong nhung truCmg hQ'P luu 

trfr tr\lC tiSp quim ly tai li~u khong co con d&u rieng). 

BiJu sa 2: D~ cU'dtlg hien sO(ln hao cao kit qua khao sat tiJi /ifu. 
BAa cAa KET QuA KHAa sAT TAI LIEU 

~ h~ "li~1. Ten p ongtil ~U: . 
2 Gi " han th'" " 'li~. 01. 01 glan cua til ~U: . 
3. Kh6i luong tai li~u: 
3.1. Till li~ hiJnh chinh: 

-Tfugsf>hQp(~): . 
- Tfug sf> h6 sa (dan viboo quim): . ,., , 
-Quy ra met gla: met. 

4. Thanh phAn va noi dung cua tai li~u: 
4.1. Thanh phk rei li~u: ngoai tai licu hanh cWnh, trong phong ho~c kh6i 

tai li~u con co nhfrng lO;;li tai licu gi (tai li~u ky thu~t, phim anh ghi am... ). 
4.2. Noi dung cua tai licu: tai li~u cua nhfrng dan vi t6 chuc hay thuQc vS 

m~t hO;;lt dong nao; nhfrng linh V\lC, v&n dS chu ySu gi. 
5. Tinh tr;;lng cua phong ho~c kh6i tai lieu dua ra chinh 1y: 

5.1. Muc do thiSu du cua phong ho~c kh6i tai 1i~u; 
6.2. Muc do xu 1y vS nghicp V\l: phan lo;;li l~p h6 sa, xac dinh gia tri v.v.. 
5.3 Tinh tr;;lllg v~t 1y cua phong ho~c kh6i tai liCu. 

6. Cong C\l th6ng ke, tra ciril (nSu co) . 

....... 'J
 ngay ....... themg. ..... nam 20. .... 
NGUOIKHAosAT 

(kY ten) 

BiAlsa3:JJJcurmghiinSO{lll ban ljchsli'ib'nvihinh thiinhphOngva/ichsii'phOng. 
LICH sir DON VI HiNH THANH PHONG 

. . vA LJCH sir PHONG UBND XA... 
GIAI DO';'N: . 

I. Lich sir dOll vi hlnh thanll phong 
1. B6i dnh lich sir: Thai gian thinh l~p; ehue nang, nhi~m VI), quy€n h;,m ea du t6 ehuc 
ella ea quan, t6 ehire-dan vi hjnh thinh phong; ehue nang, nhi~m VI) ehu y~u ella cae dan 
vi tn,re thuQe (Can neu fO s6, ky hicu, ngay thang, nam va tile gia eua van ban thanh l~p co 
quan, t6 eh ue: 
2. Nhfrng thay dBi, bB sung (n~u co) v~: Chue nang, nhi~m VI), quySn h;,m va ea du t6 
ehue eua dan vi hinh thanh phong; ehue nang, nhi~m VI) ehu ySu ella cae dan ·vi tn,re 
thuQe; 
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3. Ngay, thang, nam ngirng ho~t dQng (d6i vai dan vi hinh thanh ph6ng da ngung hO<;1t 
dong); 
4. Quy ch~ lam vi~c va ch~ dQ cong tac van thU' (neu tom t~t IS 16i lam vi~c, quan h~ 
e6ng tae va ehS do e6ng tae van thu) ella ea quan, t6 ehire va nhfrng thay d6i quan trong 
(nSu co). 
II. Lich sir phong 
1. GiOi h~n thiri gian clla tai li~u 

2. Kh8i IU'Q'ng tai lieu 
2.1. Tai lifU hanh chinh: 

- T6ng s6 hop (e~p): ;
 
- T6ng s6 h6 sa (Dan vi bao quan): ;
 ,.,	 ,
- Quy ra met gla:	 met 

2.2. Tai lifu khac (n~u co). 
3. Thanh phin va nQi dung clla tai li~u: 
3.1.	 Thanh ph/m tai liiu: 

- Tai li~u himh ehinh bao g6m nhfrng 10<;1i van ban, gi&y to' ehu ySu gi? 
- Tai li~u khae (Tai li~u ky thuat, phim imh ghi am) (nSu co). 

3.2. Npi dung cua tai liiu, neu ClJ. th~: 
- Tai li~u ella nhfrng dan vi t6 ehire hay thuQe vS m~t hOc;lt dong nao: 
- Nhfrng I1nh V\Ie, vAn dB ehll ySu va S\I ki~n quan trong gi trong hOc;lt dong eua dan 

vi hinh thanh ph6ng duqe phan itnh trong tai li~u. 

4. Tlnh tr~ng clla phong ho~c kh8i tai li~u dU'a ra chinh Iy; 
4.1. llnh hinh thu th~p tai lifu vao luu trii' cua C(/ quan, ta chftc va giao npp tai lifU 
vao Il¥u trii'lich sU' (n~u co): 
4.2. Mftc ap thi~u au cua phong ho~c khai tai liiu; 
4.3. Mirc ap xU' lj v~ nghijp VlJ.: Phun 10(li I~p h6 S(/ xac ainh gia trio .... 
4.4. llnh tr(lng v~t Ij cua phong ho~c khai tai liiu. 
5.Cong Cl,l th8ng ke, tra Clfu (n~u co). 
6. Nhu du khai thac, sir dl,lng tai li~u. 

, h ' . ~ 20......... , ngay ..... t ang ... .nam ....
 

PHEDUYET NGUOI BIEN SO~N
 
(eila nguai eo thd~ quyJn) (Ky ten)
 

(Ky ten)
 

Bi~u sa 4: D~ cl¥O'ng bien sO(ln ban hl¥Ong dan phun 10(li, ~p h6 S(/
 

HUONG DAN PHAN LO~I, L~P HO sa
 
PHONG LUlJ TRU UBND XA .
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GIAI DO~N: .. 
I. HUOng dan philn lo~i tai Ii~u 
1. PhllO'ng tin phan IO{li tai li?u 

- Can cu lich sir dan vj hinh thanh phong va Ijch sir phong; 
- Can cu tinh hinh thl,lc t~ tai li~u cua phong; 
- Can cu yeu du t6 chuc, sAp x~p khai thac sir dl,mg tai li~u; 

Tai li~u phong .... duO'c phan lo~i theo phuang an .... Cl,l th~ nhu sau: 
1. Ten nh6m Ian (nh6m ca banI) 

1.1. Ten nh6m vila 1 
1.1.1. Ten nh6m nh6 1 
1.1.2. Ten nh6m nh6 2 
1.1.3 . Ten nh6m nh6 3 

1.2. Ten nh6m vila 2 

2. Ten nh6m Ian (nh6m ca ban 2) 
2.1. Ten nh6m vila 1 
2.1.1. Ten nh6m nh6 1 
2.1.2. Ten nh6m nh6 2 
2.1.3. Ten nh6m nhi> 3 

2.2. Ten nh6m vila 2 
...... ",' '" . 

3. Ten nh6m Ian (nh6m ca ban 3) 
3.1. Ten nh6m vila 1 

3.2. Ten nh6m vila 2 

4 .. 
2. Hmyng dan CI} th~ trong qua trinh philn lo~i tai lieu: 

Trong phful nay, can cu tinh hinh thl,lC t~ cua phong ho~c kh6i tai li~H dua fa chinh 
Iy, dn trinh bay nhfrng huang dful chi tiSt, Cl,l thS vS vi~c phan chia tai li~u thanh cac ~ 

nh6m lan, nh6m vila va nh6m nh6 dS nhfrng nguai tham gia phan lo~i tai li~u thl,lc hi~n 
th6ng nhAt. 
n. Hmyng dan I~p h8 sO': 

~ 

Trinh bay huang d~n chi ti~t: 
1. Phuang phap t~p hO'P van ban, tai li~u thanh h6 sa d6i vai nhfrng phong ho~c kh6i tai 
li~u con atrong tinh tf~ng l<3n x<3n, chua dugc I~p h6 sa: . 
2. Chinh sira hoan thi~n h6 sa d6i vai nhfrng phong ho~c tai li~u da: duO'c I~p h6 sa nhung 
con chua chinh xac, dAy du (chua d~t yeu du nghi~p vu). 
3. Vi~c viSt tieu dS h6 sa: 
4. Vi~c s~p x~p van ban, tai lieu ben trong h6 sa; 
5. Vi~c bien ml,lC h6 sa. 

• ...... J ngay...... thang. .... nam 20 ... 
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PHEDUYET NGlfOI BIEN SO~N 
(Phe duy?t cua nguai ;0 tham quyJn (Ky ten)
 

ho¢c nguai CO trach nhiem)
 
(Ky ten)
 

Bi;u sa 5: J)J cU'UIlg bien sO(ln ban hU'ang dan xac djnh gia trj tai lifU. 

IHfONG DAN xAc DINH GIA TRI TAl LIEUA· • • 

PHONG .
 
Giai dOSJ,n: .
 

Can ell .....(neu cac can cu du9'C van d\mg d~ bien so~n hu6ng d~n xac 
diOO gia tri tai lieu phong...) 

Viec xac dinh gia tri va diOO thai h~n bao quan cho h6 sa, tai lieu trong 
qua triOO chiOO ly phong du9'c th\IC hien thea hu6ng dfu du&i day: 

A. Nhom h6 sa, tiJi li?u bew qulm vinh viin, lau diJi: liet ke C\l th~ cac lo~i 
h6 sa, tai lieu co thai h~n bao quan vinh viSn, lau dai. 

B. Nhom h6 sa, tiJi li?u bew quem tqm thai: liet ke C\l th~ cac lo~i h6 sa, 
tai lieu co thai h~n bao quan t~m thai. 

C. Nhom tiJi li?u loqi ra khiJi phong: liet ke C\l th~ OOfrng lo~i tai lieu ra 
kh6i phong, g6m: 

1. Tai lieu h~t gia tri 
2. Tai lieu trimg thira 
3. Tai lieu bi bao ham 
4. Tai lieu khong thu9c phong 
Ngoai ra, trong van ban nay, cAn triOO bay OOfrng hu6ng d~n chi ti~t, C\l 

th~ v~ viec xac diOO gia tri tai lieu va diOO thai h~n bao quan cho tUng h6 sa d~ 
OOfrng nguai tham gia chiOO ly th\l'c hien duQ'c th6ng nh~t. 

......... , ngiJy ..... thang ...... nam 20......
 

PHEDUY~T NGlfOI BIEN SO~N 
(cila nguai co tham quyJn 

ho¢c nguai co trach nhi?m) 

(kj; ten) (kj; ten) 
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BMu sa 6: DJ CU'011g bien sO(ln kd hO(lch chinh Ij tui liiu
 
KE HOACH CHiNH LY TAl LIEU


A·	 • 

PHONG	 . 
GIAI I>O~N: . 

1.	 My.c dich, yeu cAu cua dQ't chinh Iy: 
- T6 chuc khoa hoc tai Ii~u ph6ng...... phl)c Vl) yeu c~u quan Iy, bilO quan 

an toan va t6 chuc sir dl)ng tai li~ucua ph6ng. 
- Chinh Iy thea huang d~n chinh Iy tai Ii~u hanh chinh ban hanh theo Cl)C 

van thu va lUll trfr Nha nuac. 
- BilO v~, bao quan an toan tili Ii~u trong qua trinh chinh IY. 

2. Noi dun!! con!! viec. Dhan con!! trach nhiem va thOi han hoan thanh, 

STT Noi dune cone viec NeuOi thuc hien NeuOi phoi hoop ThOi han 
1 Giao nh~n tai li~u .......... •• 0.0 •• .................... ..0 ........ 

2 Khao sat tai Ii~u va .... ••• ••• ••• '0. ................... 
I ........ · .. 

viet bao cao ket qua 
khao sat 

3 V~ sinh sa bo tai Ii~u ............... , .0 ••• 0 ............. 0 ... 0. .0 •••••••• 0 

4 ••••• 0 ••••••••••••• 0' .......... 0 ••••••••••••• • ........... 0 ••••••• • •••• 0.0 •• 

Cac noi dung, cac buac c6ng vi~c va thai gian thl,!c hi~n can du9'c xac 
dinh Cl) thS va phan c6ng trach nhi~m thl,!C hi~n ro rang. 

3. Chuin bi dia di~m, phuO'Dg ti~n va van phong phim phy.c vy. chinh 
Iy: 

a, ChuAn bi dia diSm chinh Iy: phong lam vi~c, ban ghe va phuang ti~n khac. 
b, Van phong phAm: (gifiy, but bi, but chi m~m, but danh s6 hop, ml,!C, but 

viet bia va viet nhan hop; bia h6 sa; hOp dl,Illg tili li~u; dao keo, thuac ke ... ) 
4.).Kin~ phi chinh Iy 
Tong so: , . 
Trang d6: 
- Thue lao dong thl,!c hi~n chinh ly; 
- Mua phuang ti~n, van phong phAm phl)c Vl) chinh Iy; 
- Chi khac. 

.. .... , ngay ...... thimg ....... niim 20 ... ..
 

PHEDUY~T	 NGlf01 LAp KE HOACH. .
(eila nguai eo thdm quyJn 

, 

ho(ze nguai eo traeh nhi~m) 

(niu eo) 
(Ky ten) (Ky ten) 
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Bi&sa 7:MOu phiJu tin va hurJngdJn fI1lJ£ phiJu tin tiIi fiiu himhchinh 

MAU PHIEU TIN TAl LI~U HANH CHINH
 
(Trinh bay tren 2 m~t eua to' giAy kh6 A5: 148x210mm)
 

PHIEUTIN
 
Mgt tmac 

1. Ten (ho~e rna) kho lUll tm: 
2. Ten (ho~e rna) phong: 
3. S6 hru trfr: a. M\le l\le 56: 

b. H?p 56:; 
e. Ho sa so: 

4 K 'h'~ h~ .· Y l~U tong tIn: '" '" 

. 
. 
. 

.. 
. 

. 

5. Tieu d~ h6 sa: , . 

6 Ch 
' .,.

· u glal: , . 

Mgt sau 

7 Th '" , , . l' ~ · al glan eua tal lCi'U: . 
a. B5t dAu: b. KSt thue .. 
8. Ngon ngfr: . 
9. But tieh: . 

10.S6 lu<;yng ta: , .. 
11. Thai he;t.n bao quim: .. 
12. ChS do sir d\lng . 
13.Tinh tre;t.ng v~t lY : . 

14. Ghi ehu . 

• e. e ••••••••• e •••••••••••••••••••••• a •• e ••• e ••••• , ••••••••••••••• eO •••••••• eo. eo. e. e •••••••• e ••••• 

Biiu sa 8: Mau danh m(lc tai liiu IO{li 

DANH MUC TAl LIEU LOAI 

Bo/goi 
~ 

so 

T/' ~{lP so Tieu i/J t~p 
tai lieu 

Ly do IO{li Ghi chu 
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(1) (2) (3) (4) (5) 

4. Th'!c himh, thao lu~n 

1. Chinh 1y tai lieu mot s6 nam eua xa. 
2. KStqua thl,lC himh: l@ h6 sa hOOn ehinh nhiingtill lieu dua rn ehinh Ii 
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Biti 4: THONG IcE vA CONG CU TRA TIM
 
TAl LI~U LUU TRU UBND XA
 

1. ThBng ke titi Ii~u lou trfr UBND xii 

1.1 Khfii nijm, ml;lc ilich, yeu cliu 

a. Khfii nijm 

Th6ng ke tid li~u hru tm la ap d\mg cac phuong phap va cac c6ng C\l 

chuyen mon dS xac dinh s6 lU911g, chAt lm;mg, thanh phfrn, noi dung, tinh hinh tai 

li~u, h~ th6ng trang thiSt bi bao quan tai li~u trong cac kho lUll tm va ghi vao 

phuang ti~n th6ng ke. 

b. Ml;lc ilich, y nghia 

- Nhfrng s6 lieu th6ng ke giup cac ca quan quan ly lUll tm, kho lUll tr11' xc1y 

d1,I11g kS ho~ch b6 sung, chinh ly, xac dinh gia tri va t6 chuc sir d\lllg tli li~u lUll 

trfr phil hqp vai yeu cfru va kha nang th\l'C tS. 

- Th6ng ke tli li~u lUll trfr t~o diSu kien thu~n lqi cho vi~c quy ho~ch cong 

tac bao quan, bao ve an toan tai lieu lUll trfr. 

- Cac ca quan quan ly nha nuac vS lUll trfr can cu vao s6 li~u th6ng ke dS 

Uip cac kS ho~ch nh~m bao quan tai li~u lUll tm trong ph~m vi quan ly cua minh 

va ph~m vi ca nuac. 

- D\la vao kSt qua th6ng ke tli li~u lUll tm, cac ca quan lUll trfr xac dinh 

duO'c phuong hu6ng b6 sung nhfrng t,h lieu con thiSu ho~c bi hu hong, l~p kS 

ho~ch bao quan an toan nhfrng tai li~u co gia trio 
VA ).c. 6.eu cau 

Cling gi6ng nhu caclInh V\lC khoa hoc khac, th6ng ke tai lieu lUll trfr doi 

hoi C\l thS va 'chinh xac. Cac s6 li~u th6ng ke v6 ph6ng lUll tm, h6 sa, cac b6 tai 

lieu tren s6 sach chinh xac va phil hqp vai th\lc tS. Cong tac th6ng ke lUll trfr 

phai kip thai, dUng thai gian quy dinh cua ca quan qmin ly nha nuac kh6ng duqc 

ch~m tr6 lam m~t tic d\lllg cua s6 li~u th6ng ke. 

1.2 Dai tU'(f1lg thang ke va ilO1I vi thang ke 

a. Dai tU'(f1lg thang ke 

-Th6ng ke tai Ji~u lUll trfr
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- Th6ng ke cac c6ng C\l tra Clm khoa hoc
 

- Th6ng ke cac phuang ti~n bao qucin teE li~u hID trfr
 

- Th6ng ke doi ngii can bo luu trfr.
 

b. Don vi thang k€: 

+ Ph6ng luu trfr: Kho c6 nhi~u ph6ng. 

+ H6 sa, dan vi bao quan: Tai li~u da: du<,1c chinh ly, lap h6 sa. 

+ Cijp, b6, met... d6i vai tai li~u dang rai Ie, Ion xOn. 

+ Tirng van ban: d6i v6i tai li~u c6 gia tri, dijc bi~t, quy, hi~m. 

1.3 Phuong phdp thang k€ 

+ S6 nhap tai li~u luu trfr 

+ S6 th6ng ke ph6ng luu trfr. 

+ M\lc l\lc h6 sa 

+ S6 dang kY m\lC l\lc h6 sa 

+ S6 xu§t tai li~u luu trfr 

+ Bao cao th6ng ke t6ng hqp 

2.Cong C\I tra tim tai li~u lU'U trfr cip xi 

2.1 Khai ni~m, y nghia tac d(lng va yiu co.u 

a. Khdi niim: 

C6ng C1,l tra tim tai li~u luu trfr la mot phuang ti~n tra tim tai li~u va thong 

tin tili li~u trong cac luu trfr lich sir va luu trfr hi~n hanh dUng d~ gi6i thi~u thanh 

phArr va noi dung tai li~u cua cac kho luu trfr, chi d~n dia chi timg tai li~u, giup 

nguai nghien Clm tra tim tai li~u nhanh ch6ng, chinh xac, suu tAm va tap hqp tai 

li~u thea yeu cAu cua ho. 
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b. Ynghia, tac d{lng: 

- La phuang ti~n d~ th6ng ke thilnh phAn, s6 lu<;mg tai li~u trong luu trU. 

- Chi dful dia chi cua timg tai li~u giup nguai nghien Clm tra tim tai li~u 

nhanh ch6ng, chinh xac. 

c. Yeu cnu 

- Yeu cAu quan tn;mg va chu y~u nh~t la phai gi6i thi~u chinh xac noi dung 

tai li~u luu trfr hi~n bao quan trong cac kho luu trfr d~ thong tin cho nguai sIr 

d\mg. 

- M6i IOc;li hinh cong C\l tra tim phai duQ'c xay d\fllg th6ng nh~t vS hinh 

thuc va noi dung. 

- Tra tim va Iva chon, t~p hQ'P tcii li~u nhanh ch6ng thea cac yeu cAu cua 

doc gia. 

- K~t c~u cua cac IOl,li cong C\l tra tim tai li~u phai dan giiln, dS hi~u va dS 

sIr d\lllg. Cong C\l tra tim tcii li~u luu trU la mot IOl,li cong C\l thong tin duQ'c nhi~u 

IOl,li doc gia sir d\lng cho nen khong duQ'c c~u tl,lO mam ra, kh6 hi~u. 

2.2 Cong C{l tra tim tai liiu luu trii' chit yiu trong kho IU'u trii' 

a. M{lc l{lc ho 
~ 

SO' 

Ml,lc l\lc h6 sa la mot trong nhfrng IOl,li hinh cong C\l tra tim chu y~u trong 

cac luu trfr. M\lc l\lc h6 sa dUng d~: 

- Gi6i thi~u cho doc gia thanh phAn va noi dung tcii li~u trong lUll trfr, chi 

dful dia chi clla h6 sa; 

- Th6ng ke s6 IUQ'ng h6 sa hi~n c6 trong luu trfr, qua d6, lam din cu d~ xay 

d\fllg k~ hOl,lch cong tac luu trfr mot cach khoa hoc nhu k~ hOl,lch xay d\fllg kho 

tcing, trang thi~t bi luu trfr; 

- Huang dfrn can bo luu trfr s~p x~p h6 sa len gia thea tr~t tl,l' khoa hoc; 
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- D6i v&i nhiing phong lUll trfr d5 duC)'c chinh ly thi ml,lC ll,lc h6 sa dung dS 

c6 dinh phuang an phful 10(.li tai li~u trong phong. 

Nhu v~y, co thS noi ml,lC ll,lc h6 sa vira la cong Cl,l tra tim tai li~u, vua la 

cong Cl,l dS th6ng ke quan ly tai li~u trong lUll tm. 

Can cu vao noi dung cua ban ml,lC ll,lc h6 sa, ta co thS chia chung ra cac 

10(.li nhu sau: 

- Ml,lc ll,lc h6 sa gi&i thi~u toan bo h6 sa cua mot phong lUll tm; 

- Ml,lc ll,lc h6 sa gi&i thieu toan bo h6 sa san sinh trong mot nam ho~c mot 

s6 nam cua mot phong lUll trfr; 

- Ml,lc ll,lc h6 sa gi&i thieu toan bo h6 sa cua mot dan vi t6 chuc trong mot 

phong lUll trfr v.v.. 

a lUll trft hi~n hanh, ngoai tai li~u hanh chinh, ml,lC ll,lc h6 sa cling co thS 

h~p cho nhiing tai li~u co 10(.li hinh khac nhu: tai lieu nhful S\!, tai li~u k~ toan, tai 

lieu xay d\Illg ca ban... 

Ml,lc ll,lc h6 sa chi th6ng ke tili li~u trong ph(.lm vi mot phong lUll tm, 

khong cho phep trong mot ban ml,lC ll,lc h6 sa th6ng ke tai li~u cua nhi~u phong 

lUll trfr. 

C~u t(.lo ml,lC ll,lc h6 sa 

Ml,lc ll,lc h6 sa g6m hai phfrn: 

* Phfrn ban ke tieu d~ cac h6 sa: Day la phfrn quan trong, chu y~u cua ml,lC 

ll,lc. G6m cac cot sau: 

+ C~p (hop) s6 

+ H6 sa s6 

+ Tieu d~ h6 sa 

+ Ngay thang b~t dfru va k~t thuc 
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+ S6 lu<,mg to' 

+ ThCri h~n bao quan 

+ Ohi chu 

Sau bang ke cac h6 so la phfut t6ng kch m\lC h,lc tuc la th6ng tin vS s6 

lm;mg h6 so trong m\lC l\lc. Phc1n t6ng k~t ml,lC l\lc ghi acu6i m\lC ll,lc, trong d6 

neu s6 lu<,mg to' cua ban ml,lC ll,lc, s6 lm;mg h6 so trong m\lC I\lC, thai gian lam 

m\lC l\lc, ho va ten nguai so~n m\lC l\lc h6 so. 

* Phfut c6ng CI,l tra tim m\lC l\lc h6 so: 

Phfut c6ng C\l tra Clru giup nguai doc tim hiSu noi dung cua m\lC l\lc du<;yc 

nhanh ch6ng, chinh xac. Thanh phc1n cua n6 g6m: 

- TO' nhan dS (con goi hi to' dc1u) cua ban m\lC l\lc. Noi dung to' nhan dS c6: 

ten co quan luu trfr vi~t a tren, sau d6 viSt ten ph6ng. Ten ph6ng phai viSt dc1y 

du, chinh xac. NSu ten ph6ng c6 chii' viSt t~t thi phai c6 phc1n giai thich chii'viSt 

t~t d6. S6 ph6ng trong to' nhan dS ghi thea s6 thu tl,r cua c6ng Cl,l th6ng ke ~ac 
ph6ng trong ph~m vi co quan luu trfr. S6 ml,lC l\lc du<;yc ghi thea ban th6ng ke 

toan bo m\lC l\lc cua tUng ph6ng trong kho luu trfr. 

D6i v&i nhfrng m\lC l\lc h6 so c6 chii' viSt t~t thi phai c6 mot to' th6ng ke 

cac chii' viSt ~t da: dUng trong m\lC l\lc h6 so. Cac chii' vi~t t~t du<;yc xSp theo vc1n 

chii' cai. 

- M\lc l\lc du<;yc viSt bfutg may vi tinh, chS ban di~n hI va d6ng thanh 

quySn. Trong mot ph6ng, m\lC l\lc h6 so bao quan vinh viSn lap r{eng, h6 so bao 

quan lau dai lap rieng, tai li~u c6 gia tri t~m thai du<;yc lap m\lC ll,lc rieng. 

3. Th.,c hanh, thao lu~n 

Lap bao cao th6ng ke co so thea van ban huang d~n cua CI,lC Van thu-Luu trfr 
Nhanu&c. 
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Bai 5: BAo QuAN vA TO CHUC KHAI THAc, sir Dl)NG 
TAI LI~U LUU TRU UBND XA 

1. Bao quan tai li~u hm trfr 

1.1 Khai niim, j nghia Me dl;lng eua eong tae bao quan tiii liiu 

Bao quan tai li¢u luu tru la cong tac tb chuc va th1!c hi¢n cac bi¢n phap 
khoa h9C Icy thugt eM bao v¢ an toan va keo dai tubi th9 cua tai li¢u nhlim ph¥c 
v¥ tbt nhdt cho vi¢c sit d¥ng dung trong hi¢n tgi va tuang lai. 

Trong cong tac hru trfr co hai chuc nang ca ban quan tn,mg quy~t dinh d~n 
chfrt IU<J11g va hieu qua t6 chuc cua cong tac lUll trU. Do la bao quan an toim va t6 
chuc khai thac sIr d\lI1g co hieu qua tili lieu lUll trU. Bao quan tai lieu lUll tm la m6t 
trong nhUng nghiep \1l quan trc,mg nhfun th\lC hien t6t chuc nang tren. 

Cimg vai S\l phat tri~n cua xa hoi, S\l phat tri~n cua khoa hQc ky thuat va 
nhfrng nhu c§u trao d6i thong tin da san sinh ra nhi~u lo~i hinh tai lieu phong phil 
vS n6i dung, da d~g vS hinh thuc vai nhiSu phuang phap va kY thuat khac nhau. 
D6ng thai nhfrng t,h lieu du<;yc san sinh ra cung dang dUng truac nguy ca va tinh 
tr~ng xu6ng cfrp, hu hong. Vi yay cong tac bao quan tili lieu lUll tm co y nghla 
rfrt quan trc,mg trong viec bao ve ngu6n thong tin co gia tri nay. 

N~u khong co bien phap bao quan t6t thi nhfrng tai lieu lUll tm co th~ bi 
mfrt mat, hu hong rna rfrt kho hoac khong th~ ph\lc h6i. Dac biet, vi trf nuac ta 
n~m trong khu \'\IC nhiet dai gio mua nen cac y~u t6 tac dong cua t\l nhien nhu 
n~ng mua, hi h,1t, vi sinh vat, con trUng v. v... tac d6ng pha ho~i tai lieu lUll trU rfrt 
Ian. Vi yay cong mc bao quan tai lieu lUll tm anuac ta la m6t nhiem V\l rfrt kho 
khan va phuc t~p nhung ciing dat ra m6t cach cfrp thi~t trong th\lC tiSn. 

1.2 Cae nguyen nhan gay hU' h{li tiii /iiu luu frir 

a. Nguyen nhan do ehO,t eau thiinh tiii /iiu: 
Trong cac kho lUll trfr hien nay, tai lieu lUll trfr co nhiSu lo~i IIDU: tai lieu 

gifry, anh, phim dien anh, ghi am v.v...Trong do, tai lieu gifry chi~m kh6i IU<J11g : 

Ian va co chu y~u trong cac ca quan, t6 chuc va ca nhan. Do la lo~i hinh tai lieu 
truySn th6ng thU<mg gap trong cac kho lUll tm va se la ti~p wc nhu yay trong 
mang lai. 

- Tinh chit ella giiy 
Gifry la mot lap mong g6m cac s<;yi Xen-Iu-Io, Lig-nin va m6t s6 chfrt khac 

lien k~t chat che vai nhau. Cac chfrt tren du<;yc pha ch~ theo nhfrng tY Ie khac 
nhau cho ta cac lo~i gifry khac nhau. Muc do hu h~i cua gifry thay d6i theo tY Ie 
cfru thanh cua no. Trong cac kho lUll trfr thuang gap cac lo~i gifry: in bao, in 
typo, in ban d6, gifry danh may, gifry ve kY thuat, gifry cam quang. 

Hien nay trong qua trinh san xufrt gifry nguai ta sIr d\lng nhiSu lo~i hoa 
chfrt khac nhau. Trong do, do axit cao trong gifry cling la nguyen nhan l~m hu 
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hong tai li~u. Vi v~y dS bao quan an toan tai li~u ch6ng ll:li nguy ca tai li~u bi 
xu6ng cfrp, Hio hoa va t\l than huy hOl:li, nhiSu qu6c gia da sir dl,mg gifry bSn lau. 
Do la 10l:li gifry hi~n dl:li nhu axit co chua mot lap kiSm bao v~ (co do PH til 6
10). LOl:li gifry nay co kha nang ch6ng ll:li nhfmg nguy ca huy hOl:li tai li~u. 

- Mvc: 
DS th\lc hi~n chii' vi~t, duang net va hinh ve tren gifry nguai ta dUng cac 

10l:li m\lC. M\lc g6m nhiSu 10l:li nhu: m\lC nho, m\lC vi~t thuang, m\lC in, m\lC 
dfru, m\lC sao in arm sang, but chi v. v... Do bSn cua m\lC phl,l thuoc vao thanh 
phfut hoa hQc cua cac chfrt- li~u tl:lO ra chung. M\lc cang bam ch~t vao s<;yi gifry, 
cang kho hoa tan thi duang net, hinh ve cang bSn. Thanh phfut cua m\lC bao 
g6m chfrt mau, chfrt cAm mau, chfrt keo, chfrt ch6ng c~. 

Cac tai li~u luu trfr cua nu6c ta co sir dl,lng nhiSu 10l:li m\lC khac nhau. Cac 
tai li~u c6 nhu tai li~u Chau ban triSu NguySn, tai li~u chii' Nom du<;yc vi~t b~ng 
m\lC nho. M\lc nho du<;yc cfru tl:lO chu y~u g6m muoi than la thanh phAn Cac-bon 
gAn nhu nguyen chfrt nen rfrt bSn vfrng kho bi tac dong cua anh sang phan huY. 
Ngoai ra, nhfrng 10l:li m\lC vi~t ph6 bi~n hi~n nay du<;yc ch~ tl:lO til mu6i kim 10l:li 
ho~c nh\la cay co mau. Trang cac 10l:li m\lC do, do axit cang 1611 thi cang bi mc 
dong cua anh sang, nhi~t do va do frm cao lam cho tai li~u dS bi bay mau an 
thung gifry. D6i v6i 10l:li m\lC in co tY l~ chfrt keo nhiSu han nen trong qua trinh 
danh may, intypo, photocopy m\lC dS gfut ch~t tren s<;yi gifry nen it bi nhoa hay 
bay mau han m\lC vi~t khi bi tac dong cua arm sang, nhi~t do va do frm. Tuy 
nhien, n~u sir d\lng cac 10l:li m\lC kern chfrt luong, khong dung chUng 10l:li cua cac 
10l:li may in, may photocopy se lam tai li~u bi bay mau, rna chii' nhanh sau mot 
thai gian bao quan. D6i v6i 10l:li m\lC in dUng cho may fax rfrt dS phai mau va 
kho bao quan lau dai. 

b. Nguyen nhan do i/iJu kiin II!" nhien va mai IrU"irng biio quiin: 
Trang cong tac bao quan tai li~u luu tm, diSu ki~n tv nhien la mot nguyen 

nhan quan trong gay hu hong tai li~u. Day la nguyen nhan gay nen nhfrng mc 
dong co hl:li d6i v6i tai li~u luu trii' va lam cho cong tac bao quan tai li~u, luu trfr 
rfrt kho khan va phuc tl:lp. 

oJ< Nhi~t dQ khong khi: 
Do nu6c ta n~m trong khu V\lC nhi~t d6i frm gio mua nen nhi~t do trung 

binh hang nam cao tren 20°c, lU<;Yllg buc xl:l16n. 
Nhi?t d(J cao lam cho tai li?u luu tru hj hong hoijc co nhung .Gnh huang 

d~n tuJi th9 cua tai li?u: 
- Tai li~u gifry bi gion, dS bi gay nat, tang nhanh t6c do phan irng hoa hoc 

lam gifry bi axit hoa, rna chii', 6 Yang. : 
- Tai li~u anh khi bi tac dong boi nhi~t do cao lam cho anh huimg bi chay 

rna cac l6p nhil tuang, bi~n dl:lng, nhoe hinh anh. 
- Tai li~u phim va tai li~u ghi am khi nhi~t do cao mc dong lam cho phim 

bi kho gion, chong hong, b~t dinh va rna hinh anh. 
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Nhi¢t a(j thap hay nhi¢t a(j thay a8i a(jt ng(jt ciing imh huang tai a(j b€n CO' 

hoc cua tili li¢u. 
Ngaili ra yJu t6 nhi¢t a(j cfmg til aiJu ki¢n cha cac con trung, ndm m6c 

phat tridn pha hac;li tiJi li¢u, vi v~y yeu c~u d~t ra phai coi tn;mg chS do nhi~t do 
thich hQ'p d6i vai tlrng 10:;l.i t:h li~u. 

Dd baa quan t6t tili li¢u nen duy tri nhi¢t a(j trang kha nhu sau: 
+ T ili li~u hilnh chinh: Nhi~t do 20±2°C 
+ Tili li~u anh den trfug: Nhi~t do 6±2°C 
+ Tili li~u anh mau: Nhi~t do 5±2°C 
+ Tili li~u ghi am: Nhi~t do 18±2°C 
+ Tili li~u phim di~n anh:Nhi~t do 10±2°C 

;. DQ Am: 
Do ~m lil y~u t6 pha ho:;t.i m:;t.nh nh~t d6i vai tai li~u lUll trfr. d nuac ta do 

fun tuong d6i trung binh tir 80% dSn 90%, vimg mii thi do ~m cimg 1&0. 
Do ~m cao se t:;l.O diSu ki~n cho cac chAt khi trong moi truang va cac chAt 

hoa hoc cua tili li~u dS bi hoil tan, lilm cho chfr viSt bi nhoa, ml,lc bi bay mau, tili 
li~u bi bSt dinh. 

Ngoai ra, do ~m cao con lam dung moi cho cac hoa chat gay phan {mg co 
h:;l.~ cho tai li~u lUll trfr vil t:;l.o diSu ki~n cho nAm m6c, con tnlng, vi sinh v~t phlit 
trien. 

Vi v~y trong cong tat bim quful tai lieu lUll trfr 0 nuac ta vi~c ch6ng ~m la 
mot nhi~m V\l du<;yc d~t ra len hilng d~u, trong do viec duy tri do fun thich hQ'P 
d6i vai tirng 10:;l.i hinh tai lieu. 

Dd baa quan t6t tili li¢u nen duy tri a(j am trang kha nhu sau: 
+ Tai li~u hilnh chinh: Do ~m 50±5% 
+ Tai li~u anh den trAng: Do ~m 35±5% 
+ Tai li~u anh mau: DO ~m 35±5% 
+ Tai lieu ghi am: Do ~m 45±5% 
+ Tili li~u phim di~n anh:Do ~m 45±5%
 
;. Anh sang:
 
AM sang m~t trai cling lil mot nhm t6 gay pha hO:;l.i d6i vai tai li~u luu
 

trfr. Boi vi anh. sang la ySU t6 gay tac dong quang hmi, lam cho giAy bi Yang, 
gion, ml,lC bi b:;l.c mau; AM sang tac dong tai tai li~u imh, phim di~n anh, ghi am, 
ghi hinh se lam tic dong tai tai li~u anh, phim di~n ilnh, ghi am, ghi hinh se lam 
m~t di hinh ilnh, am thanh. Do do trong cong tic bao quan tai li~u lUll tm kh6ng 
nen dS anh sang chiSu tnrc tiSp vao tai lie\!. 

;. Bui: 
Bl,li "Iii. nhm t6 pha hO:;l.i tai li~u dang lUll y, nh~t Iii. 0 nuac ta co nhiSu dia 

diSm b6 tri cac kho luu trfr doc thea cac ph6 co v~ sinh m6i truang kern, g~n 
nhfrng khu Vl,lC co nhiSu cat va g~n nhfrng khu cong nghi~p Ian.. Bl,li tl,l nhien vii. 
bl,li co khi bam vao tai li~u, co xat vii. lam thil.nh cac vSt xuac hu h:;l.i tM li~u. Bl,li 

.: 

.: 

~ 
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vi sinh v~t mang thea OOieu bilO tu nAm, m6c, con hung phM triSn va pha ho~i tai 
li~u. 

Khi xfry d\l11g kho va bao quan tai li~u cAn co bi~n phap h~n chS ySu t6 
tac nhfrn nay: Khong xfry d\l11g kho a OOfrng nai co OOieu b\1i, cAn v~ sinh kho 
tang, tai li~u thuOng xuyen. 

.. Con trimg va cac loai g~m nhim pha ho~i: 
Do dieu ki~n khi h~u OOi~t d6i anu6c ta rAt phil hqp cho nen con tmng va 

cac loai g~m nhAm s6ng va phat triSn m~. 
- Con trUng la ke thil nguy hiSm cua tai li~u luu tril, chung co OOfrng loai 

co ph6 biSn trong cac kho luu trfr OOu m6i, mot, bo ba duoi vv. 
- Cac lo~i g~m nhAm OOu chuot, gian cling la loai c~n pha cac h6 sa, tai 

li~u va lam hong cac phuang ti~n bao quan. 
Con trUng va cac loai g~m ooAm m~c dil 000 be nhung co suc pha ho~i Ian 

d6i v6i tai li~u. Bai vi co OOfrng loai con trilng lAy tai li~u luu tril lam thuc an va 
moi truOng s6ng cua chUng. Cling co nhfrng loai c~n phil. va g~m nhAm tai li~u 
OOu mot d~c tiOO t1,l' OOien va vi~c lam t6 cua chung cling gay hu h~i Ian d6i v6i 
tM li~u. 

Vi~c phat hi~n va phong ch6ng con trUng, cac loai g~m ooAm pha ho~i 
cling la mot OOi~m V1,1 quan trong d~t ra v6i cong tac bao quan tai li~u luu tm 
hi~n nay. 

.. Nim mBc: 
NAm m6c va nAm m6c tr~ng la OOfrng th~t ngfr rna OOfrng nguai khong co 

chuyen mon thuOng dimg d~ chi cac loqi ndm vi sinh. "Fingi" la mot thuat ngfr 
chiOO xac ooAt can bao ham OOieu lo~i bao ttl nAm m6c hay OOieu lo~i nAm khac. 

Nhin chung nAm m6c thuOng xuAt hi~n va pha ho~i moi thu quanh ta til 
luang th1,l'C, th1,l'C ph~m, hoa qua dSn d6 dung bfutg da, bfutg giAy, b~ng may tre 
va cac lo~i phim aOO, b~ng til vv. NAm m6c xuAt hi~n khi do ~m tren 65% va 
OOi~t do cao han 22°C. 

NAm m6c xuAt hi~n va pha ho~i tai li~u luu tm lam tili li~u lUll tm co 
OOfrng d6m tr~g, xam den ho~c vang xanh hinh tron. Tai li~u bi'm1m m6c lam 
tai li~u giAy bi rna OOoe chu, tai li~u aOO bi OOoe va rna hiOO anh lam anh khong 
d~p va OOanh hong, tili li~u ghi am tai li~u phim di~n aOO, tai li~u ghi hinh bi aOO 
huang dSn chfrt Im;mg aOO va am thanh va co th~ lam hong cac tai li~u do. 

Ngoai cac nguyen OOan kS tren, a nu6c ta ve thien nhien can g~p OOfrng 
tran bao l\1t lan, song thAn, dong dAt va OOfrng biSn c6 ve chiSn tranh. Vi vay ySu 
t6 thien tai, dich ho~ cling gay nen t6n thAt dang kS cho tai li~u luu:trfr. 

c. Di~u ki~n bao quan va sir dyng tai li~u: 
Day la nguyen OOan chinh do ban than con nguai trong qua triOO bao quan 

tai li~u gay ra. Co nhfrng nguyen OOan co y thuc, co m\1C dich ra rang, nhung 
cling co nhfrng nguyen OOan do thiSu y thuc, do khach quan t~o fa. 
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Tai lieu luu tru con la d6i tu<;mg bi danh c~p, pha hoai cua hIc lu<;mg thu 
dich. Ngoai ra cling do S\I cc1u tha, thi~u trach nhiem cua cac nhan vien luu tm, 
nguai su d\ll1g tai lieu gay nen. Viec bao quan tili lieu thi~u chuyen mon nghiep 
V\l cua can bo lam cong tac luu trfr, thi~u phuong tien bao quan (gia, til, cflp, hop 
va cac phuong tien khac), dflc biet la thi~ti nha kho chuyen dung. 

Cung vai nhfrng nguyen nhan tren phai k~ d~n viec chAp hanh khong dung 
va khong nghiem cac ch~ do, th~ Ie va quy dinh cua Nha nuac v~ cong tac luu 
tru noi chung va cong me bao quan noi rieng. Trong cac khau nghiep V\l nhu thu 
th~p, chinh ly, xac djnh gia tri tili lieu, th6ng ke, ki~m tra, t6 chuc su dl,mg tai • 
lieu khong co quy trinh va lam sai nguyen t~c cling d~n d~n tinh trang lam t6n 
thAt va hu hai tai lieu. 

1.3 Cae yeu eau kjJ thu{it bao quan 

Do di~u kien v~ kinh phi cua UBND cAp xa con thAp, ca sa v~t chAt con nhi~u 
thi~u th6n va thi~u d6ng bo, vi v~y cAn can cu vao tinh hinh th\Ic t~ cua dia 
phuang d~ th\Ic hien d\I an xay d\IDg mai hoflc cai tao sua chua nha kho cho phu 
hqp, bao quan tai lieu an toano 

- Kho 11m tru: . 
+ vJ dia tli€rn : Chon dia di~m xay d\Illg kho anai kho rao, co moi truang 

khong khi trong sach, ch6ng du<;yc cac y~u t6 anh huang cua anh sang, con trUng, 
bl,li. Kho phai co dia chAt cong trinh 6n dinh, co do chiu tai cao; thu~ l<;yi cho 
giao thong, bao ve, phong chay - chua chay va t6 chuc khai thac su dl,lllg tai lieu. 

D~ tranh moi S\I tac dong cua cac y~u t6 1\1 nhien cAn xay d\Illg kho anai 
xa trung tam cong nghiep, xa ba bi~n va cac ao h6, dAm lAy. Ngoai ra, con cAn 
chu y cac di~u kien khac. 

+ vJ tuang kho: Phai day, dam bao cach nhiet, ch6ng nong, ch6ng ngAm 
nuac mua. Tuang co l~p di~u hoa khong khi co th~ xay hai lap, khoang tr6ng a 
giua la v~t lieu cach c1m, cach nhiet. N~n mong nha kho phai cao va vfrng ch~c, 
mai phai day, kin, cach nhiet d~ nuac ngAm qua ranh vao n~n nh~. Chi~u cao 
m6i tAng kho la 2m8, tAng noc thong gio ch6ng nong cao 1m (mai 2 lap). 

+ vJ h¢ th6ng tli¢n, nuac: He th6ng dien trong kho va he th6ng dien bao 
ve ngoai kho phai rieng, co cAu dao rieng va cAu dao chung. Day d~n dien trong 
kho phai lam bfmg cap chi, di ngAm. Den chi~u sang trong kho dUng bong den 
day toc va co lap bao ve. M6i bong co mot cong ilic rieng, 6 c~m dien trong kho 
phai co n~p. V~ he th6ng thoat nuac phai dam bao tieu thoat nuac nhanh k~ ca 
tren tuang va maio 

- Thi~t hi, trong kho: , 
Trang thiet bi bao quan trong kho vila la phuong tien de bao quan tai lieu 

vila la phuong tien d~ quan ly h6 sa, tai lieu. Thong thuang trong mot kho luu 
trfr thuang co cac phuong tien bao quan sau: 
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+ Gia eM {iii li¢u : Gia dS tai lieu phai dam bao yeu c~u b~n vfrng, tiSt 
kiem dien dch bao quan va v~t lieu. Nen sir dl,mg gia kim IOl;li dugc thiSt kS co 
thS thao, l~p, di chuySn dS dang. Hien nay IOl;li ph6 biSn thea tieu chufin cila Cl,lC 
Van thu va LUll trfr Nha nuac la IOl;li gia cao 2,0 m, dai 1,0 m, rong 0,4m co 5 
khay chua dugc 5m gia tai lieu. 

+ Tit eM {iii li¢u: Til dS tai lieu co cac IOl;li nhu til h6 sa, til dl,IDg ban can, 
ban d6, til dl,IDg anh, til dl,IDg tai lieu thea kich cO' vv. Til h6 sa chi thich hgp vai 
nhfrng tai lieu bao qUID tl;li cac phong lam viec hien hanh. D6i vai tai lieu quan 
trong thi co thS dilng til s~t ho~c thiSt bi bao quan d~c biet khac. 

+ C(zp (h(jp) G1:fng (iii li¢u: C~p dl,IDg tai lieu d1,lac su dl,lng thea quy djnh 
cila tieu chufin nganh s6 TCN-03-1997 ban hanh kern theo QuySt djnh s6 74/QD
KHKT ngay 04/8/1997 cila Cl,lC Van thu va LUll trfr Nha nuac vai kich cO' nhu 
sau: Chi~u dai la 340 ± 2 mm, chi~u rong 260 ± 2 mm, chi~u day 100 ± 2 mm. 
V~t li~u lam c~p la bia cac tong IOl;li t6t day 1,5 - 2mm. 

Hop dl,IDg tai lieu dugc su dl,lllg ph6 biSn la IOl;li hop co n~p b~ng bia cac 
tong Clmg v6i kich thuac 300mm x 260mm. 

- Cae phuong phap eh5ng Am trong kho luu trfr: 
Khi dUng cac dl,lllg Cl,l do do fim, chung ta th~y do fim tuang d6i cao thi ta 

co thS ap dl,lng nhfrng bien phap phong ch6ng fim nhu sau: 
+ Thong giOo'	 . . 
NSu trong kho fim uat han khong khi ngoai trai thi ta phai cho khong khi 

kho vao thay khong khi bi u6t trong kho dS thong gio co thS dung phuang phap 
thong gio tl,l' nhien ho~c thong gio nhan tl;lO. Thong gio tl,l nhien la rna he th6ng 
cua dS dua khong khi kho vao. Thong gio nhan tl;lo la dUng he th6ng qUl;lt nhu 
qUl;lt tdn, qUl;lt thong gio dS lam cho khong khi hSt fim u6t. 

Khi ap dl,lng phuang phap thong gio luon duy tri luong gio lUll thong 
trong kho vai t6c do 5m/giay, lUll lugng gio luan chuySn khoang 1-8 lfuI thS tich 
kho trong mot gia. Tuy nhien, khi ap dl,lng phuang phap nay chu y dSn cac di~u 
kien: 

•	 Nhiet do ngoai kho khong qua 32°C va nhiet do khong khi th~p'han lO°C. 
•	 Do Am tuyet d6i va do fim tuang d6i ngoai trai phai th~p han trong kho. 
•	 Ngoai kho khong co suang dong, nhiet do khong khi ngoai kho phai nho 

han nhiet do diSm suang trong kho 
Thong gio la mot bien phap dan gian, re ti@n nhung cung co nhugc diSm la 

khi thong gio thi bl,li va con trUng, khi doc, anh sang co di@u kien tham nh~p vao 
kho. 

+ Dung chat hut 11m:	 : 
NSu tai lieu bi Am ho~c do Am trong kho cao thi co thS dung cac ch~t hut 

Am nhu Silicagen, Cloruacanxi (CaCh), voi s6ng (CaO). 
•	 Silicagen: Day la ch~t co thanh phfuI chu ySu la Oxit silic(Si02) co 

nhi~u IOl;li khac nhau v~ hinh dl;lllg va mau s~c. Silicagen cod~c diSm 
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hut ~m nit nhanh va hut duqc 20-30% th~ chi co lo~i hut duqc tir 30
50% tn,mg luqng ban than. Silicagen sau khi hut khong chay nuae 
khong gay phan ling hoa hoc vai vat li~u bao quan. Cach sir d\lllg 
Silicagen la cho 2 d~n 3 gram Silicagen VaG cae goi, tili vai d~ VaG hop 
tM li~u m6i tili mot hop. Sau 3 thang thi s~y Silicagen anhi~t do 130°C 
trong 6 gia n~u th~y Silieagen d6i mau thi phai s~y l~i va dung ti~p. 

•	 Clorua canxi (CaCl2): Day hi ch~t co dac di~m hut ~m r~t nhanh va hut 
duqc nhiSu nuac, tham chi co th~ hut duqc d~n 150% trong luqng ban 
than. Tuy nhien sau khi hut no nuac, Clorua canxi co th~ bi chay nuac. 
Vi vay khong d~ ch~t nay vao tnrc ti~p tai li~u rna cho VaG cac tlii vai 
r6i dS trong cac chau vi n~u chay nuac cling kh6ng lam hong tai li~u. 

•	 V6i s6ng (CaD): V6i s6ng la lo~i hoa ch~t hut Am m~nh hem Silicagen. 
Kha nang hut ~m trung binh la 30% trQng luqng ban than. Sau khi hut 
no nuac v6i s6ng bi~n thanh bot min va ti~p tl,lc hut them hoi nuae. 
Cho v6i s6ng VaG 1/3 bao tai hoac tili chua v6i s6ng. Sau 1 d~n 2 tufut 
IS th~y voi s6ng n6' thanh bot thi thay luqt maio Tuy nhien cling cfut 
chu y r~ng v6i s6ng chi hut ~m trong thai gian ng~n nen phai thay d6i 
thuang xuyen. Trong qua trinh hut Am v6i s6ng toa nhiSu nhi~t lam 
tang nhi~t do trong phong, bot voi cling co th~ t~o thanh bl,li tac dong 
khong t6t tai tai li~u luu trfr. 

+ Bao go; each ly up am: 
Co thS dung mot s6 vat li~u nhu gi~y D~u, gi~y Paraphin, tlii chit deo d~ 

bao goi tai li~u tranh kh6ng khi ~m xam nhap vaG tai li~u. Truac khi bao goi tai 
li~u phai ki~m tra n~u tai li~u dang bi ~m thi khong duqc bao goi vi titi li~u se bi 
h~p hoi nuac. T6t nh~t lit bao g6i titi li~u trong di6u ki~n kho hanh. Bao goi tai 
li~u phai kin d~ do ~m trong kho bao goi luon duqc duy tri trai n~ng hay mua 
kh6ng duqc qua 70%. Co th~ cho VaG bao goi tui Silicagen va ch~t ch6ng n~m 
m6c la t6t nh~t. 

B "" h' h' h~ ~ ~ -	 lrn p ap pong e ong nam moe: 
N~m m6c la Ioai thvc vat c~p th~p, sinh s6ng bfulg phuong phap kY sinh, ,. 

cong sinh hoac ho~i sinh. 
Thl,Ic t~ cho th~y n~m m6c nay m~m va phat tri~n t6t khi do §m cua khong 

khi du cao tir 70% d~n 100%; N~u 60% thi nhi6u loai khong nay m~m duqe; con 
6' 30 dBn 35% thi kh6ng Ioai m6c nao co th6 nay m~m d8 sinh ra dam m6c maio 

DS phong ch6ng n~m m6c cAn thuang xuyen lam v~ sinh kho tang va thi~t 
bi bao quan b~ng vi~c quet, lau bl,li, hut bl,li d~ kh6ng cho bao tir n~m m6c bam 
VaG tai li~u. NBu khong co may hut bl,li co th~ dUng vai xo man, ban chai mong 
mSm dung d~ lau nh~ nhang tir trai qua phai, tir tren xu6ng du6i d6i v6i cac gia 
ttl va cap hop dl,Illg tai li~u. Ngoai ra, vi~c su dl,lng may di6u hoa khong khi, may 
hut ~m cling lit bi~n phap quan tn;mg ch6ng n~m m6c. 

Khi tai lieu da: c6 n~m m6c thi c6ng vi~c d~u tien la kh6ng ch~ nhi~t do, 
do ~ d~ h~ ch~ nhanh sl,Iphat tri~n cua no. Sau do co th~ dung hoa ch~t d~ khir 
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nfun m6c. Co thS su dl,lng cac hoa ch§t: Pentaclorua, Phenol, Pentanitro Phenol, 
Phenclat Natri, Thymol vv. Khong phun tn,rc ti~p hoa ch§t di~t n§m m6c vitO tili 
li~u. Vi~c su dl,lng hoa ch§t phai thea S\I huOOg d~n cua can bo co chuyen mono 

- Bifn phtip phong chang con trung 
Cac lo~i con tIung thuemg g~p trong cac kho lUll trfr la cac lo~i m6i, mot, 

nh~y canh b~c (bo ba duoi). 
DS phong ch6ng con trUng pha ho~i tai li~u phai luon luon kiSm tra kip 

thai phat hi~n tai li~u bi con trung pha ho~i. TiT do co bi~n phap cach ly, v~ sinh 
va xu ly kip thai b~ng cac bi~n phap su dl,lng hoa ch§t dS khu trung va tieu di~t 
con trung; cfu1 lo~i trir cac nguy co cua cac lo~i con trung xam h~i nhu: h~ ch~ 
s6 lU01lg cua ra vao, lam cac lucri boc t~i cua s6, 16 thong hoi, ~o moi truang 
thong thoang s~ch se, duy tri nhi~t do va do elm 6n dinh, v~ sinh kho tai li~u s~ch 
se. 

Trong cac lo~i con trung pha ho~i tai li~u lUll trfr dang chu y nh§t la phong 
va tieu di~t m6i. Nu6c ta co khi h~u nhi~t d6i elm nen m6i phat hi~n du<;yc 
khoang 61 lo~i m6i. ChUng pha ho~i kho tang, nha cua, phuong ti~n bao quan, 
tai li~u r§t nhanh va gay nhfing thi~t h~i 100. 

niphong chang mai can th""c hifn nhiing hifn phtip sau: 
+ Ngan chijn va pha b6 duemg xam nh~p cua m6i, khi lam mong nha kho 

cfu1 phun thu6c di~t m6i. . 
+ Cac h~ th6ng thoat nu6c phai thong thoang, khong co nu6c dong xung 

quanh kho. 
+ Cac gia tu dS tai li~u phai cach m~t d§t 20 cm, cach tuang 50 cm va cach 

trfrn 80 cm dS m6i khong co diSu ki~n b~c cfru t6i. 
+ Thuemg xuyen v~ sinh kho tang, phucmg ti~n bao quan, tai li~u va duy 

tri ch~ do bao quan nhi~t do, do elm phu h<;yp. 
+ Khi phat hi~n m6icfu1 pha t6 m6i, lam b~y ho~c h6 nhu m6i, hqp d6ng 

v6i cac trung tam dich Vl,l di~t m6i dS di~t m6i. 
- Bifn phtip phong chang chupt 
Chuot la loai g~m nh§m kha nguy hiSm vi chung sinh san nhanh va co d~c 

tinh c~n pha tai li~u, lam t6 6 cac goc gia, tu, c~p hop tili li~u va phong u~ lam 
bc1n tai li~u. 

DS phong ch6ng chuot cfrn co bi~n phap che chk chu dao nhu dUng lu6i 
bit kin cua s6, 16 thong hoi, cac 16 thong vao kho; khoi thong dong chay, c6ng 
rfulh. Ngoai ra, co thS dUng ba chuot: Kern ph6t pho (ZnP) hay Kern sunphat 
(ZnS) dS tieu di~t ho~c d~t b~y chuot, dUng mea b~t chuot cling co k~t qua dang 
kS. 

- Bifn phtip phong chang chtiy 
Trong kho lUll trfr cac nguyen nhan gay chay co thS do nhiSu nguyen 

nhan: Khong ch§p hanh n<3i quy vS vi~c dUng lua, hut thu6c, ng~t di~n an toan 
tru6c khi ra vS ho~c do ch~p di~n hay ke gian pha ho~i gay nen chay. 
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Mu6n d~ phong chay cftn co nhfrng quy dinh nghiem ngijt v~ phong chay 
chua chay: 

+ Xay d\ffig noi quy ra vao kho, noi quy phong chay chua chay. 
+ Khi xay dl,ffig kho cftn thiSt kS cac duang dien va thiSt hi dien phai hao 

dam an toan duQ'c dijt ngftm hay hoc kin. 
+ Trang hi dfty du cac phucmg tien chua chay nhu: He th6ng Clm hoa h~ng 

nu6'c, cat, xeng, hinh Clm hoa, xe vcm chuySn tai lieu. Ngoai ra phai trang hi cac 
he th6ng thiSt hi hao chay, chua chay tl,l dong. 

Cdn luu y: chay trong khu Vl,lC co tai lieu chi dung lo~i hinh khi CO2 hoijc 
lo~i hinh hot Tetrac10rua cachon, khong dUng nu6'c vi co thS lam hong tai lieu. 
Nu6'c chi dung chua chay khu V\IC ngoai tai lieu. 

- Cac chi i1V biio vitai liiu: 
+ chi d{j ki~m tra djnh kj; va d{jt xudt v~ chdt IU(J'ng, sa IU(J'ng ella tai li?u 

luu tru. 
+ chi d{j V? sinh 
+ chi d{j phong chciy, chua chciy 
+ chi d{j ra vao kho va cae chi d{j dam bao an ninh 

2. TB chfrc khai thac sir dyng titi li~u Itru trfr UBND xii 

2.1. Ynghia tac dl,lng clla viic ta chuc sii' dl,lng tai liiu 
Trong cong tac lUll trfr, nSu nhu chuc nang thu nh~t la hao v~ an toan tai 

li~u luu tm la mot chuc nang ca han va t~o ti~n d~ cho chuc nang thu hai thi 
chuc nang thu hai la t6 chuc su dl,lng co hieu qua tai lieu lUll trfr l~i la m\lC dich 
cu6i cung cua cong tac lUll trfr. 

T6 chuc su dl,lng tai li~u lUll trfr la qua trinh t6 chuc khai thac thong tin tai 
li~u lUll trfr ph\lc V1,1 yeu cftu nghien Clm lich su va yeu cftu nghien Clru hien hanh 
cua cac ca quan, t6 chuc va cac ca nhan. 

Tai lieu lUll tru duQ'c t6 chuc su dl,lng nh~m ph\lc V1,1 cho cac m\lC dich 
chinh tri, kinh tS, van hoa - xii hoi, khoa hoc. Trong do, viec t6 chuc.su d1,1ng tai 
lieu lUll tm nhk hiSn cac thong tin qua khu (thong tin h6i t6) trong tai lieu lUll 
tru thanh nhfrng thong tin ill lieu h6 ich phl,lc V1,1 cac yeu cftu kinh tS, van hoa, 
khoa hoc ky thu~t, quan ly, nghien Clru lich suo Nhfrng thong tin do tra thanh 
ngu6n ll,lc thong tin cua m6i qu6c gia, m6i dia phucmg va m6i ca quan, dcm vi. 

T6 chuc su d\lng co hi~u qua tai li~u lUll tru se co tac dl,lng thiSt thl,lc trong 
vi~c tiSt kiem thai gian, cong suc, ti~n cua cho nhanu6'c va nhan dan. Noi cach 
khac, t6 chuc su dl,lng co hi~u qua tili li~u lUll trfr se hiSn gia tri ti~m !lang cua tai 
lieu lUll tru thanh cua cai v~t ch~t cho xii hoi, nang cao muc s6ng van hoa va tinh 
thftn cho nhan dan. 

T6 chuc su d\lng tili li~u la cftu n6i giua cac lUll trfr v6'i xii hoi, v6'i nhan 
dan, tang cuang vai tro xii hoi cua cac lUll trfr. Thong qua cac hinh thuc phong 
phil v~ su d\lng tai li~u lUll trfr, moi ca quan, t6 chuc va cong dan th~y du<;yc vi tri 
va t~m quan tr<;mg cua cac kho lUll trfr, qua do moi ca nhan, t6 chuc va ca quan y 
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thuc dugc tnich nhi~m va nghla Vl) cua minh trong vi~c gin gifr va bao quan an 
toan tili li~u lUll trfr. 

T6 chuc su d\mg tai li~u la mot dong h,rc m(,\nh me dS thuc dAy cac cong tac 
nghi~p V\l lUll trfr phat triSn. Nhu c§u su d\lllg tai li~u cang phong phu va da d(,\ng 
thi b~t buoc cac cang tac nghi~p V\l nhu thu th~p, chinh ly, phan lo(,\i, th6ng ke, l~p 
cong C\l tra Clru cho tai li~u lUll tm phai dAy m(,\nh hon va lam t6t hon. 

T6 chuc su d\lllg tai li~u lUll trfr mang l(,\i 19i ich thi~t thl,l'C cho xa hoi, cho 
cac kho lUll trfr. Vi th~ vi~c t6 chuc su d\lng tai li~u la mot trong cac tieu chufu 
quan trong nh~t dS danh gia hi~u qua cong tac cua cac lUll tm. 

2.2 T8 chirc sli' d~ng tai liiu t(li phong d(Jc 

Co nhi~u hinh thuc t6 chuc su d\lng tai li~u lUll trfr nhu t6 chuc su d\lng tai 
li~u t(,\i phong doc, thong bao gi&i thi~u tai li~u lUll trfr, c~p chUng thl,l'c lUll tm, 
triSn lam tai li~u lUll trfr; Su d\lng tai li~u lUll trfr d~ vi~t bai cho cac ca quan 
thong t~n, bao chi; Cong b6 tai li~u lUll trfr. 

Trong cac hinh thuc do, hinh thuc t6 chuc su d\lng tai li~u lUll tm t(,li 
phong doc hi mot trong nhfrng hinh thuc co nhi~u Ull di~m dugc cac ca quan ap 
d\lng ph6 bi~n. Phong doc la nai co di~u ki~n ph\lc Vl) dugc dong dao doc gia, 
gi&i thi~u cho doc gia nhi~u tai li~u lUll trfr lien quan d~n cac chu d~ nghien CUu 
cua ho; T6 chuc t6t phong doc con co th~ bao quan an toan tai li~u lUll trfr tranh 
dugc S1)' m~t mat, hu hong tai li~u gop ph§n bao v~ bi m~t qu6c gia. Ngo~i :ra, 
phong doc con la nai ti~p xuc v&i nhi~u doc gia va nhfrng y ki~n dong gop khac 
d~ cai ti~n cong mc ph\lc V\l doc gift. 

a. Dia diim phong d(Jc: 
B~ t6 chuc su d\mg tai li~u theo hinh thuc nay c§n t6 chuc b6 tri dia di~m 

phong doc a nai yen Hnh, thoang mat, co du anh sang thich hQ'P cho nguai 
nghien cUu lam vi~c. 

b. Quy ma phong d(Jc: 
Quy rna phong doc trong cac kho lUll tm ph\! thuoc vao quy rna Ian hay 

nhc> cua kho lUll tm va d~c di~m cua tai li~u lUll trfr. Nhfrng lUll trft co s6 lugng 
tai li~u nhi~u, noi dung quy gia va dong doc gia thi t6 chuc quy rna Ian v&i d§y 
du cac thi~t bi va phuong ti~n khai thac. Nhfrng kho lUll tm cua xa co quy rna 
nhc>, s6 IU9'l1g. tai li~u it thi phong doc t6 chuc dan gian han. 

c. Trang thi;t bi phong d(Jc : 
B~ t(,\o di~u ki~n cho doc gia tim ki~m chinh xac va d&y du tai li~u thea 

yeu c§u, rut ngfu thai gian nghien Clru, tang nang xu~t lao dong c§n b6 tri t(,\i 
phong doc cac thi~t bi sau: 

Ban gh~ thich hgp cho doc gia ng6i nghien cUu mot cach thoai mai; Bu 
anh sang dS doc tai li~u v&i anh sang t1)' nhien va anh sang di~n; Trang bi di~u 
hoa, qu(,\t, gia d\lllg tai li~u, tu the va cong C\l tra cUu khoa hoc khac d~ gi&i thi~u 
thanh ph&n va noi dung tai li~u cho doc gia. 
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Ngoai nhfrng thiSt bi tren, cac phong doc phai co tai li~u tra Clm b6 tr<;y g6m: 
Cac tilc ph~m kinh diSn cua nhfrng nguai sang lap ra chu nghIa Mac Le nin; Cac 
van ki~n quan trong cua Dang va Nha nu&c; Cong bao nu&c CHXHCH Vi~t Nam; 
Cac IOi;li ti:r diSn; Bao va ti;lP chi quan trong lien quan dSn nganh. 

d. rraeh nhijm eua ngU'iri din dpe: 
D6i v&i nhfrng dQc gia mu6n khai thac su dl,mg tai li~u lUll tm ti;li phong 

doc nSu la can bQ ca quan, t6 chuc khac phai co gi~y gi&i thi~u cua ca quan 
dang tllIC tiSp qucin ly nguai do. NQi dung gi~y gi&i thi~u phai ghi ro ten dS tai 
nghien Clm ho~c m\lC dichnghienclm tai li~u. NSu d6i tuQ'llg dSn khai thac su 
dl,mg tai li~u la nhful dan thi phai co dan xin su dl,1llg tai li~u va co chUng nhan 
cua chinh quySn dia phuang nguai do. NSu la can bo trong ca quan dSn khai 
thac su dl,mg tai li~u thi phai co y kiSn cua thu truang dan vi cua nguai do. Cac 
giAy gi&i thi~u va dan xin su dl,lng tai li~u du<;yc chuySn cho nguai dUng dfiu cac 
lUll tm va chuySn cho can bo phong doc giai quySt. 

Trong qua trinh su dl,lng tai li~u lUll tm, cac doc gia phai chAp hanh 
nghiem chinh noi quy phong doc. NSu vi phi;lffi se tuy muc do vi phi;lm dS xu ly 
hanh chinh thich Ung nhu: b6i thuang nhfrng tai li~u rna nguai do lam hu hong, 
mAt mat, tu&c quySn su d\lng tai li~u cua doc gia trong mot thai gian ho~c vInh 
viSn. NSu doc gia lAy c~p tai li~u ho~c tiSt 10 bi mat qu6c gia, vi phi;lm cac diSu 
trong Phap l~nh LUll tm Qu6c gia thi tuy thea muc do n~ng nh~ rna bi ky luat 
ho~c bi truy t6 tru&c phap luat. 

iI. rraeh nhijm eua can bp lU'U trit' UBND xii 
D6i v&i lUll tm UBND xii khong co can bo lUll trfr chuyen trach rna chi co 

can bo luu tm kiem nhiem. Can bo nay co nhi~m Vl,l t6 chuc qucin ly tocin bo 
cong tac 6 phong dQc, n~m vfrng thcinh phfin va noi dung tai li~u trong kho lUll 
trfr, giai dap nhfrng yeu cfiu cua doc gia, su dl,lng thanh thi;lo cac thiSt bi cua 
phong doc v.v... 

Trang do co nhi~m Vl,l Cl,l thS sau: 
- TiSp nhan doc gia dSn su dl,1llg tai li~u ti;li phong dQc, d6i v&i I].guai ngoai 

ca quan dSn xin doc tai ~~~ can bo phl,l trach lUll trfr cfrp the doc cho doc gia. 
(The a9c la gidy ra, vftf6'w~r,~va la phuang ti?n ai qulm ly a(jc gia. The a9c 
ch~ co gia~ tr! ,t:o~,g'im:fL . ':,' ?~!;nhl sau khi a(jc gia hoan thanh cong vi?c thi 
the a9c het gza trl). it;. .. ... _, . , \:,~~, 

, M6i doc ~iir-s)f~.~~~i:~;~U-t~i;liphong doc dSu du<;yc lap h6 sa doc gia bao 
gam toan bo giay tCt li6i%i3~~h}loc gia trong thai gian lam vi~c ti;li phong doc 
nhu: GiAy gi&i thi~'h, dmr-xi1fs{r~\mg tiLi li~u, sa ySu ly lich, giAy ta khac. H6 sa 

" , -"r:. 
dQc gia du<;yc sap xep theo'vffn"-Chfr cai ten doc gia. ~ 

- Giai dap cac cau hoi cua doc gia vS noi dung, thanh phfin tai li~u co lien 
quan dSn chu de nghien Clm, huang dful su dl,1llg cang Cl,l tra Clm. DS lam t6t 
nhi~m Vl,l nay, can bQ lUll trfr phai n~m vfrng nQi dung, thanh phfin tai li~u. 
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- Quan ly chij.t che tai li~ lUll trfr va cac trang thich bi cua phong doc. Noi 
dung cua nhi~m V\l nay la giao tai li~u cho doc gia va nh~ tai li~u sau khi sir 
d\lllg xong. Vi~c giao nh~n tai li~u phai dam bao cac thu wc. 

e. Sa sach dung trong cong tac ta chirc sir dlJ.ng tai /ifU: 
Bfit ky tai li~u nao doc gia sir d\lng phai VilO s6 dang kY kern thea chfr kY 

cua doc gia. Nhfrng tai li~u doc gia sir d\mg t;;1i phong doc phai dang ky vao 
"Phi~u yeu c~u sir d\lllg tai li~u lUll trfr" (Ph\ll\lc). V~ nguyen t~c, tai li~u lUll trfr 
khong duC)'c muon ra khoi co quan lUll tm, trir truOng h<;1p cong V\l dij.c bi~t. B6i 
voi nhfrng tai li~u doc gia duqc phep mang ra ngoai kho lUll trfr d~ nghien Clm 
thi nguai doc phai dang kYvao "Bien ban cho muon tai li~u mang ra ngoai kho" 
(Ph\ll\lc). Hai loai gifiy nay la cong C\l quan trong d~ quan ly, thea doi, ki~m tra 
tai lieu lUll tm, th6ng ke cac k~t qua sir d\lllg tai li~u lUll trfr va lam can cu d~ 
quy trach nhi~m bao v~ an toan tai li~u cho dQc gia. Cac gi~y nay duqc mfru hoa 
va in s~n cac thanh phcln c6 dinh. 

2.3 cap chimg th(l"c tai /ifu luu trir 

ChUng th\l'c lUll trfr la gi~y chUng nh~ ban sao tai li~u lUll trfr hoij.c cac 
thong tin til' tai li~u lUll trfr dung voi ban g6c, ban chinh tai li~u lUll trfr duqc bao 
quan t;;1i kho lUll trfr. 

Trong qua trinh sir d\lng tai li~u, n~u doc gia co nguy~n vong sao hbij.c 
trich sao tai li~u lUll trfr thi phai co dan yeu cau, cac dan nay phai do nguai co 
th~m quyBn cho phep moi duqc c~p ban sao, trich sao tai li~u lUll trfr. Vi~c sao 
va trich sao tai li~u lUll trfr d6i voi can bo, ca nhan ngoai co quan do phong doc 
t6 chuc theo hinh thuc dich V\l. Can bQ ph\! trach phong doc ki~m tra S\l' chinh 
xac cua tai li~u da sao hoij.c trich sao va vao S6 quan ly sir d\lng tai li~u tai phong 
doc. Tc1t ca cac ban sao va trich sao phai co dc1u chung th\l'C cua co quan. 

" ...t ~. ", 
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Ph(l l(lc 1: 
. KHOLUUTRU: . 

PHIEU YEU cAu sir DVNG TAl LI~U 

''''AA...··1·	 H0 va ten ~ gm:: .. 
· '" ,2•	 N(Jl congme: " .. 

3.	 f)ja chi: sti ~~ .
 
co.f N ' ~~,.. '" w .J. • , • 41.~'"
4•	 .:JU, . ~ IU'U~ congvan, gJa}' gJ.(Jl Ullcyu: .
 
ru t'· "nh1~ ,
5•	 Lo'C tal .l.l5l1Aoll.l.C\D.l: . 

6.	 rvfJ,Jc dicb.ngbie.ncuu: . 
". 'A"	 .. :'...,$... .

7.	 11lOi gJ3Il ngbie.n Clnl: .- .. 

[	 s6 IT I KY aq:U TRA TIM ITItu BE HO sa I Gill cmJ 

• fl.A.-.n .... ... '" .... n~ ... ....., ........0 ...... ..nt:1lll ... '" ... 

THirTRUONG n£ NGHJ cUA cANB<) VP-TK 
(Duyit) 

Ph(l l(lc 2: 

co QUAN CQNG HoA XA HQI CHU NGHiA VI~T NAM
 
DQc Lip - Tv Do - H,nb Pbiic
 

BIEN BAN SO•..... 
v~ vifc cho mUf}"D tid lifu mang ra ngoai kbo hru trfr 

r':::'- '" .... J. '~~<T .... 
\.AUIC\l congvanso Dgay' Ll~ .Il81ll	 . 

cUa '" : .
 
r'~:"_ 4.£~ luu - AA...,.. , cho '" n..;.') =. ~
 
U.li:U.lllllA; trii UUUtS Y ong \.ua: .
 
rnllQ1l nhiing uii lieu bm trfr sau day mang ra ngom kho 11m trfr (Co ban thBng k8
 
kern theo). . .:
 
Tot J.,. t;a.. 1)..	 t.~ (dvbq)
longso tal .lIli'U Dll1QIl uL .llU SJ:J •
 
'T'L.~' ho "4LJ..- w .4L ' fJ.~,.. w

111Ul gJ3IlC mm;mtinl9lY U.li:U.lg. nam. u~l1 ngay U.lW.JQ••• nam . 
Ong (ba) co tnich nhiem bao quan an toan .ai
 
li~u (Khong Jim lfut, khang lam nich mit, khong gach dAu, g~ch xoci tren mi lieu,
 
khang lam dio Ion thli t\l cae trang tai lieu) va tra ~i dUng kY h~.
 

BEN GIAO TAl LI~U	 BEN N~N TAl LI~U 
(leY ten) 

(kY ten) 
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Phu luc 3:. . 
C(JQUAN 

~ 'ful....rrHam nay, nga)' Ll.JallO 

CONG HoA XA HOI CHU NGRiA VItT NAM 
DQc lip - Tv do - H\lnh phuc 

BIEN BAN SO.... 
v~ vi~c lam mit tai li~ll lUll trfr 

~ .nmn. . 
HQ ten ngu(ridanh~ tiri h~u: · .. 
s6 chUngminh1hLr: .. 
Dtachi: .. 
Caquan: .. 
Da Imn ~ tiri lieu sau: . 

STT Ky hi~u tra tim Tieu de ho so, tili li~u Nguyen li~u 

CAN BQ PRV TRAcR PRONG DQC NGUOILAMMAT TAILIeU 
(leY ten) (kY ten) 

THl!CHANH 
- ViSt noi quy phong dQc tai li~u cua co quan hQc vien cong tac 

- Th\lc hi~n quy trinh huang dfut cAp chUng th\Ic cho doc gia. 
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