
UYBANNHANDAN
TiNH soc TRANG

sA: 30 12013/QD-UBND '.

CQNG HOA xA HQICmJ NGHiA ~TNAM
:Bqc I,p - TV do-H,nh pltuc /

Soc Trang, ngay 22 thdng 8 ndm 201J

. QUYETDINH
B3lLhatih.,(_)ut dinh v~ cong tac van thu, I~trfr tren dja him tinh Soc Trang

'Po' " A ,,'..,. " w

.UY BAN NHAN DANTINH SOC TRANG

C.W;l.Qu;L~tTa clnrc lillND va UBND ngay 26 thang 11 n&112003;
Can cu L\l~t Ban h~ van ban quy pham ph~p .lu~t c(1aHIDND va UBND .ngay

03 thang 12 nam 2004; :. . '. .... . . . . . . .

. .' cart eu Lu~tLui! trU ngay 11 thang n nam 2()11;
•... C~· calNglliAinh s~ :UO/20Q4!ND-cPllgay08 thruig 4 nam 2004 cua chil1h

phil:v~c6ng tac van. thiIyaNF djnh sA 09/2o.tO/NE) ..CP ngay 08 thang,O~nam 2010
cua Chfnh phu va sua d6i, bO,Strilg mQtsA di~u cna Nghi dtnhsA 110/2004IND-CP. ". '. '. ." a ... . '. . . . ". . . '.cua Chinh phil ve. cong me Van th~; . '.' ..

,'. ··c~ Ctr.Ng9J tiifih ~8,o.lI20.131ND~CPIi·it 0.3 than 01"nam2013 cua Chinh. - .' .' " '.. -i .. ' .. ; ,. '.' 'J.')" : <;g y, '.'g '. . '. .'.
phu quy diM chi ti~t.thj11mmQt so dieu eua Lu~tLlN:#U; .'. '. .
.......' '. GArl:·c.tlTh~i1gtl.rs&c}7j@Ol~rtt~BNV~ng~~:~2th~~11ham 20~:2.ctia~QNQi
,,\1 hUang 4In. :qo4rt lY van bap., l~p h~ SCYv4 nQP htu ho SCY, tai li~u vao LUll trU
; -'" . . '. -'. ',' '.~' . ':-: _': :' .", : . .. . . .'. . . . .. -', . , . . .

---. .

90' quan;.· . . . '. ' ..
." •......·Th~({4~.;ngglHc4a9j~A6c Sq NQi Y\1{T(ttrinh.s6:73mr~SNV rigay 04 thang
,5~~·~Ql~I:y'~·.¥'t.9#:·tiIAni,dinf.~~a(nafo.·q~~.~qTti.~llap·{B~o·c§. s6 ·55/BC-S!p.
ngay:lSJhaJ.1g4.n~ 7{)13vaI:!8:o oaQ$o.68I13C~STP:~gay0.2 thang 5 narn 2013)tinhs,6c.:1.'~~~~::::~.:._'. . ' .' ., . . · ,.. .... .'. .. '. .

.' "" . . Q"()1ji.f)JNH:
. " "ll.i~ij/l:!B~;haIllfl(emtheot~UY8tdjn1{nayQUy 'dinh vS cong tae van thu, lUll

trU tfe~:~~t~:~~?~i~P9'T~~~ . '. ". ~ '. ..

lIie~~W~~~~~~'i~~hu~~~~Jt~~;;=
ve vi~c;p~:hMhQi.lYcljtiliye coJig tae luutrutren dja ban tinh S6c Trimg. . '
.. '. "': j)tAU.3~:Ch~ "ful'phong uBND tiM, Giam d6c Sa NQi V\l, Thil truOng cac
s6, bati;:hgArw tinh, chii iich TrRNn cae huY~n, t11i X§:1 thanh ph8 va -:ac·ca qUaIl, ·:icwn
vj,it6 chu¢., ea nli8I1c6lien quan ehiu tnich rihi~mthi hanh Quy8t dinh Day.. . . -. ',' .". .'. .. - ..

..Ntlinh;n:· ..
.;Nh~'£)i8u3:'" ".:~:.I' :.'.. .
- C\I~KieIil tnlVB (BTP);
.. l3QNQi V\t;' .
..IT. tu, 'IT~lIDNDtinh;
.I"'T ,..(~PL.LCT Tm~"..." ti...l.·- -., "!"_-: &. &.i.~........ .....,....,j, ,....., • a,u.""

,.,~".J:\~A_:"t.! "':~L Y'!. _ ....._••_~ 'T"''1r ..._:~- ...!- l...-\T" tl·'-'.·
-~"'" ~- ... ,:"w...."'" ~:W'& .~ ......'" ~""'",",i .a •. ' "" ......~ "'lU. Uu.&1 .&11.&,

- Cae don vi s~ nghi~p thuQcUBND tinh;
- Cong bao; .

. - Luu: TH, KT, VX, XD, NC, HC.

TrAit Thanh Nghi~p



,, .

CONG HOA xX HOI CHU NGHiA VIET NAM. '. .
DQc l~p - T'1 do - Hl.lDh phuc

QUYBJNH
Cong tac Va-Dtlnr, hru trfr tren dla ban tinh Soc Trang

(Kem thea Quyit dinh s6 30 12013/QD-UBND ngay 22 thdng 8 ndm 2013
cua Uy ban nhan dan tinh Soc Trang)

ChU011gI
QUY BJNH CHUNG

Bi~u 1. Pham vi va d&itUQ'Ilg ap d1}ng

1. Quy dinh cong tic van thu, luu tni dugc ap dung d6i voi cac' co quan nha
mroc, t8 clnrc chinh tri, t8 chirc chlnh tri - xii hQi, t8 chirc chinh tri xii hQi- nghe., -" ,."
nghiep, to chirc xii hQi, to clnrc xa hQi - nghe nghiep, to chirc kinh te, don vi sv
nghiep va dan vi vii trang nhan dan (sau day goi chung la co quan, t8 clnrc) va ca
nhan trendia ban tinh Soc Trang.

2. Cong tac van thu, cong tac luu trfr theo quy dinh nay bao gam cac nQi
dung nhu sau:

.a) tong tac van thu bao gam: Soan thao, ban hanh van ban; quan ly van ban
va tai l_ielllililhthanh trang qua trinh ho~t dQngcua co quan, t8 chuc; qmin 19; sir
dvng·cQl1dftll.;l~pha sa va giao n9ph6sO' vao LUll trfr co quan.

, :: - -,' -:. - '.~-;" '~' _' - .- - - - "- - :: .

b) Congtac luu tni bao g&n: QuAIlly tai lieu lUll trfr va cae ho~t dQngluu
triInhuthll tli~p, chinh 19,.xac diM gia tri, bao quan, th6ng ke, SU d\ll1gtai li~u luu
tni hlnhthan1J.trong qua trinh ho~t dQngcua co qu~, t8 chuc.

I)f~u2.Nguyen tic quao If cong tac van thtt, Ilfu trfr
Congimc van thu; luu tni va tai li~u luu tni dugc quan 19, thvc hi~n th6ng

nhftt thea quy dinh eua phap lu~t.
Bi~u 3. Trach nhi~m quan If, tJt\!'chi~n cong tac van thlT,luu trfr
1. Nguai dUng dAuco quan, t8 chuc trong ph~ vi nhi~m VI), quySn h~

dugc giao c6 trach nhi~m chi d~o cong tac van thu, luu tni va-vi~c lIng d-I)ngkhoa
hQc,c8ng ngh~ d8 hi~n d~i hoa cong tac van thu, luu trii'.

2. Tftt ca can bQ, cong chuc, vien chuc trong qua trinh thea doi, giai quy~t
cong vi~c c6' lien quan dSn cong van, gidy to phai thvc hi~n nghiem quy dinh vB
cong tac van thu, luu tni.

3. Nguai lam cong tac van thu, luu tni trong cac co quan, t8 chuc c6 tnich
nhi~m thvc hi~n chuyen mon nghi~p VI) th6ng nhdt thea quy dinh cua Nh.a nuac.

Bi~u 4. T3 chuc, nhi~m Vl}. ciia van thu va luu trfr cooquan
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1. Cac co quan, t6 chirc phai thanh I~p t6 van thir hoac ~!~t1;"iAglfqf':i]1~'cong
tac van thir. ~. ':'J, i. " . .

v JJ;'.
,~:~ - .... -.~. .,

Van thir co quan thirc hien cac nhiem vu cong tac van thu cua co quan, to
chirc thea quy dinh cua phap luat nhir: TiSp nhan, dang ky van ban d8n_.;trinh,
chuyen giao van ban dSn cho cac dan vi, ca nhan; giup lanh dao theQ,~d5i;·don d6c
viec giai quyet van ban d@n;kiern tra lai th~ thirc, ky thuat trinh bay; dang ky van
ban di; dong dftu va lam thu tuc phat hanh, chuyen phat van ban di; s~p xep, bao
quan va phuc vu sir dung ban hru; quan ly va sir dung con d§.u.

2. Cac co quan, t6 chirc phai co b9 phan hru tru hoac b6 tri ngiroi lam cong
tac luu trfr dS quan ly h6 so, tai li~u.

Luu tm co ~uan co nhi~m V\l:,Hu6ng d~n can bQ, cong chilc, vien chilc
trong co quan I~p ho so va chuan bi ho so, tiH Ii~u giao nQP vao LUll trfr co quan;
thu th?P h6 so, tai li~u d@nh~n nQP luu; phan Io~i chinh Iy, xac dinh gia trj, th6ng
ke h6 so, tai li~u; bao v~, bao quan an toan h6 so, tai Ii~u; ph\lc Vl,lkhai thac, sir
d\lng h6 so, tM li~u luu trfr; Iva ch9n h6 so, tai li~u thuQc di~n nQP luu d~ giao nQp
vao Luu trfr Iich sir tinh thea quy dinh va lam thu t\lCtieu huy tai Ii~u h@tgia trio

DiSu 5. NglfOi lam cong tac van thtr, cong tac Itru trfr

1. Nguai lam cong tac van thu, luu trfr trong co quan, t6 chilc phai co du
tieu chudn thea quy dinh nganh van thu, luu trfr; duQ'c dao t~o, b6i du5ng vS
chuyen mon, nghi~p V\l; duQ'c huemg chS dQva ph\! c§.pnganh nghS d~c thu, chinh
sach uu dffi khac thea quy dinh cua phap lu~t.

2. NguCri duQ'c giao kiem nhi~m lam luu tm phai duqc b6i du5ng vS chuyen
mon, nghi~p Vl,lIuu trfr va ki@nthilc ck thi@tphu hqp vai cong vi~c. .

DiSu 6. Bao v~ bi m~t nha ntrtYctrong cong tac van thtr, ItrU trfr

Ho~t dQng van thu, luu trfr cua co quan, t6 chuc phai thvc hi~n bao m~t theo
quy dinh cua Phap l~nh Bao v~ bi m~t Nha nuac nam 2000, Nghi dinh s6
33/20021ND-CP ngay 28/3/2002 cua Chinh phu quy djnh chi ti@tthi hanh Phap
l~nh Bao v~ hi m~t Nha nuac va Chi thi s6 05/CT-TTg ngay 21102/2012 cua Thu
tu6ng Chinh phu vS nang cao ch§.t luqng, hi~u qua cong tac bao v~ hi m~t nha
nuac trong tinh hinh maio

ChtrO'ng II

CONGTACVANTHU

M\lc 1
S04N THAo, BAN HANH VAN BAN

DiSu 7. Binb thuc van ban

Cac hinh thuc van ban hinh thanh trong ho~t dQng cac co quan, t6 chuc thea
quy dinh t~i BiSu 4 cua Nghi dinh s6 110/20041ND-CP cua Chinh phu va Nghi
dinh s6 09/201 OINB-CP cua Chinh phu.



, Diiu 8. ThA th tfC van ban

1. The thirc van ban quy pham phap lu~t thirc hien thee Thong tu lien tich s6
55/2005/TTLT-BNV-VPCP ngay 06/5/2005 cua BQNQi vu va Van phong Chinh
phil huang dfut vS the thirc va Icy thu~t trinh bay van ban.

2. The thirc van ban hanh chinh thuc hien thee Thong nr s6 01l20(lITT
BNV ngay 19/01/2011 cua BQNQivu hirong ddn the thirc va Icy thuat trinh bay van
ban hanh chinh.

3.The thirc van ban cua cac co quan, t3 chirc dang thirc hien thee van ban
hu6ng ddn cua Cue LUll tm Van phong Trung irong Bang.

DiSu 9. Soan thao, ban hanh van b'an

Quytrinhxay dung vaban hanh van bannhu: Soan thao van ban; duyet ban
thao, sua chfra, b8 sung ban thao da:duyet; kiem tra van ban tnroc khi leY ban hanh
va quy dinh ky van ban thirc hien thee cac BiSu 6,.7, 8, 9 va 10 cua Nghi dinh s6
110/2004INB-CP cua Chinh phu va Khoan 4, 5, 6 thuQcBiSu 01 cua Nghi djnh s6
09/2010/ND-CP eua Chinhphu.

DiSu 10. Ban sao van ban
1.Cac hinh thuc Saovan ban gam: ban sao y ban chinh, ban trich sao va ban

sao l\lc.
2. ThSthue eua ban sao thgc hi~n theo Thong ill sA01l2011fIT-BNV cua

BQNQiV\1.
3. Cac ball sao thge hl~n dUngquy djnh co gii tri- phap ly nhu ban chinh~ .

Muc2.
QUANLY vAN BAN

DiSu 11. Nguyen tic quan Iyvan ban
1.Tdtca van ball gi; van-band@neua co quan, t6 chuc phai duQ'cquan ly t~p

trung, 1h6ng nhdt t~i bQ ph~ Van thu co quan, t3 chuc de lam thu t\lc ti@P nh~,
dang ley; trir nhiing lo~i van ban duQ'cdang Icy rieng thee quy djnh phap lu~t.
Nhiing.van ban dSn khong dugc dang ky t~i Van thu, cae dan vj, ca nhan khong co
tnich nh.i~mgiai quySt.

2. Van ban di, van ban dSn thuQc ngay nao phai dugc dang leY, phat hanh
ho~c ehuySngiao trong ngay, ch~ nhdt latrong ngay lam vi~c tiSp theo.

a) Van' ban den co muc dQkhAnph~liduQ'cdang kY, trinh, ehuySn giao ngay
khi nh?rr; van ban di khAnphai duQ'choan thanh thu t\le phat hanh va chuySn phat
ngay sau khi van ban dUQ'ckYo

b) Van ban, tai li~u co muc dQm~t phai thgc hi~n thee quy dinh bao m~t.
DiSu 12. Trinh tv quan Iyvan ban d~n
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1. Van ban dSn la t~t ca cac loai van ban, bao g6m van ban quy pham phap
luat, van ban hanh chinh, van ban chuyen nganh (kS ca ban Fax, van ban chuyen
qua mang, van ban mat) va dan thu giri dSn co quan, t6 chirc.

2. T~t ca van ban dSn phai duoc quan ly thea trinh tv nhu sau: tiep nhan,
dang ky van ban dSn; trinh, chuyen giao van ban dSn; giai qUYStva thea doi, don
d6c viec giai quyet van ban dSn.

f) ..l. 13 T·A h" ~ b? dAleu . rep n ~n van an en

1. Khi tiSp nhan van ban dSn, van thu co quan kiem tra vS s6 IUQ'ng,tinh
trang bi thu, noi nhan, d~u niem phong, ...

a) Van ban mat phai kiem tra d6i chieu voi noi giri tnroc khi ky nhan,
b) Van ban dSn diroc chuyen phat qua may Fax hoac qua mang, Van thu

phai kiem tra s6 hrong van ban, s6 hrong trang cua m6i van ban. .

c) Khi phat hien sai sot, phai kip thoi thong bao noi giri hoac bao cao nguai
co trach nhi~m xem xet, giai quySt.

2. Can bQ van thu duQ'c.boc bi cac lo?i van ban dSn, rieng cac bi gui cho
dang, doan thS co quan va bi van ban gui dich danh nguai· nh~ chi van s6 thea cac
ySu t6 thong tin ben ngoai va chuYSn cho nguai nh~.

a) Nhfrng bi van ban gui dich danh ca nhan, nSu Ia van ban lien quan dSn
cong vi~c chung eua co quan, t6 chilc thi ca nhan nh?il van ban co trach nhi~m
chuYSnl?i Van thu dS dang kyo

b) Vi~c boe bi van ban m?t thvc hi~n thea quy dinh bao m?t va quy dinh C\l
thS cua co quan, t6 chilc. .

3. Cac v~ ban dSn dang ky t?i Van thu phai dUQ'edong d~u dSn thea m~u,
ghi s6 va ngay dSn thea quy djnh. M~u d~u "DSn" va cach ghi cac thong tin thvc
hi~n thea huang d~n t?i Ph\ll\lc I cua Thong tu s6 07/2012/TT-BNV cua BQ NQi
V\l.

f)i~u 14. Dang kyvan ban d~n

Van ban dSn duQ'c dang kY b~ng S6 dang kY van ban dSn ho~c Co sa dfr li~u
quan ly van ban dSn tren may vi tinh.

1. Dang kY van ban dSn b~ng s6

a) Can eil s6 luqng van ban dSn hang nam, cac co quan, t6 chilc quy dinh
vi~c l~p S6 dang Icy van ban dSn cho phu hqp; van ban m~t dSn dang ky s6 rieng.

b) D6i v&i co quan, t6 chilc hang nam tiSp nh~ nhiSu dan thu khiSu n?i, t6
cao thi l~p;S6 dang Icy dan thu rieng.

c) Dang kY van ban dSn phai dfty du, chinh xac cac thong tin cua van ban.

, d) M~u S6 dang kY van bim dSn va cach dang kY van ban dSn, van ban m~t
den, dang kY dan thu thvc hi~n thea huang d~n t?i Ph\l l\lc II va Ph\l I\lCIII cua
Thong tu s8 07/20 12/TT-BNV cua B9 N9i V\l.

2. Dang Icy van ban dSn b~ng Co sa dfr li~u quan ly van ban tren may tinh
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· . a) Yeu cAu chung d6i voi vi~c xay dung co sa dfr li~u quan If van ban d8n
thuc hi~n thee Cong van s6 139NTL INN-TITH ngay 04/3/2009 cua Cue Van thir
va LUll trfr Nha mroc v~ huang dful quan ly van ban di, van ban d8n va I~p h6 so
trong moi tnrong mang.

b) Van ban d8n diroc dang ky van Co sa dfr li~u quan ly van ban d8n phai
ducc inra gifty dS Icy nhdn ban chinh va dong s6 dS quan IY.

c) Khong su dung may vi tinh nbi mang nQi bQ va mang dien rQng dS dang
Icy van ban m~t dSn.

f)i~u 15. Trinh, chuy~n giao van ban d~n
1. Van ban dSn sau khi dang Icy phai duoc kip thoi trinh cho nguoi co th~m

quyen dS co j kiSn pharr ph6i"chi dao giai quyet. Y ~Sn cll! dao &iai quyet v~ thai
han giaiquyet van ban den'(neu co) duge ghi vao.phieu. Mall Phieu giiii quyet van
ban dSn do cac co quan, t6 chuc quy dinh C\l thS, tham khao mau phiSu t~i Phl) l\lc
IV cua Thong tu s8 07/20 12/TT-13NV cua BQNQi V\l.

2. Can eu van y kiSn eua ngum co thfun quySn, van. ban dSn dugc chuySn
giao cho cac .(jan vj, ca nhan giai quyst. Vi~c chuYSn giao van ban phai bao dam
nhanh chong, dung d6i tUQ'Ilg,gift gin bi m~t nQi dung van ban va phai Icy nh~ van
s6 ch\lYS~giao .van ban. M~u S6. chuySngiao van han d8n va cach ghi thvc hi~n
thee hu6ng.d§n~i Ph\l h:lcV cua Thong tu s6 07/20121TT-BNV.cuaBQ NQi V\l.

f)i~~)(j ..GiiHquy~ va theo -doi"don dA~vi~c giai quy~t van ban d~n
L~Ilh~ van ban dSn, cac dan vi, ca nhan co trach nhi~m giiii quySt kip

thm theQ:th(yi-~~ q_uydinh cua phap'lu~t .ho~c•.quy dinh cua co quan; van ban'co-
muc oQ:k:ll~rfl~igiiti quyStnJ:lanh chong, kip thm. .

2~"\Ta..n~thl.lcOnhi~m V\l tAng hqp s6 li~u bao cao ngum co tnich nhi~m thvc
hi~n vi~c tlieoiQ5i, .don dBc vi~c giai quySt van ban .oSn.Mau S6 thee d5i giai quy8t
van ban-d,~~ ~a.tachghi s6 thl1c hi~n theo huang dan t~i Ph\! I\lc VlcuaThong tu
s8 07/2012/TT.;.BNV cua BQNQi V\l.

3. Van ban m~tchi ph6 bi~n trong ph~ vi nhUng ngum co trach nhi~m.
"""};''_''" "'", - .. ,.....-.'.- ..,... ,... '--_-_'_, ..... ,"',._,...._.... _ .. ,'.'... '.. .

Dien 17~Trinh tv quan Iyvan ban oi
1. Van ban .oi.la tftt ca cac lo~i van ban, bao gAm van ban quy ph~ phap

lu~t, van ban hanh chinh, van ban chuyen nganh (kS ca ban sao van ban, van ban
hru chuy~h nQi bQ va van ban ~~t) do co quan, t6 chuc phat hanh.

2. Tat ca van ban di phai dugc dang Icy va qUID ly thee trlnh tv sau: kiSm tra
l~i thS thuc,' Icy thu~t trinh bay van ban va ghi s8, Icy hi~u, ngay thang nam cua van
ban; dang ky van ban; nhan ban, dong dau co quan ya dau muc dQkhAn, m~t (nSu
co); lam thli t\Ic, 'chuy~n phat va thee d5i vi~c chuy~n phat van ban di; lUll van bim
di.

f)i~u 18. Ki~m tra th~ thuc va Icy thu~t trinh bay, ghi sA va ngay thing
nam cua van ban
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1. Truce khi phat hanh van ban, Van thu kiem tra lai thS thirc va ky 'thu~t
trinh bay; neu phat hien sai sot phai kip thai bao cao nguoi co trach nhiem xem xet,
giai quyet.

2. Co quan, t6 chirc co nhieu van ban di co thS ghi, s6 cac 1o~Ivan ban nhir:
Chi thi (ca biet), quyet dinh (ca biet), quy dinh, quy che, huang dan vao mot h~
thong s6 va dang ky mot s6. Ghi s6 cac loai van ban hanh chinh khac vao mot h~
thong 86 va dang ky mot 86 rieng.

3. Ghi s6 va ngay, thang, nam cua van ban

a) Ghi s6 van ban

- T~t ca van ban di cua co quan diroc ghi s6 thea h~ thong s6 chung cua co
quan do Van thu thong nh~t quan 1Y.

- Vi~c ghi s6 van ban quy pham phap 1u~tduoc dang kY vao mQt s6 va mQt
h~ th6ng s6 rieng.

- Vi~c ghi s6 van bim hanh chinh thvc hi~n thea quy djnh t~i diSm a, Khoan
1, DiSu 08 cua Thong tu s6 01120111TT-BNV cua B9 N9i V\l.

- Van bim m~t di duqc··dang kY vao m9t s6 va ll9t h~ th6ng s6 rieng.

b) Ghi ngay, thang, nam Cllavan ban

- Ngay, thang, nam cua van bim 1angay van bim duqc kY ban hanh.

- Vi~c ghi ngay, thang, nam cua van bim quy ph~ phap 1u~tthl;IChi~n thea
quy djnh cua phap 1u~t.

- Vi~c ghi ngay, thang, nam cua van ban hanh chinh duqc th\Ic hi~n thea
quy djnh t~i DiSu 09 cua Thong tu s6 01120111TT-BNV cua B9 N9i V\l.

Di~u 19. Dang kf van ban oi
Van ban di dugc dang kY vao S6 dang kY van ban di ho~c Co sa dt! 1i~u

quan 1yvan bim di tren may vi tinh.

1. Dang kY van ban di bfug s6

a) Can cu s61uqng van ban di hang nam, cac co quan, t6 chuc quy djnh vi~c
l~p S6 dang kyvan bim di cho phil hqp.

b) M&u S6 dang kY van ban di va cach dang kY van ban di, kS ca ban sao van
ban va van ban m~t th\Ic hi~n thea huang d~n t~i Ph\l l\lc VII cua Thong tu 86
07/2012ill-BNV cua B9 NQi V\l.

2. Dang Icy van bim di bkg Co sa dli li~u quan 1y van ban di tren may vi
tinh.

a) Yeu cAu chung d6i vai vi~c xay d\l'l1gco sa dli li~u quim 1y van ban di
th\Ic hi~n theo Cong van s6 139NTLTNN-TTTH cua C\lCVan thu va Luu tru Nha
nuac.

b) Van ban di dugc dang ky vilO Co sa dfr li~u quan 1yvan ban di phai duqc
in ra gi~y dS ky nh~n ban luu h6 so va dong s6 dS quan 1Y.
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. Di~u 20. Nban ban, dong diu CO' quan va d~u nnrc d9 khan, .mit
1. Van ban diroc nhan ban thea dung sf> hrong va dung thoi gian quy dinh.

Vi~e nhan van ban m~t di thuo hi~n thea quy dinh tai Di~u 08 cua Nghi dinh s6
33/2002/Nf)-CP cua Chinh phu,

2. Dong dAuco quan
Vi~e dong ddu len ehfr leY va cac phu luc kern thea van ban chinh, ddu giap

lai, ... thuc hien thea quy dinh.
3. Dong ddu chi cac mire dQkhan, m~t
a) Mire dQkhan, m~t do nguoi soan thao dSxudt va ngiroi leY van ban quyet

dinh,
b) Cac mire dQliliAn co Hoa t6e, Hoa t6e hen gio, Thuong khfin va KhAn;

mftu ddu cac mire dQ ld1An va vi~c dong ddutren van ban tlnrc hien thea DiSu 15
ella Thong tu 01l2011ffT-BNV cua BQNgi vu,

c) Cac mire dQm~t cO Tu)'et m~t, T6i rn~tva M~t; mftuddu eac mue dQm~t
va dAu"Taili~u thuh6i" thea Thong tu s612/20021TT-BCA(A11) ngay 13/9/2002
eua}3Q Cong an htran~ ddn thvc hi~n Nghi. dinh s6 33/2002/NE)-CP clla Chinh
ph\);yiee d6n~ ddti ciimue dQm~t tren van ban thge .hien thea Di~u 15 clla Thong
tu sa 01120tIITT-BNV ella BQNQiV\l. .

f..)i~u21. Lam- thii tllc pbat hanh, chuy~n phat va theo dOi chUY~1lphat
vanban'di

Lam thu we plJ.atharm van ban, chuy8n.pbat va thea doi chuy~n phat van
blltldithlJFhien.theo.Di~u 11 euaThongtus6 07/2012ffi-BNV cuaBqN9i V\l'va
I<1lOan':7;f)i~uOl ciiaNghi dinhs5 09/20101ND-CPcua Chinhphu~

. .

.•.Di~u 22. Luu van ban di
. . Viee hru van ban di duac th\lc hien thea Di~u 12 cua Thong tu s6

07/20 12rIT-BNV cllaBQ NQiV\l..

Muc3.
L~ HO SO vA NQP LUU

no so,TAl LI¥U'VAO LUU TRU co QUAN

Di~u 23. NQidung lip h6 SO'

1. Danh ml)Ch6 sa do nguai dUng ddu ca quan, t6 chuc duyet, leY ban hanh
vao dftunam 'nhfun giup ki8ri1tra, don d6c viec l~ph6 sa va quim 1y h6 sa, tai li~u
duQ'cch~t ehe, khoa hQc.MftuDanh m\lc h6 sa co quan va cach l~p th\IChi~n thea
huang ddn t~i Ph\ll\lc XII cua Thong tu s6 07/2012/TT-BNV cua BQNQi V\l.

2. M6 h6 sa 1ab~t d~u cho vi~c hinh thanh h6 sa. Can cu vao Danh m\lc h6
sa ho~c khong co danh ml)c thi d\Ia vao k8 ho~eh cong tac, nhiem V\l duqc giao rna
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cac dan vi, ca nhan co trach nhiem chuan bi bia h6 So', ghi ky hieu va tieu dS h6 So'

vao bia dS ti@nhanh l~p h6 sa. -
3. Thu thap, cap nhat van ban, tai lieu vao h6 sa. Trong qua trinh thea doi,

giai quyet cong viec CCVC co trach nhiem c~p nh~t tftt ca van ban, tai lieu phat
sinh vao h6 So', kS ca tai lieu phim, anh, ghi am, ...

4. K@tthuc h6 sa
a) Khi cong viec gi~i quyet xong; h6 So' d;rQ'ck@tthuc, nguoi l~~ h6 So' co

trach nhiem hom thien ho So' gam: kiem tra ba sung van ban cho day du; gifr
nhfrng van ban la ban chinh t6t nhftt, loai ra nhtrng van ban trung thira, ban nhap,
khong gia tri; s~p xSp cac van ban, tai lieu trong h6 So' thea trinh tv giai quyet cong
viec (hoac thea thai gian, ten loai, tac gia van ban, ... ); xem xet thai han bao quan,
tieu dS h6 sa.

b) NSu hSt nam rna cong vi~c chua giai quy@txong thi chua th\Ic hi~n vi~c
kSt thuc h6 So', h6 sa do duQ'cb6 sung vao Danh m\lc h6 So' nam sau.

> Di~u 24. ThOi h~n, thanh phAn h8 SO', tiii li~u va thn t\}.c nQp hru vao
Luu trfr CO' quan

Cac dan vi, ca nhan trong Co' quan, t6 chilc co trach nhi~m nQp luu vao Luu
trU Co' quan, t6 chilc dung thai h~, thanh ph§n h6 So', tai li~u thea quy dinh t~i
Bi@u17 cua Thong tu s6 07/2012/TT-BNV cua BQNQi V\l.

Muc4.
TRAcH NHIEM DOl VOl VIEC LAPHO SO vA. ..

GIAO', ~ HO so, TAl LI$U vAo LUlJ TRU CO QUAN

Di~u 25. Trach nhi~m I~p h8 sO'va giao nh~n h8 SO', tiii Ii~u viio Luu trfr
CO' quan

Vi~c l~p h6 sa va giao nh~ h6 So', tai li~u vao LUll trfr Co' quan thuQc trach
nhi~m cua Nguai dUng d§.uCo' quan, Chanh Van phong (TruOng phong Hanh chinh
ho~c nguai duQ'c giao trach nhi~m), Thu truOng va Van thu dan vi, Van thu, LUll
trfr Co' quan va ca nhan trong Co' quan, t6 chilc thea quy dinh t~i cac Bi@uthuQc
Chuang V cuaThong tu s6 07/2012/TT-BNV cua BQNQi V\l.

M1Jc5
QUAN,LY vA sir DVNG CON DAu

TRONG CONG TAc VAN THU

Di~u 26. Trach nhi~m qmin Iyva sir d\}.ngcon d§u

, 1. Nguai dUng ~§.uCo' quan, t6 chilc co trach nhi~m chi d~o quan ly, su d\lng
con dau cua cO'quan, to chilc minh.
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" 2. Van thu -co qti~n quan 1Y., sir dung con d§.u theo quy dinh tai Khoan 2,
Dieu 25 cua Nghj dinh so 110/2004IND-.CP cua Chinh phu,

3. Dong ddu tren van ban duoc thirc hien thee DiSu 26 cua Nghi dinh s6
I 10/2004/NI)-CP·cua Chinh phu,

4. Dong ddu giap lai duoc thuc hien thee Khoan 2, £)iSu 13 cua Thong nr s6
01l2011lTT-BNV cua B{)NQi vu.

5..Vi~c quan ly va sir dung con ddu trong cong tac van thu diroc thuc hien
thee Nghi dinh s6 58/2001/NI)-CP ngay 24/8/2001 cua Chinh phil vS quan ly va sir
dung con ddu, Ngh] dinh s6 3112009/ND-CP ngay 0114/2009 cua Chinh phu vS sua
d6i, h6 sung mQt s6 diSu cua Nghi dinh s6 58/20011ND-CP ngay 24/8/2001 cua
Chinh phu vS quan ly va su dung con d~u, Nghi dinh s6 110/2004/ND-CP cua
Chinhphu,

ChUO'Dgill
CONG TAG LUU 'fRU

Bi~u 27. Trach nhi~mngtrOi dtfog diu co quan va Luu trfr cO'quan
1. Ttach nhi~m cila nguai dUng dfru cO'quan, 16 chuc d6i vai cong tac lUll

'-::;,-".- -,', -,' -. -:,'" - ,- .'-' - " '- '_-', - --,-tm. dUQc quy dPlht~i Bieu·.6 ·cU.aLu~t LUll tnt. ,.... ..- ", ., . .

2; Luu trii' cO'quan huang dfu1vi~c l~p hA so va thu nh?n tal li~u n9P hru ill
cae dan vi, ca Man trong cO' quan; thu ~p, crunh ly, xac dinh ghi tri tai li~u, th6ng
ke, -Qao.qlJ~YkJ6 chuc .sir dlJ!lgtai li~u lUll tm cua co quan. Giao nQPUtiH~u luu
trii' cqgi~~trihao quan vi'nh .viSnthuQc Danh m\lc tai li~u nQp lUll vao Luu trU Jich
sutinh;t6 chuchuy tai li~u hBtgia trio

M1}c 1
CONG TAC TOO TRAp TAl LIEU LUU TRU. . .

Bi~u 28. Trach nhi~m eua Luu. tru cO'quan c1aivOivi~c thu th~p tai Ii~u
ItrU trfr

I. Hang nam, l~p kS-ho~ch thu th~p h6 so, tai li~u viLoLUll tm co quan.

2. Ph6i hgp v6i cac dan vi, ca nhan xac dinh he, so, tai li~u cfrn thu th~p va
huang dftn chudn hi h6 sa, tai li~u giao nQP. .

3. Chu~ bi kho tang, cac phuong ti~n va t6 chuc ti~p nh~ tai li~u dUng thii
t\lc thee quy dinh.

Bi~u 29. Trach nhi~m cua Luu tru ljcb sir tinh dai vOivi~c thu th~p tai
lieu luu tru.
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1. Chi cue Van thir - Luu tru thuoc Sa N9i vu thirc hien chirc nang hru trfr
lich sir cua tinh, hru tru tai lieu co gia tri bao quan vinh viSn thuoc Danh muc tid
lieu n9P luu vao Liru tm lich sir c~p tinh.

2. Chi C\lCVan thu - LUll trfr thuoc Sa NQi vu co trach nhiem:

a) Trinh Uy ban nhan dan tinh, Sa N9i vu ban hanh Danh muc ca quan, t6
clnrc thuoc nguon nop hru tai lieu va Danh muc thanh phan tai lieu nop hru vao
LUll tm lich sir tinh.

b) Huang d~n cac ca quan, t6 chirc la nguon nQP hru tai lieu chu~n bi tai lieu
nQPhru thee quy dinh,

c) T6 chirc thuc hien thu thap, chinh ly, xac dinh gia tri, thong ke, bao quan
va t6 chirc sir dung tai lieu hru tm lich sir cua tinh.

Di~u 30. Thu th~p, ti~p nh~n titi li~u hru trfr vito Luu trfr ljch sir tinh

1. LUll trfr lich su tinh (Chi cvc Van thu - LUll tru tinh) thu th~p, tiSp nh~
h6 sa, tai li~u co gia tM ljch sir hinh thanh trong qua trinh ho~t dQng cua cac ca
quan, t6 chilc c~p tinh, c~p huy~n; SUlltfun tai li~u ca nhan tren ca sa thoa thu~n.

2. Trong thai h~ 10 nam, k@illnam cong vi~c kSt thuc, ca quan, t6 chuc
thuQc Danh IDVCca quan, t6 chuc la ngu6n nQP lUll tai li~u co trach nhi~m nQp lUll
tai li~u co gia trj bao quan vinh viSn vao LUll tm lich sir tinh.

3. Trong thm h~ 30 nam, kS ill nam cong vi~c kSt thuc, nganh cong an,
qu6c phong, ngo~i giao cua tinh nQp lUll tai li~u co gia trj bao quan vinh viSn va
cac nganh khac nQP lUll tai li~u chuyen mon nghi~p Vl) co gia trj bao quan vinh
viSn vao LUll trfr lich sir tinh. .

4. Ca quan, t6 chilc thuQc Danh mvc ca quan, t6 chuc la ngu6n nQp lUll tM
Ii~u co trach nhi~m:

a) Chinh ly tid li~u truac khi giao nQp va l?p M\lC Ivc h6 sa nQp lUll;

b) L~p Danh mvc tai li~u co dong d~u chi cac muc dQm?t;

c) Giao nQp tai li~u va cong cv tra cUu vao LUll tm lich su tinh thee dUng
thai h~n quy djnh. Truang hqp ca quan, t6 chuc mU6n giu l~i h6 sa, tai li~u da:dSn
thai h~ nQP lUll phai duqc Sl,I d6ng y b~ng van ban cua Chi C\lCVan thu - LUll tm
tinh.

5. Chi evc Van thu - LUll tm tinh co trach nhi~m t6 chuc tiSp nh~ h6 sa, tai
li~u va l~p bien ban giao nh~n; M\lc l\lc h6 sa, Uti li~u nQP lUll va Bien ban giao
nh?n h6 sa, tai li~u duqc l~p thanh 03 ban (ca quan, tb chilc giao nQp h6 sa giu 01
ban; Chi c1,lcVan thu - LUll trii gift 02 ban) va duQ'C lUll trii vInh viSn.

Di~u 31. Quan ly titi li~u luu trfr cua cO' quan, tA chu-c khong thuQc
Danh ml}c cooquan, tA chu-c thuQc ngu8n nQp luu ho~c titi li~u khong thuQc
Danh m\lc titi li~u nQp luu vito Luu trfr Ijch sir tinh

Tai li~u lUll tni dUQ'chinh thanh trong qua trinh ho~t dQng cua ca quan, t6
chilc khong thu9c Danh mvc ca quan, t6 chuc thu9c ngu6n nQP lUll ho~c tai li~u
khong thuQc Danh mvc tid li~u n9P lUll vao LUll tm ljch su tinh duqc quan ly t~i
LUll tru ca quan.
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, .f)i~u 32. Quan Iy tili ..Ii~u hru trir trong truong hQ'p cooquan, tA clnrc
ehia, tach, sap nh~p, giiii th,e;..tA chtrc kinh t~ la doanh nghi~p nita Dvac chia,
tach, sap nh~p, ghli.th~, chuyen dAi hinh tlnrc sO-hiru ho~c pha Soan

Nguoi dirng ddu co quan, t6 chirc, doanh nghiep chi a, tach, sap nhap, giai
thS hoac chuyen d6i hinh tlnrc hay pha san phai t6 chirc quan ly va giao nqp tai li~u
thea quy dinh sau:

1. Tai .li~u hinh thanh trong qua trinh heat dQng cua co quan, t6 chirc nao
phai duoc chinh Iy, th6ng ke va bao quan thea Phong hru tm cua co quan do.

2. Khi co quan, t6 chirc co quy8t dinh chia, tach, sap nhap, giai thS; doanh
nghiep co quy~t dinh chia, tach, sap nhap, giai thS, chuyen d6i hinh tlnrc s6 hfru
ho?c pha san thi t~t ca h6 sa, tai li~u da: giai quy~t xong cua cac dan vi, ca nhan
trong ca quan, t6 chilc, doanh nghi~p phili duQ'c giao nQP vao LUll tm ca quan dS
ti811hanh cllinh 1ythea quy dinh.

3. Titi li~u lUll tm sau khi chinh ly duQ'cbaa quan nhu sau:

a) Tai li~u luu tm cua ca quan, t6 chuc, doanh nghi~p thuQc ngu6n nQp lUll
tai li~l.lVaGLUll trfr lich sir duQ'c giao nQpVaGLUll tm lich sir tinh;

b) Tai Ji~u hrutru cua cd quan, fa chtrc, doanh nghi~p khong thuQc ngu5n
nQP lUllVaGLUll trU lich sir duQ'c quan lyt~i LUll tm ca quan cua CO' quan, t6 chuc,
doanh nghi~pmoi ti~p nh~ tf\l sa cu.

.c) TrUOng hQ'pca quan, t6 chuc giai th8, dOanh nghi~p gifti th8, pha san ho~c
kb.Qng co. .CO'qua.n, t~ chuc, do~mh nghl~p ti~p' nh~ tf\l s6 cli ho?c co nhiSu co
quan, ta.chile, doanh nghi~p mai cUngtiSp .nh@ tl1} sa cu till tm H~u lUll trfr cua.cO'
qtlaIl' t6 ~l1ilq,·doanh ..nghi~p duQ'c•giao nQP.VaGLUll trfr co quan thea quySt dinh
etta C(J 'luan, 16chilc.e§.ptren trgc ti@pho~c cO'quan co thfun quy~n.

4. Qu8.ri ly tai li~u cac cO'quan, t6 chuc, dan vi hanh chinh va doanh nghi~p
. nha nucrc khi ehia, tach, sap nh~p, giai thS, t6 chilc l~i, ehuySn d6i hinh thuc sa
hilu· (luQ'c th-.;rc hi~n thea huang dftn t~i Thong tu s6 46/2005/TT-BNV ngay
27/4/2005 cuaBQ NQi Vl).

'l)i~u3~•.QJlan Iytili li~u lU'u trir cua xa, phU'Ong, tbi tr§n trong tinh

Tai li~u lUll trfr cua xii, phuOng, thi tr~ dugc quan ly thea quy dinh ~i DiSu
14 .cua Lu~t LUll trii va Thong tu s6 14/2011m-BNV ngay 08/1112011 cua BQ
NQiV\l quydinh quan ly h6 so, tai ii~u hinh thanh trong ho~t dQng cua HQi d6ng
nhandan ya Uyban nhan dan xii, phuOng, !hi tr~.

f)i~u 34. Quan If titi Ii~u cua ca nhan, gia c1inb, dong hQ

1. Tai li~u cua ea nhan, gia dinh, dong hQ (sau day gQi chung Ia ca nhan) co
gia tri ph\1c V\l ho~t dQng thvc tiSn, nghien CUukhoa hQc, lich su d6i vai qu6e gia,
xii hQi duQ'c dang Icy thuQc Phong lUll trU qu6c gia Vi~t Nam.

2. Chi C\1CVan thu - LUll trfr tinh co trach nhi~m xac dinh gia tq tai li~u eua
ca nhan thuQc Phong lUll trU qu6c gia Vi~t Nam theo quy dinh.

3. Ca nhan co tai li~u co cac quYSn va nghia Vl) thea quy dinh tl;liKhoan 3,
Khoan 4, Di8u 5 eua Lu~t LUll trii.
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Ml}C 2

CONGTA.CCHiNHLYVA
tic DINH GIA. TRI TAl LIEU. .,

Di~u35. Chinh Iy tai li~u
1. Trach nhiem nguoi dirng dftu co quan, t6 chirc va yeu cftu co ban cua tai

lieu sau khi chinh ly thee quy dinh tai DiSu 15 cua Luat Luu tnr,

2. Nghiep vu chinh ly tai lieu duoc thuc hien thee cac van ban huang d§n
cua nganh luu trii.

Di~u 36. Xac djnh gia tr] tai Ii~u
Cong tac xac dinh gia tri tai lieu thuc hien thee quy dinh tai Di@u16, Di@u

17 cua Luat Luu trii.

Di~u37. HQidAng xac djnh gia tr] Ulili~u
HQi d6ng xac dinh gia tri tai li~u do nguoi dirng dftu co quan, t6 chirc quyet

dinh thanh l?p. Thanh phftn cua HQi d6ng, phuong thirc lam viec thuc hien thee
£>i@u18 cua Luat Luu trfr.

Di~u38. Buy tai li~uh~t ghi tr!
1. Th~m quySn quySt dinh huy tai li~u hSt gia tq duQ'c quy dinh nhu sau:

a) Nguai dUng dftu ca quan, t6 chuc quySt dinh huy tM li~u hSt gia tri t~i
Luu trii ca quan.

b) Chu tich -Oyban nhan dan tinh quySt djnh huy tai li~u co thong tin trimg
l~p t~i Luu tni lich sir tinh.

2. Vi~c huy tai li~u hSt gia tri phai dung thu t\1c, quy trinh va quy dinh. Thu
t\lCquySt dinh huy tai li~u hSt gia tri duQ'c quy dinh nhu sau:

a) Theo dS nghi cua HQi d6ng xac dinh gia tri tai li~u, nguai dUng dftu ca
quan, t6 chuc thuQc Danh m\lc ca quan, t6 chuc la ngu6n nQP lUll vao Luu tni Iich
su tinh dS nghi Sa NQi V\l thAm dinh tM li~u hSt gia tri cftn hUy. Thai gian thb
dinh khong qua 30 ngay, kS illngay nh?n van ban vS y kiSn thb dinh.

b) Nguai dUng dftu ca quan, t6 chuc khong thuQc Danh m\lc ca quan, t6
chuc Ia ngu6n nQp luu vao Luu trU ljch su tinh d@nghj LUll tm ca quan cua ca
quan, t6 chuc cdp tren trvc tiSp co y kiSn d6i v6i tai li~u hSt gia tri cftn huy.

c) Theo dS nghi cua HQi d6ng xac dinh gia tri t~i li~u, Chu tich Uy ban nhan
dan tinh quySt dinh huy tai li~u co thong tin trimg l~p t~i LUll tm lich su tinh.

3. Vi~c huy tai Ii~u hSt gia tri phai bao dam huy hSt thong tin trong tai li~u
va phai duQ'c I?p thanh bien ban.

4. H6 sa huy tai li~u hSt gia tri th\Tc hi~n thea quy dinh t~i Khoan 4, £>i@u28
eua Lu~t Luu trU va huang ddn cua cO'quan chuyen nganh lUll tm.

. 5. H6 sa huy tM li~u hSt gia tri phai duQ'c bao quan t~i ca quan, t6 chuc co
tai li~u huy it nhdt 20 nam, k@tiI ngay huy tai li~u.
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Ml}C 3

BAo QUAN,THONG KE TAl LI~U LUU TRU

Di~u 39. Bao quan tai li~u hru trfr
1. Ngiroi dirng dau co quan, t6 chirc co trach nhiern xay dung, b6 tri kho hru

trfr, thi@tbi, phirong ti~n can thi@tva thuc hien cac bien phap ky thuat nghiep vu dS
bao v~, bao quan an toan tai lieu va bao dam viec su dung tai lieu hru trfr.

2. Truong hop co quan, t6 clnrc chua co du diSu kien bao ve, bao quan tai
lieu thi diroc Icy giri tai lieu vao LUll tru lich S11tinh va phai tra phi thea quy dinh
cua phap luat,

3. Tai lieu hru trfr cua co quan, t6 chirc phai duoc bao v~, bao qulin an toan
trong kho hru tm.

a) Tai Chi cue Van thu - LUll tm tinh, kho hru tm dung tieu chuAn kho lUll
tm chuyen d\lng thea quy dinh.

b) Cac co quan, t6 chuc c~p tinh va huy~n, thi xii, thanh ph6 phai b6 tr1mQt
kho lUll tm tai li~u, trang bi co sa v~t ch~t bao quan tai li~u nhu tu, k~, c~p hQp lUll
trfr.

c) Dy ban nhan dan xii, phuOng, thi trk phai b6 tri di~n tich thoa dang trong
tf\} sa lam vi~c dS t~p trung bao qulin h6 so, tai Ii~u co gia tri cua dia phuang.

Di~u 40. Th6ng ke nha nU'O'cv~ cong hic van thU', lU'll trfr
1. Tai li~u lUll tm t~i tinh Soc Trang thuQc Phong Iuu trfr qu6c gia Vi~t Nam

phai duQ'c th6ng ke t~p trung trong h~ th8ng s6 sach, co sa du li~u, h6 so qulin 19
thea quy dinh phap lu~t.

2. Cac co quan, t6 chuc phai dinh kY th\fc hi~n ch@dQbao cao th6ng ke thea
QuySt dinh s6 13/2005/QE>-BNV ngay 06/0112005 cua BQNQi V\l vS ban hanh chS
dQbao cao th6ng ke co sa cong tac van thu, lUll tm va QuySt djnh s8 14/2005/QE>
BNV ngay 06/01/2005 cua BQNQi V\l vS ban hanh chS dQ bao cao th6ng ke t6ng
hqp cong tac van thu, Iuu tm. S6 li~u th6ng kS hang nam dugc tinh ill ngay 01
thang 01 dSn hSt ngay 31 thang 12.

3. Th6ng kS dugc th\fc hi~n theo quy dinh nhu sau:

a) Co quan, t6 chuc cftp tinh t6ng hqp s6 li~u cua cac dan vi tl1!CthuQc va
bao cao SaN9i V\l vao ngay 31 thang 01 nam sau.

b) Co quan, t6 chuc c~p huy~n, thi xii, thanh ph6 va c~p xii, phuOng, thi tr~n
bao cao Phong N9i V\l vao ngay 15 thang 01 nam sau.

c) Phong NQi V\l huy~n, thi xii, thanh ph6 t6ng hqp s6 li~u cua cac co quan,
t6 chuc c~p huy~n, c~p xii va bao cao SaNQiV\lvao ngay 31 thang 01 nam sau.

d) Sa NQi V\l t6ng hqp s6 li~u cua cac co quan, t6 chuc c~p tinh, phong N9i
V\l huy~n, thi xii, thanh ph6 va bao cao C\lCVan thu va LUll tm Nha nuac vao ngay
15 thang 02 nam sau.
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MI}c 4

TO CHUC sir DUNG TAl LIEU LUU TRU. .
Di~u 41. Quy~n va nghia vI} ciia CO'quan, ta chirc, ca nhan trong vi~c sir

dung tai li~u hru trfr
CO'quan, t6 chtrc, ca nhan co quyen va nghia vu trong viec str dung tai lieu

luu till thea quy dinh tai BiSu 29 Luat LUll tnt,
Di~u 42. Sir dung tai Ii~u hru trfr t~i Luu trfr ljch sir tinh va Luu trfr CO'

qllan
1. Tai lieu hru tnt diroc khai thac su dung thea quy dinh tai BiSu 30 cua

Lu?t LUll tnt.
2. Chi C\lC tnrong Chi C\lCVan thtr - LUll till tinh va Thu tnrong co quan, t6

chirc can ctr Luat Luu till va Quy dinh cong tac van thu, hru tnr cua tinh dS quy
dinh viec su dung tai lieu hru trfr tai LUll trii lich sir va LUll till co quan dung quy
dinh,

Di~ll 43. Thfim qlly~n cho phep khai thac sir dung tai Ii~u IO'll trfr t~i
LO'll trfr lich sir tinh

1. Chu tich Uy ban nhan dan tinh phS duy~t cho sir d\lng tai li~u lUll till cac
muc dQ m?t thuQc Danh m\lC bi m?t nha nuac, tai li~u lUll till lien quan dSn ca
nhan trong cac truemg hqp d~c bi~t va tM li~u lUll till d~c bi~t quy hiSm bao quan
t~i LUll tm lich sir tinh; cho phep mang tai li~u ra nuac ngoai ph\lc V\l cong taco

2. Chi C\lC truemg Chi C\lCVan thu - Luu till tinh quySt dinh vi~c sir d\lllg tai
li~u lUll tm thuQc Danh m\lc tai li~u h~ chS sir d\lllg t~i LUll trfr lich sir tinh. .

3. Tai li~u lUll tm cua ca nhan Icy gui van LUll till Jich sir con phai duqc ca
nhan ho~c ngmJi d~i di~n hqp phap cua ca nhan do cho phep.

Di~ll 44. Sao tai Ii~u IO'lltrfr, chung thl}'c IO'lltrfr
Vi~c sao tai li~u luu till va chUng th\Ic lUll till th\Ic hi~n thea quy dinh t~i

BiSu 33 cua Lu?t Luu tm.

ChO'O'nglV

QuAN LY TAl LI~U LUU TRUDI~N Tir

Di~ll 45. Quan Iy tai Ii~ll IO'lltrfr ai~n tir
Vi~c quan ly tM li~u lUll tm di~n til duqc thgc hi~n thea quy dinh t~i BiSu

13 cua Lu~t LUll tm va cac DiSu thuQc Chuang II cua Nghi dinh s6 01l2013/NI)
CP cua Chinh phu.

ChO'O'DgV

QuAN LY NHA NUaC VE CONG TAc VAN THU, LUU TRU

Di~u 46. Trach nhi~m qmin Iy Dha nU'O'cv~ van thO', hrll trfr tren ala
ban tinh .
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1. S6 NQi vu tham rmru -Oyban nhan dan tinh quan ly nha mroc vS cong tac
van thu, hru tru tren dia ban tinh thea chirc nang, nhiem vu.

2. Phong NQi vu tham rmru -oy ban nhan dan huyen, thi xa, thanh ph6 trong
pham vi dia phucmg thea chirc nang, nhiem vu,

3. Nguoi dung dftu co quan, t6 chtrc trong pham vi quyen han cua minh
quan ly hoat dQng van thu, hru tm va tai lieu co quan thea quy dinh phap lu~t.

f)i~ll 47. Kinh phi cho hoat o{}ngvan thtr va hru trfr
1. Thu tnrong cac co quan, t6 chtrc co trach nhiem b6 tri kinh phi, trang bi

cac thiSt bi chuyen dung va t6 chirc cac hoat dong nghiep vu thea yeu eftu cua cong
tac van thu, hru tm.

2. Kinh phi cho cong tac hru tnt diroc thve hi~n thea quy dinh t?i DiSu 39
eua Lu~t LUll tru.

ChuO'ng VI
f)IEU KHoAN TID IIANH

f)i~ll 48. Thti tru6ng cae co quan, t6 ehuc, Chti tieh -Oyban nhan dan eac
huy~n, thi xa, thanh ph6 co traeh nhi~m t6 chuc triSn khai thvc hi~n Quy diM nay.
Can eu Lu~t LUll tm va Quy dinh nay chi d?o xay d\1'Ilgquy ehS eong tae van thu,
lUll trfr cho phu hQ'Pv(Yiph~ vi co quan, t6 chue minh.

f)i~ll 49. Sa NQi V\l co traeh nhi~m huang d§n, kiSm tra cac nganh, cae cftp
thvc hi~n Quy dinh nay va thea d5i t6ng hQ'PnhUng vuang mAc trong qua trinh t6
chuc thvc hi~n dS trinh -Oyban nhful dan tinh sua d6i, b6 sung eho phu hQ'P.

:Trfin Thanh Nghi~p
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