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BOTHONGTINVATRUYENTHONG CONG HOA XA HOI CHUNGHIA VIETNAM
Doc iip - Ty do - Hanh phic
Ha Noi, ngay 30 thdng 12 ndm 2014

Sé: 27/2014/TT-BTTTT

TH(")NG TU

Quy dinh chi tiét vé qu trit quoc gia ddi véi tem buwu chinh Viét Nam, .

amg T BAC GIANG “‘ hd so miu thiét ké tem bwu chinh Viét Nam

L .

o
o

va tem buu chinh cac giai doan truée

@ ;

_‘" 1??&/0 s

Q v Can cir Ludt buu chinh ngay 17 thdng 6 ndm 2010;

L. “Ceir e Lugt Luu it ngdy 11 thing 11 niim 2011;

Cdn cir Nghi dinh SO 47/2011/ND-CP ngay 17 thdng 6 ndm 2011 ctia
Chinh phil quy dinh chi tiét thi hamh mét sé néi dung cua Ludt buu chinh,

Cén ciz Nghi dinh 56 1 32/2013/ND-CP ngay 16/10/2013 cia Chinh phu
quy dinh chire ndng, nhiém vy, quyén han va co cdu t6 chite ciia Bé T hong tin va
Truyén thong;

Theo dé nghi ciia Vu trudng Vu Buu chinh,

B truong Bo Thong tin va Truyén théng ban hanh Thong tw quy dinh chi
tiét vé luu triv quic gia doi véi tem buu chinh Viét Nam, hé so méu thiét ké tem
bu chinh Viét Nam va tem buu chinh cdc giai doan trude.

| Chuwong [
NHUNG QUY PINH CHUNG
Dicu 1. Pham vi dieu chinh va ddi twgng dp dyng
1. Thong tu nay quy dinh chi tiét v& lwu trtt qubc gia dbi véi tem buu
chinh Viét Nam, hé so miu thiét k& tem buu chinh Viét Nam va tem buu chinh
céc giai doan trude. :
2. Thong tu nay ap dung dm v6i td chite, ¢4 nhan thuc hién, tham gia thue

hién cdc ndi dung vé luu trt quéc gia d6i véi tem buu chinh Viét Nam; hd so
mau thiét k& tem buu chinh Viét Nam va tem buu chinh céc giai doan trudce.

Pidu 2. Giai thich tir ngit

Trong Théng tw ndy, cdc tir ngt dusi ddy dwoc hiéu nhu sau:

1. Tem buu chinh giai doan truée ndm 2015 gdm tem buu chinh cia
chinh quyén Sai Gon ci; tem buu chinh Dong Du'cmg in d&; tem buu chinh Mit
trén Déan tdc g1a1 phéng mién Nam Viét Nam va Chinh pht Céch mang [8m thoi
Cong hoa mien Nam Vit Nam; tem buu chinh Viét Nam (bao gém tem buu
chinh Viét Nam dan chd céng hoa va Cong hoa x4 hdi cht nghia Viét Nam phat
hanh tir 02/9/1946 dén 31/12/2014),

2. Tem buu chinh Viét Nam giai doan tie ndm 2015 tré di 1a tem buu chinh
phat hanh ké tir ngay 01/01/2015 tré di.
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3. Tem buu chinh/bléc tem buu chinkh séng 14 tem buu chinh/blée tem buu
chinh chua c6 dau ngdy hodc cac dau hidu khéc thé hién viéc hiy tem.

4. Tem buu chinh ¢d ring 1a tem buu chinh ¢6 céc canh xung quanh Chm’c
duc 16.

5. Bléc tem buu chinh/khdi tem buu chinh ¢4 rang (sau ddy goi chung la
bide tem buu chink) 13 bldc tem buu chinh c6 c4c canh ctia mot hojic nthidu miu
tem buu chinh trong blée duoc duc 16.

6. Tai liéu 1a vét mang tin dugce hinh thanh trong qua trinh thiét k& mau,
in, phat hanh tem buu chinh va cac an ‘phém c6 in tem buu chinh.

‘Tai liu luu trr bao gbm ban goc ban chinh; trong trudng hop khong con
ban gbc, ban chinh thi duoc thay thé bing ban sao hop phap.

7. H6 so luu trit tem buu chinh dbi v61 mot bd tem buru chinh gém:

a) Tem buu chinh v 4n phdm cé in tem buu chinh (sau day goi chung la
tem buu chinh);

b) Hb so mAu thiét ké va tai liéu c6 lién quan.
8. Tem/bloc tem buu chinh in thir 13 tem/blde tem buu chinh d3 duoc in

thanh phém, c6 chit luong gidng v6i miu thiét ké tem/blbe tem buu chinh hoan
chinh, dugc hoa s§ ¢6 trach nhiém hodc ngudi ¢6 tham quyen ky duyét.

9. Pdo tem trong kho tem buy chinh leu trit 12 qua trinh dao, 14t, & vi trf
clia hd so luu trit tem buu chinh va hdp béo quan cta kho tem buu chinh Tuu trit,

10. Kho tem buwu chinh luwu trit quic gia tai B6 Théng tin va Truyén thong
14 noi tip hop, luu trit hd so luu trit tem buu chinh Viét Nam va tem buu chinh
cac giai doan trudc ndm 2015. 4

Picn 3. Ndi dung cdne vide v& lirn trit tem hirn chinh mmv gia

Céc néi dung cong vi€e v& luu trit tem buu chinh qudc gia tai B4 Thong
tin va Truyen thong bao gdm:

1. Dbi voitem buu chinh giai doan truo*c nam 2015 bao gdm tiép nhén,
dém, kiém sb Irong tem buu chinh, hd so mau thiét k& va tai lidu lién quan,
dong goi, Iuu trlt, bao quan va chuyén giao cho Luu trfr Qudc gia theo quy dinh
clia phép luft v& luu trif.,

2. P6i v6i tem buu chith Viét Nam giai doan tr ndm 2015 trd di bao gom
thu thdp, chinh 1y, hoan thién hd so, lau tri, bao quan va chuyen giao cho Luu
trit qudc gia theo quy dinh ctia phép luat luu trik, |

Pidu 4. Kho tem biru chinh lru trir qude gia

Kho tem buu chinh luu trit quéc gia bao gdm céc kho tem sau:

1. Kho tem buu chinh chinh quyén Sai Gon ci;

2. Kho tem buu chinh Pong Duong in dé;

3. Kho tem buu chinh Mit trin Dén tdc gidi phong mién Nam Viét Nam
va Chinh phit C4ch mang 14m thoi Coéng hoa mién Nam Viét Nam;
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4. Kho tem buu chinh Viét Nam, bao gdm tem buu chinh Viét Nam dan
chu cOng hoa va Cong hoa x4 hdi chi nghia Viét Nam.

Pidu 5. Tiu chuin chit lwgng tem bwu chinh dwa vao lwu trit qude
gia

1. Tem buu chinh Viét Nam giai doan tir ndm 2015 tré di dua vao lyu e
quoc gia phai bao dam céc tiéu chuan quy dinh tai Quy chuén k¥ thuét quoc gia
ve tem buu chinh Viét Nam s6: QCVN 69:2013/BTTTT ban hanh kém theo
Théng tu sé 16/2013/TT-BTTTT ngay 10/7/2013 cta B Thong tin va Truyén
théng.

2. D6i véi tem buu chinh giai doan truéc ndm 2015 s& lya chon nhing bd,
mau tem o chét luong t&t nhit trén co s& cac quy dinh tai Quy chuén k¥ thuat
qubc gia v& tem buu chinh Viét Nam néu tai khoan 1 Piéu nay.

Piéu 6. Thoi han ndp lwu vio Kho tem buu chinh lwu trit qude gia

1. Thoi han ndp luu hé so lwu trit tem buru chinh ctia cac bd tem buu chinh
giai doan tir ndm 2015 tr6 di khong qui 90 ngay ké tir ngay phat hanh cta bd
tem.

2. Téng cong ty Buu dién Viét Nam c6 trach nhiém nép luu hd so luu trit
tem buu chinh theo quy dinh tai Bleu 9 Théng tu nay (trilr cac tai liéu quy dinh
taidiém d, e, g, hva i khoan 2 Pidu 9) cho Kho tem buu chinh fuu trlt quéc gla
tai B§ Thong tin va Truyén thong, qua trinh giao nhén 6 Bién ban giao nhan hd
so luu trit tem buu chinh (Phu lue 1).

Dieu 7. Thoi han lwa trit tem bwu chinh
Thoi han luu trt cée loai-tem buu chinh, ho so mau thiét ké va tai lidu cé
lién quan 1a vinh vién.

Chuwong I

SO LUQN G TEM BUU CHINH HO SO MAU THIET KE VA TAI LIEU
CO LIEN QUAN PANH CHO LUU TRU QUOC GIA

Diéu 8. S6 lwgng tem buu chinh, hd so miu thiét ké va tai liéu c6 lién
quan d6i v6i tem buu chinh giai doan trude nim 2015

S6 lugng tem buu chinh, hé so mau thiét ké va tai lisu cé lién quan cta
~ c4c kho tem néu tai Pidu 4 thong tu nay duge luu trlt nhy sau:

1. Kho tem buu chinh néu tai khoan 1, 2 va 3:

~a) Tem buu chinh sbng, ¢6 ring: 01 to/miu

b) Truorng hop khéng ¢6 tem buu chinh séng va sb luong con thyce té it
hon s6 lugng clia 1 t& tem thi s& lwu trit theo s§ luong thuc té.

2. Kho tem buu chinh néu tai khoan 4: Tem buu chinh, bloc tem buu
chinh, hd so miu thlet k& va tai liéu c6 lién quan hru trit theo thye t& hién c6.

Dilu 9. S6 lwong tem bwu chinh, hd so miu thiét ké va tai liéu co lién
quan d6i véi tem buwu chinh giai doan tir nim 2015 tré di
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Sb luong céc loai tem buu chinh, hd so mau thiét ké va tai ligu c6 lién

quan d6i v6i tem buu chinh Viét Nam giai doan tr 2015 trd di duge quy dinh cu
thé nhu sau:

1. Tem buu chinh va 4n phém c6 in tem buu chinh:

a) Tem buu chinh song, co rang: ' 01 to/mau.
Tem buu chinh sdng, ¢6 ring specimen: 01 to&/mAu.
b) Bléc song, c6 ring (néu co):; 05 cai.
BIoc s0ng, ¢0 rdng specimen (néu co): 05 cai.
c) An phdm ¢6 in tem buu chinh (phong bi in tem, buu gian, buu thiép c6
in tem néu co): 05 c4i/mAu.

2. Hb so mau thiét ké va tai liéu c6 lién quan:
a) Méu thiét ké tem buu chinh duoc Hbi dong tu van quoc gia vé tem buu

chinh lua chon: ’ cac miu cia bd tem
b) Mau thiet ké tem buu chinh chinh thire: cac mau cua b tem
c¢) Tem, bléc tem buu chinh in thit: 01 td/méu, bloe.

d) Vin ban xéc nhéin clia co quan ¢6 thdm quyén chuyén nganh lién quan
v& céc ndi dung thé hién trén mAu thiét ké tem buu chinh: 01 ban chinh
d) Chuong trinh L phét hanh tem buu chinh hang nam (duoc luu tai bo tem

buu chinh phét hanh dAu tién ctia nam): 01 bén chinh
Quyet dinh phat hanh bd sung (néu ¢0): 01 ban chinh,

e) Quyét dinh in bd tem: 01 ban chinh.

g) Thong bao phat hanh b tem: 01 ban chinh.

h) Quyét dinh dinh chi, dinh ban bd tem (néu cé): 01 ban chinh.
i) Bia phdt hanh dc biét bd tem (néu cé): thuc hién theo _Thong tu 56
25/2011/TT-BTTTT ngay 26/9/2011 cia B6 Thong tin va Truyén théng quy

dinh chi tiét va hudng dan céc hoat ddng vé t5 chirc 1& phat hanh dic biét tem
buu chinh Viét Nam.

Chuwong III

TIEP NHAN, PEM, KIEM , PONG GOI, LAP HO SO LUU TRU POI
VOI TEM BUU CHINH

Dicu 10. Tiép nhan, dém, kidm tai lifu lwu trir

1. Tem buu chinh, hd so mAu thiét ké va tai lidu c6 1ién quan sau khi nhén
ban giao tir Téng cong ty Buu dién Viét Nam duge tién hanh thirc hién cac cong
doan dudi day:

a) Klem tra chét  luong theo quy dinh tai Pidu 5 Théng tu nay;

b) Pém kiém sb lwong theo quy dinh tai Piéu 8 (dbi v6i tem buu chinh
giai doan trude ndm 2015) va Pibu 9 (£)01 véi tem buu chinh Viét Nam giai
doan tir ndm 2015 tré di) cia Thong tu nay;

c) B sung céc tai lidu quy dinh tai diém d, e, g, h va i, khoan 2, Piéu 9

(d6i voi tem buu chinh Viét Nam tir ndm 2015 tr& di) ctia Thong tu nay;

d) Sip xép theo tht: ty quy dinh tai khoan 1, khoan 2, Diéu 9 Thong tu
nay.
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2. Tem buu chinh, hd so mau thibt ké va tal lidu c6 lién quan duoc dung
trong bia ho so tem buu chinh (Phu luc 2).

Diéu 11. Péng goi

1. Tem buu chinh dugc dong gdi nhu sau: ‘ ) )

a) Céc to tem cta bo tem duoc 16t trén va dudi bang gidy chong dinh;

b) Ding gidy tring dtp 1éch (duplex) dinh hwong 220g/m2 c¢é khudn khd
bang to tem dé 16t trén va dudi cde to tem;

¢) Cée to tem duoc bing bing gidy tréng (be ngang 3- SCm) theo hinh chit
thap bén ngoai dé giit chit, tranh x0, 1&ch trong qué trinh bao quén.

2. Toan bd tem buu chinh, hd so miu thiét ké va tai liéu c6 lién quan dugc
dung trong cac phong bi riéng biét cho ting loai c¢6 khudn khé 225 x 325 mm.
Piéu 12. Lap hd so lwu trir tem buwu chinh

_ 1. Mot bd tem buu chinh Viét Nam giai doan tir ndm 2015 tré di dugce lap
01 ho so luu trit tem buu chinh.

2. Hb so luu trit tem bu‘g chinh giua vao luu trit dugce 18p theo trinh tu va
ndi dung quy dinh tai Huéng dan 18p hé so luu trit tem buu chinh (Phu luc 3).

Chuwong IV
BAO QUAN TEM BUU CHINH LUU TRU QUOC GIA

Pidu 13. Hop bdo quan hd so lwu trik tem bwu chinh qudc gia

1. H so lwu trit tem buu chinh ctia cic bd tem phat hanh trong 1 nim theo -

Chuong trinh phét hanh tem buu chinh hang ndm dugc dung trong 01 Hop bao
quan tai liéu luu trix.

2. Hop bao quan tai liéu lwu trit duge quy dinh theo Tiéu chuén Viét Nam
TCVN 9252:2012 ban hanh kém theo Quyét dinh sb 1687/QD-BKHCN ngay
23/7/2012 ctia B6 Khoa hoc va Cong nghé. :

Pidu 14. Gia bdo quan tem buwu chinh hru tri qube gia

1. Céc hodp bao quan duoc xép vao cac giad bao quan tai lisu luu trit theo
Tiéu chudn Viét Nam TCVN 9253: 2012 ban hanh kém theo Quyét dinh 56
1687/Qb-BKHCN ngay 23/7/2012 cta B6 Khoa hoc va Céng nghé holc ti
riéng biét c6 két chu phi hop véi viéc bao quan lau dai.

2. Céc hép bao quan duge sip x8p theo céc kho tem buu chinh hru trit
qubc gia duge quy dinh tai Didu 4 Thong tu nay va theo thir tu thdi gian phat
hanh, t&r trén xubng dudi, tr trai qua phai.

Pidu 15. Co s& vat chit cho kho tem bwu chinh lwu trit quoc gia tai
B6 Théng tin va Truyén thong
1. Kho tem buu chinh fuu trit qudce gia dugce bé tri phong rleng, c6 dién
tich hop ly, d6 chiu tai ca san cao.
- 2. Phong luu trit tem buu chinh phai thong thoang, c6 didu hoa nhiét 9,
méy hat m (nhiét d6 20 = 2°C, d6 4m 50 £ 5%) va céc didu kién khéc phong



choéng nam, mdc va cac loai cdn trung dé€ bao dam tem buu chinh luu trit ludn & .

trong tinh trang chit lugng t6t nhét.

Diéu 16. Ché d¢ dio tem trong kho tem bwu chinh lwu tri quéc gia

Kho tem buu chinh luu trtr qubc gia tai BO Thong tin va Truyén théng
phéi dugc dao tem trong kho dinh ky 1 ndm/lan theo quy trinh do B Thong tin
va Truyén thong quy dinh dé bao dam chat lugng tem buu chinh fuu trit 18u dai.

Piéu 17. Ché dj vé sinh, an toan va phong chéng chiy, nd

1. Kho tem buu chinh luu trir phai thuong xuyén dugce vé sinh, klem tra
nim, mbc, mdi, mot va céc loai con tring khic d& c¢6 bién phap giai quyét phi

hop.
2. Thyc hién ding cc quy dinh vé sit dung dién, an toan va phong chéng
chdy, no.

3. Kiém tra khoa ti, khoa cira, niém phong d€ bdo dam an todn v€ moi
mat sau moi lan khai thac va dinh ky kiém tra.

Chwong V
NHUNG QUY PINH KHAC

Piédu 18. Trach nhiém lwu trit, bio quin tem bwu chinh luu trit quéc
gia

1. Bo Thong tin va Truyén thong chiu trach nhiém luu trl, bao quan tem
buu chinh danh cho luu trlt quéc gia, hd so miu thiét k& tem buu chinh Viét
Nam trong thoi han 10 nam ké tir khi bd tem duoc phat banh cho dén khi ndp
- lvu vao Luu trl Quéc gia.
2. Het thm han quy dmh ta1 khoan 1 Dieu nay, Bo Thong tin va Truyén
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chinh Viét Nam cho Lu’u tru’ Quoc gxa de luu trit theo quy dinh cia phap luat.

Piéu 19. Ngwoi lam cbng tac lu’u tri tem bwu chinh qudc gia

Ngu’ofx lam cong tac luu trit tem buu chinh quoc gia phai dugc dao tao, bdi
dudng v€ chuyén mén, nghiép vu luu trlk va kién thirc cén thiét khac phu hop
véi cdng viée luu trit tem buu chinh quoo gia.

Ditu 20. Hé théng sb séch,rcﬁng tac théng ké, bao cdo dinh ky

1. Céc hoat dong ¢6 lién quan dén quan 1y kho tem buu chinh luu trit qubc
gia duge thuc hién bing hé théng sb sach va bing luu trit dién 1,

2. Kho tem buu chinh luu trit cia B6 Thong tin va Truyen théng phai thuc

hién ché d6 théng k€ luu trt dinh ky hang nam; so lidu théng ké luu trit dugc
tinh tir ngay 01/01 dén ngay 31/12 clia niam.

Piéu 21. Kinh phi cho cdng tic luu trit tem buu chinh qudc gia tai B§
Thong tin va Truyén thong



Kinh phi cho cong tac luu trlt tem buu chinh quéc gia dugc b tri trong
nguon kinh ph1 hoat ddng hang nim cua BO Théng tin va Truyén théng va duoc
st dung vao céc cong vide sau day:

-a) Stra chita, cai tao kho tem buu chinh luu trit;

b) Mua sém thiét bi, phuong tién bao quan va phuc vu viéc st dung tem
“buu chinh luu trif;

¢) Thyc hién cac bién phap k¥ thuat bao quan, théng k&, a‘ao tem trong
kho tem buu chinh luu trit qubc gia;

d) Nghién ctru, ing dung khoa hoc cong nghé, hién dai hoa cong téc luu

_ Chu’@'ng VI
BIEU KHOAN THI HANH

Pidu 22. iBleu khoan th: hanh

1. Thong tu ndy c6 hiéu lyc thi hanh k& tr ngay/¢ thangd / nim 2015.

2. Chanh Vén phong, Vu truéng Vu Buu chinh, Vy trudng Vu K& hoach —
Tai chinh, Tong giam ddc Téng céng ty Buu dién Viét Nam, Tha trudng cac co
quan, don vi ¢6 lién quan chju trach nhiém thi hanh Théng tu nay.

3. Trong qua trinh thyce hién, néu c6 vén dé phét sinh hodic kho khin,
vudng mac, dé ngh1 cac to chitc, c4 nhan phan 4nh vé Bd Thong tin va Truyén
thong dé xem xét, giai quyét./. 3

- Van phong Quéc hoi;

- Vin phong Chit tich nudec;

- Vén phong Chinh phu;

- Vién Kiém sat nhan dan ti cao;
- Tda 4n nhan dan ti cao;

- Kiém todn Nha nudc;

- Céc B9, co quan ngang B, co quan thude

Noi nhan: BQ TRUONG

Chinh ph;
- Trang TTPT B3 TTTT; Nguyén Bic Son
- Cong bao; il S

- Cbng Thong tin dién tir Chinh phi,

- UBND, HEND céc tinh, thanh pho trie thude
TW; ‘

- Cuc Kiém tra vin ban (B8 Tu phéap);

- B§ trudong va céc Thit trudng BS TTTT;

- Téng cbng ty Buu dién Viét Nam;

- Céc co quan, don vi trye thuge B6 TTTT,
-Luu VT, BC.



UBND TiNH BAC GIANG
VAN PHONG

gé: 35 /SY -

Noinhgn:
- Luw: VI, TPVX2.
Bdn dién ti:
- Cht tich va cidc PCT UBND tinh;
- Céc S&, co quan thude UBND tinh;
- UBND céc huyén, thanh phé;
- Vin phong UBND tinh:
+1LPVP, TKCT;
+ Trudng cdc phong, don vi.

SAO Y BAN CHINH
Bdc Giang, ngay /4 thdng 01 ndm 2015

KT. CH{&NH VAN PHONG




Phu luc 1. Mau Bién bin giao nhén ho so Iiru trit tem bwu chinh
(Ban hanh kém theo Théng tur s6 &$/2014/TT BTTIT ngay 50 thang { E,Ilam 2014 cia
B trudng BO Thong tin va Truyén thong)

* BOTHONG TIN VA TRUYEN THONG CONG HOA XA HOI CHONGHIA VIETNAM
~ Dgelap - Ty do - Hanh phiic
Sb: /BB-BTTTT Ha Néi, ngay thang  ndm
BIEN BAN GIAO NHAN HO SO LUU TRU
. TEM BU'U CHINH

- Cén ¢t theo quy dinh cta Thong trsé  /2014/TT-BTTTT ngdy théng
ném 2014 cta B trurong B6 Thong tin va Truyen thong quy dinh chi tiét v& luu
trit qubc gia dbi véi tem buu chinh Viét Nam; hd so méu thiét ké tem buu chinh
Viét Nam va tem buu chinh céc glaz doan trude.

Bén giao (Tong cong ty Buu dién Viét Nam):
- Dai dién 1a: Ong (B&) cvvvvvvveeeieee e,
- Chirc vu: :

Bén nhén (B6 Théng tin va Truyén théng):
-Pai dign12: Ong (bA) ..ooovveeeie e,
- Chire vu:

Cung nhau tién hénh giao nhan tem buu chinh, hé so mau thidt ké va céc
tai ligu lién quan nhu sau:
1. Tem buu chinh va an phim c6 in tem buu chinh: .
a) Tem buu chinh song, cobrang: L.
Tem buu chinh song, ¢6 ring specimen: ...
b) Bléc song, co rang (neu cody
Bloc song, c6 réng specimen méucd): e
c). An phim ¢6 in tem buu chinh (phong bi in tem, buu gian, buu thiép c6
intemnéucd):

2. Hb so miu thiét ké va tai lidu 6 hen quar:

a) MAu thiét ké tem buu chinh duge Hoi ddng tu vn qubc gia v& tem buu
chinh lwa chon:

b) MAu thiét ké tem buu chinh chinh thire: ...

c) Tem, bléc tem buu chinh intht: .ol

d) Vén ban xac nhén clia co quan c6 thim quyén chuyen nganh lién quan
v& chc noi dung thé hién trén miu thiét k& tem buu chinh: ........ ban chinh

d) Bia phat hanh dc biét bo tem (néucé)  .eriiin..

Pai dién bén giao - Dai dién bén nhin
(ky, ghi rd ho tén) (ky, ghi 6 ho tén)






* Phu lyc 2: MAu Bia Hb so Ivu trit tem buu chinh
(Ban hanh kém theo Thong tu $6 2#2014/TT-BTTTT ngay 3d thang {2 nam 2014 cua
Bo truéng BO Thong tin va Truyén théng)

B$ Théng tin va Truyén théng

...................................

MEhd 8Ot .venn.. .
BQ TEM BUU CHINH
“Ténvb(f) tem”
NAM... '
Tirngay...........denngay............

Gom ...... to
Phong s6:............. Thot han bao quén
Muc luc 8§60, Vinh vién

Hdsosbiuiiinninn.,




Phy lyc 3: Huéng din 1ap ho so lwu trit tem buwu chinh
(Ban hanh kém theo Thong tu s6 L#/2014/TT-BTTTT ngay 3¢ thang/? nim 2014 cia
Bb trudéng Bo Thong tin va Truyén thong)
L. Céc bude lap, hd so luu trlt cho 01 bd tem buu chinh:

a) M& hd so viét tieu dé hd $0;

b} Thu thép tem buu chinh, hd so mau thiét ké, tai liéu dua vao hd so;

c) Sap x€p tem buu chinh, hd so mAu thiét ké, viét muc luc tai lidu;

d) Viét chimg tlr két thuc.

I1. Noi dung cu thé timg budc cbng téc lap hd so:

1. Mé hd so viét tidu dé hd so (Phu luc 1)

Cén bd duoc giao thyc hién cong tic 1ap hd so mé hd so, viét tiéu d& hd so, sb
hd so, thoi han bao quéan vao bia hd so (Tidu chudn Viét Nam TCVN 9251: 2012 ban
hanh kém theo Quyét dinh sb 1687/QD-BKHCN ngay 23/7/2012 ciia B6 Khoa hoc va
Cong nghé).

a) Tiéu dé& hd so 14 tén hd so, ghi 13 “Hb so bod tem eru chinh (tén bd tem buu
chinh) nim.. . (ndm phat hanh by tem) clia B§ Thong tin va Truyén théng;

b) Ma hd so gh1 so hd so dugc danh theo thir t phat hanh bd tem trong nim, sb
diu tién 13 01 cho dén b két thic nim do;

.¢) Thoi han bdo quén ghi: “Vinh v1en

2. Thu thap tem buu chinh, hd so miu th1et ké va tai lidu ¢6 lién quan

Cén bd dugc giao thyc hién cong tac 1ap hd so ¢6 trach nhiém thu thip toan bd
cdc ndi dung durge ghi tai khodn 1, khoan 2 clia Didu 8 ciia thong tu nay.

3. Sép xép tem buu chinh, ho so mau thidt ké, viét muc luc tai liéu

a) Tem buu chinh, hd so mau thiét ké va tai liéu ¢6 lién quan duge sip xép theo
thir tir duge ghi tai khoan 1, khoan 2 ciia Didu 8 cta thong tu nay;

b) Sau khi shp xep tem buu chinh, hd so miu thiét k& va tai lidu, t1en hanh viét
tor 56 va viét muc lye de c¢b dinh hé so.

Viét t& s6: t& 58 1a thir tye vi trf coa tai litu xep trong hd so; 1o s6 duge ghi but
chi, & goc trén, bén phai cua tai liéu; bt dau tir 01 dén hét. :

Viét muc luc ho so (Phu luc 3): muc luc ho so 13 théng ké cac théng tin cln
thiét cua tai liéu & trong hé so; muc luc viét ¢ mét cla trang 2 cia bla hd so. Trudmg
hop muén bd sung tai liéu sau khi da viét t& sb thi ghi s6 triing véi s6 to trude va kém
thém chit cai a, b, c.

4. Vibt két thc hd so

Viét két thuc ho so d& x4c dinh s lugng va tinh trang vat ly cda tai liéu co
trong hd so. Vi trf viét chitng tlr ket thic & tai canh ctia bia hd so, ndi dung gbm:

a) Don vi bdo quén nay gbm cé: ... tr (tdng sb tai lidu co trong hd so, bao gbm

c4 to mue luc). Viét bang chir: ... to.
b) Puge danh sb tir s6. .. den sb...
Sé (10137 SO
S6 khuyét...........
¢) Muc lyc van ban gdm ... t& (sb to muc luc hd sO).
(Viét ba;ng chift v, )

d) Pic dxem tai liéu trong hd so: ghi chat lugng gidy, tinh trang vét Iy réch, x4u,
mét mau, nhoe, tdy xda..
..ngay . thang .ndm... (ghi dia d1em thei gian 14p ho s0).
d) Ngay thang ném, ngum lap hd so, viét ho, tén va chix ky.
e) Phén bd sung: viét cac thong tin bd sung vé tai lidu.
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Phu luc 4. MAu Muc Iuc hd so
(Ban hanh kém theo Théng tw s6 A 4/2014/T T-BTTTT ngayjo thang {2 ndm 2014 cta
B trudng BS Thong tin va Truyen thong)

MUC LUC HO SO

TT

Tén tai liéu

DPon vij
tinh

S6
Iwgng

2.3

Ghi

¥

chu

I. Tem buwu chinh va 4n phim c6 in tem
biru chinh

Tem buu chinh séng, ¢é ring

Tem buu chinh song, c6 ring specimen

Bl6c sOng, 6 ring (n€u cd)

Bl6c s0ng, ¢b ring specimen (neu cd)

W oida> W [ e

An phém c6 in tem buu chinh (phong bi
in tem, buu gian, buu thi€p cé in tem, néu
cd) '

II, H6 so' mau thiét ké va tai lidu c6 lién
quan

M3u thiét ké tem buu chinh duoc Hoi
ddng ti van quoc gia v€ tem buu chinh
Iira chon

M?Au thiét k& tem buu chinh chinh thitc

Tem, blbc tem buu chinh in thir

Vin ban xéc nhén cla co quan cd tham
quyen chuyén nganh

Chuong trinh phét hanh tem buu chinh
hang ndm

Quyét dinh phét hanh b sung (néu cd)

Quyét dinh in b6 tem

Thoéng béo phét hanh b tem

NGO (=T | ON

Quyét dinh dinh chi, dinh ban b tem
(néu co)

Bia phét hanh d%c biét (néu co)
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