) Phu luc | )
MAU DANH MUC HO SO
vt dinh: 49 /OD-SKHCN ngay 29 thang 3 nam 2025
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apsdoc So Khoa hoc va Cong nghé tinh Quang Ngai )

TEN CQ, TC CAP TREN CONG HOA XA HQI CHU NGHIiA VIET NAM
TEN CO QUAN, TO CHUC Poc lap - Tw do - Hanh phuc

DANH MUC HO SO CUA SO KHOA HQC VA CONG NGHE
~ Nam ....
(Ban hanh kem theo Quyét dinh so .... ngay ... thang .... nam cua ....)

So va Tén dé muc va tiéu daé Thoi han Pon vi/ Ghi
Ky hi¢u ho so bdo quén | nguoilip cha
HS ho so
1) (2) ) (4) ()
I. TEN PE MUC LON
1. Tén dé muc nhé
Tiéu dé ho so

Ban Danh muc ho sondy co ........... W ho so, bao gom:
................. @ ho so bao quan vinh vién;
................ @ ho so bao quan co thoi han.

QUYEN HAN, CHUC VU CUA NGUOI KY
(chit ky, dau)
Ho va tén

Huéng din sir dung:
Cot 1: Ghi s va ky hiéu cua hd so.
Cot 2: Ghi sb thtr tu va tén dé muc 16n, dé muc nho; tiéu dé ho so.
Cot 3: Ghi thoi han bao quan cua hd so: Vinh vién hodc thoi han béng s6 nam cu thé.
Cot 4: Ghi tén don vi hodc ca nhan chiu trach nhiém lap hd so.

Cot 5: Ghi nhitng thong tin dac biét vé thoi han bao quan, vé nguoi lap hd so, hod so
chuyén tir ndm trudc sang, ho so loai mat v.v....

(1) Ghi téng s6 ho so ¢ trong Danh muc.

(2) Ghi s6 lwong hd so bao quan vinh vién, sé luong hd so bao quan cé thoi han trong
Danh muc./.
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TEN CQ, TC CAP TREN

_) CONG HOA XA HOI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC

Poc lap - Tu do - Hanh phic

Quang Ngdi, ngay... ... thang... ..... nam ......

TEN PON VI (ndp leu tai liéu)
MUC LUC HO SO, TAI LIEU NQP LUU

Nam 20...

S6 | SO, ky | Tiéu dé ho so Thoi Thoi S6 | Ghi
TT hi¢u gian TL | han bao | to/So cha
HS quan trang
1) 2) 3) (4) (5) (6) (7)
Muc 1UC NAY GOM: ...ovveeeeeeeeieeie, hd so (don vi bao quan).
VIEt DANG COT .ot ho

so (don vi bdo quan).
Trong do co:
............................ ho so (don vi bdo quan) bao quan vinh vién;

............................ ho so (don vi bdo quan) bdo quan c6 thoi han.

.. thang ..... nam 20.......

Ngum lap
(Ky va ghi ro ho tén, chirc vu/chirc danh)

Huéng din cach ghi cac cot:
Cot 1: Ghi sb tht tu coa hop hodc cép tai li¢u giao ndp.
Cot 2: Ghi s va ky hiéu cua hd so nhu trén bia ho so.
Cot 3: Ghi tiéu dé hd so nhu trén bia ho so.
Cot 4: Ghi thoi gian sém nhét va mudn nhat ctia van ban, tai liéu trong hd so.
Cot 5: Ghi thoi han bao quan cua hd so nhu trén bia hd so.
Cot 6: Ghi tong sb to tai lidu co trong ho so.

Cot 7: Ghi nhitng thong tin can cht y vé ndi dung va hinh thirc cta van ban c6 trong
ho s0./.
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TEN CQ, TC CAP TREN ~ CONG HOA XA HQOI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUC Poc lap - Tu do - Hanh phuc
Quang Ngdi, ngay...... thang... ..... nam ......
BIEN BAN

Ve viéc giao nhan tai li¢u

Cén ctr Nghi dinh s6 30 /2020/ND-CP ngay 05 thang 3 nam 2020 cua
Chinh phu vé cong tac van thu;

Cancu...... (Danh muc hé so nam ..., Ké hoach thu thap tai liéu.....),
Chung toi gdbm:

BEN GIAO: (tén don vi giao nép tai liéu), dai dién la:

CONG (DAY e
Churc vu cong tac/chirc danh: ...
BEN NHAN: (Luu triv co quan), dai dién 1a:

FONG (D) e
Churc vu cong tac/chirc danh: ...

Théng nhat 14p bién ban giao nhén tai liéu véi nhimg ndi dung nhu sau:

1. Tén khéi tai lHeu ZIa0 NOP: «...evveeee et
2. Thoi gian cla tal lHEU: ...ooviiii e
3.86 luong tai ligu:

= TONE SO NOP (CAD): -t
- Tong s6 hd so (don vi bao quan); ............. Quy ra mét gia: ......... mét

3. Tinh trang lai liéu giao nop:

4. Muc luc hd so, tai liéu nop luu kém theo.
Bién ban nay dugc 1ap thanh hai ban; bén giao (don vi /c& nhan) gitt mot
ban, bén nhan (Luu trlr co quan) gitr mot ban./.

PAI DIEN BEN GIAO PAI DIEN BEN NHAN
(Ky tén va ghi ro ho tén) (Ky tén va ghi ro ho tén)
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I. SO NHAP TAI LIEU
1. Quy cach So
S6 nhap tai liéu kich thude: 210mm x 297mm
2. Cau tao SO
a) TO bia, gdm céc thong tin:
- Tén co quan: VD. SO KHCN TINH QUANG NGAI
- Tén s6: SO NHAP TAI LIEU

- bia danh va thoi gian sir dung s6

b) Phﬁn dang ky duoc trinh bay trén trang gidy kho A3 (420mm x
297mm), gom 10 cot:

?10 tl?l}gay Van | oo Tén sé Thoi 1 S6 Dic th,i
thwr Elng b_an quan (ca phdng phong gian cua wong d\lem chu
nhip | ndp | o5 cai | bo tiligu) hinh tai

liéu ligu
w0 @ |6 (4) ®) (6) () (8) © | Q0

lidu ctia mot 1an nhap s& dugc ghi cu thé & cac cot 4, 5, 6, 7...

Huéng din cach ghi cac cot:

(1) Sb thtr tu: Ghi s6 thtr ty 1an nhép, cac s liéu vé phong, don vi ndp luu trit hay tai

tu 1an nhép.

co quan c6 tham quyén thu nhan tai liéu luu tri.

(2) Ngay, thang, nam nhap: Ghi r0 ngay, thang, nam nhap tai li¢u.....

trén co s¢ c6 chung mot so thir

(3) Vin ban giao ndp: Ghi sd, ky hiéu, ngay thang nim cta bién ban giao ndp tai liéu.

(4) Tén don vi ndp tai liéu (don vi co cdu truc thude co quan):

(5) Bon vi c6 tai liéu:...

(6) S(‘)qph(ﬂ)ng:‘ Ghi s6 théng ké cua phong da duoc ding ky trong danh sach phong cta

(7) Thoti gian cua tai liéu: Ghi nam dau va nam cuoi cung cua tai liéu nhap.

(8) S6 lugng: Néu 1a tai liéu dd chinh 1y ghi s6 luong don vi bao quan. Néu tai liéu
chua chinh ly hodc tai liéu c6 vat mang tin khac ghi ) luong theo don vi giao ndp cu thé, d6i
v6i timg loai hinh tai liéu. Nhung d6i véi luu trit ¢6 thanh phan tai liéu bao quan c¢b dinh chi
thu nhan tai liéu da 1ap ho so, chinh 1y hoan chinh.
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(9) Pic diém, tinh hinh tai liéu: Ghi nhan xét khai quat khoi tai liéu nhap vé: tinh trang

vat 1y va chat luong t chirc sip xép bén trong cua khéi tai liéu giao ndp.

(10) Ghi chi: Ghi ngén gon nhitng diéu can thiét khac tuy theo yéu cau cta quan 1y.
I1. SO XUAT TAI LIEU

1. Quy cach So6

S6 xuat tai liéu kich thude: 210mm x 297mm

2. Céu tao S6

a) TO bia, gdm céc thong tin:

- Tén co quan: VD. SO KHCN TINH QUANG NGAI

- Tén s6: SO XUAT TAI LIEU

- bia danh va thoi gian sir dung s6

b) Phan ding ky duogc trinh bay trén trang gidy kho A3 (420mm x

297mm), gdbm 10 cot:

S6 r?u]gay S0 Xuit di Tenva | s S6 hd | S0 | Ngudi th,i
thi t ?ng ph}eu dz,tu, muc | 56 phong | muc so wong nhan chu
nam yeu dich, can ’
tw £ P . % luc
: xuat cau cw xuat :
@ @ 3) (4) () (6) () (8) @) | (10)

Huéng din cach ghi cac cot:

(1) S6 thir tw: Ghi s6 thir ty 1an xuét.

(2) Ngay, thang, nam xuét: Ghi rd ngay, thang, nim xuat tai liéu.....
(3) S6 phiéu yéu cau xuat: Ghi rd s6 phiéu xuat.

(4) Xuat di dau, myc dich, can ctr xuat: Néu rd 1y do, myc dich xuat (VD: Xuat di

chinh 1y hodc di huy tai liéu,...).

(5) Pon vi ¢o tai liéu va sd phong: (S6 phong thi ghi s6 thong ké cuia phong da duoc

dang ky trong danh sach phong ctia co quan c¢6 tham quyén thu nhan tai liéu luu trir).

(6) S6 muyc lyc: Ghi ré muc luc s6 may, gdom may quyén muc luc.
(7) SO ho so: Ghi tong s6 ho so xuat di (tir ho so nao dén ho so nao).

(8) S6 lugng: Néu 14 tai liéu da chinh 1y ghi sé luong don vi bao quan. Néu tai liéu

chua chinh 1y hoac tai li€u c6 vat mang tin khac ghi ) lugng theo don vi giao ndp cu thé, dbi
voi1 tung loai hinh tai li€u. Nhung do6i voi luu trit c6 thanh phan tai liéu bao quan co6 dinh chi
thu nhan tai li€u da lap ho so, chinh 1y hoan chinh.

(9) Nguoi nhan: Ghi r6 rang ho va tén nguoi nhan tai liéu.




297mm), gdbm 10 cot:

(10) Ghi chu: Ghi ngin gon nhiing diéu can thiét khac tuy theo yéu cau cta quan 1y.
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I11. SO PANG KY MUC LUC HO SO

1. Quy cach So

a) Kho gidy A4 (210mm x 290mm)
b) Kiéu trinh bay ngang

2. Céu tao S6

a) T bia, gdm cac thong tin:

- Tén co quan: VD. SO KHCN TINH QUANG NGAI

- Tén s6: SO PANG KY MUC LUC HO SO

- bia danh va thoi gian sir dung sO

b) Phan diang ky, dugc trinh bay trén trang gidy kho A3 (420mm x

S6 thir ten | Thoigian | o« Sébin | Thei | Ghi
tw diang | Phong | Muc cua tai liéu N2 | 6 tir ciia | han bio | chu
, I % | muc . don vi cua muc -
ky muc SO luc so co trong - 2 muc luc : quin
luc bao quan luc
luc muc luc
1) @ | & | @ () (6) (7) (8) 9 |10

Huéng din cach ghi cac cot:

) (1) S6 thir ty ding ky muyc lyc: Ghi s thir tu dang ky cac muyc luc ho SO trong luu tri.
SO thir tu chi dugc ghi mot 1an cho moi muc lyc h6 so. Truong hop muc luc ho so bi loai ra
khéi "S6 dang ky muc luc ho so" thi s6 thir tu bo trong.

(2) Phong s6: Ghi s phong da duoc quy dinh trong "S6 dang ky cac phong luu trix".

(3) Muc luc s6: Ghi s6 muc luc hd so da duoc quy dinh trong pham vi mét phong.

(4) Tén muc luc: Ghi tén goi déy du cta muc luc ho so.

(5) Thoi gian cua tai liéu trong myc luc: Ghi ndm bt dau va nam két thuc cua tai liéu
dugc thong ké trong muc luc ho so.

(6 S6 lugng don vi bao quan: Ghi s6 lwong don vi bao quan duoc thdng ké trong muc
luc ho so.

(7) S4 to ctia muc luc: Ghi sb luong to cua muyc luc hd so.

(8) S4 ban cua muc luc: Ghi sd luong ban cua muc luc h so hién ¢6 trong luu trir.

(9) Thoit han bdo quan: Ghi thoi han bdo quan cua tai li€u c6 trong muc luc hd so.

(10) Ghi chu: Ghi viéc huy, thay d6i hoic chuyén giao muc luc hd so di noi khac...




		2025-03-31T07:34:24+0700


		2025-03-31T07:34:58+0700


		2025-03-31T07:34:58+0700


		2025-03-31T07:34:58+0700


		2025-03-31T07:35:51+0700


		2025-03-31T07:35:51+0700


		2025-03-31T07:35:51+0700


		2025-03-31T07:36:29+0700


		2025-03-31T07:36:29+0700


		2025-03-31T07:36:29+0700




