1. Quy cach So
S6 nhap tai liéu kich thude: 210mm x 297mm
2. Ciu tao SO
a) TO bia, gdm céc thong tin:
- Tén co quan: VD. TRUONG BDAI HOC TAN TRAO
- Tén s6: SO NHAP TAI LIEU

- bia danh va thoi gian sir dung s6
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b) Phﬁn dang ky duoc trinh bay trén trang gidy kho A3 (420mm x
297mm), gom 10 cot:
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Huéng din cach ghi cac cot:

(1) Sb thtr tu: Ghi sb tha tu 1an nhép, cac s liéu vé phong, don vi ndp luu trit hay tai
li¢u ctia mot 1an nhédp sé dugc ghi cu theé & cac cot 4, 5, 6, 7... trén co sd cd chung mot so thi

tu 1an nhép.

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

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

(5) Bon vi c6 tai liéu:...

(6) Séqph()ng:‘ Ghi s thong ké cta phong da duoc ding ky trong danh sach phong cua

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

(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 li€u c6 vat mang tin khac ghi ) luong theo don vi giao ndp cu thé, di
v6i timg loai hinh tai liéu. Nhung d6i véi luu trit c¢6 thanh phan tai liéu bao quan c¢b dinh chi
thu nhan tai liéu da 1ap ho so, chinh 1y hoan chinh.

(9) Pic diém, tinh hinh tai liéu: Ghi nhan xét khai quat khi tai liéu nhap vé: tinh trang
vat 1y va chat lugng t6 churc sap xép bén trong cua khai tai li¢u giao ndp.

(10) Ghi chi: Ghi ngén gon nhitng diéu can thiét khac tuy theo yéu cau cta quan ly.




297mm), gdbm 10 cot:

MAU 02: SO XUAT TAI LIEU

1. Quy cach Sé

So xuéat tai liéu kich thudc: 210mm x 297mm

2. Ciu tao SO

2

a) TO bia, gdm céc thong tin:
- Tén co quan: VD. TRUONG BPAI HOC TAN TRAO
- Tén s6: SO XUAT TAI LIEU

- bia danh va thoi gian st dung sb

b) Phan ding ky duoc trinh bay trén trang gidy khd A3 (420mm x
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thu nhan tai liéu da 1ap hd s0, chinh 1y hoan chinh.

Huéng din cach ghi cac cot:

(1) S6 thir ty: Ghi s6 thir tyr 1an Xuat.

(2) Ngay, thang, nam xuat: Ghi rd ngay, thang, nam xuat tai lidu.....

(3) S6 phiéu yéu cau xuat: Ghi rd sb phiéu xuit.

(4) Xuat di dau, muc dich, can ctr xuit: Néu rd ly do, myc dich xuat (VD: Xuét di
chinh 1y hoac di huy tai li€u,...).

(5) Pon vi ¢6 tai liéu va sb phong: (S6 phong thi ghi sd thong ké cua phong dd duoc
dang ky trong danh sach phong ctia co quan ¢6 tham quyeén thu nhan tai liéu luu trix).

(6) S6 muc luc: Ghi rd muc luc s6 may, gobm may quyén muyc luc.

(7) S6 ho so: Ghi tong s6 hd so xuat di (tir hd so nao dén hd so nao).

(8) S6 lwong: Néu 14 tai liéu da chinh 1y ghi s6 lwong don vi bao quan. Néu tai liéu
chua chinh ly hodc tai liéu c6 vat mang tin khac ghi s6 lugng theo don vi giao ndp cu the, doi
voi ting loai hinh tai liéu. Nhung d6i vai luu trir ¢6 thanh phan tai liéu bao quan c6 dinh chi

(9) Nguoi nhan: Ghi 13 rang ho va tén nguoi nhan tai ligu.

(10) Ghi cha: Ghi ngan gon nhiing diéu can thiét khac tuy theo yéu cau cua quan 1y.




297mm), gdbm 10 cot:

1. Quy cach So6

MAU 03: SO PANG KY MUC LUC HO SO

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

2. Céu tao S6

a) TO bia, gdm céc thong tin:
- Tén co quan: VD. SO Y TE 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
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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 mo6i muc lyc h6 so. Truong hop muc luc ho so bi loai ra
khoi "S6 dang ky muc luc ho so" thi so thir tw 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 muc luc: Ghi nam bét 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 luong don vi bao quan duoc thdng ké trong muc
luc ho so.

(7) S4 to ctia muc luc: Ghi sb luong to cua muc 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 quén cua tai li€u c6 trong muc luc hd so.

(10) Ghi chl: Ghi viéc huy, thay d6i hodc chuyén giao muc luc hd so di noi khac...
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MAU 04: SO PANG KY POC GIA

1. Quy céch Soé

a) Kho gidy A4 (210cm x 290cm).

b) Kiéu trinh bay ngang.

2. Céu tao S6

a) T bia, gdm cac thong tin:

- Tén co quan:

Dong trén: TEN CO QUAN CHU QUAN.
Dong dudi: TEN LUU TRU CO QUAN
- Tén s6: SO PANG KY POC GIA.

- Pia danh va thoi gian sir dung so.

b) Phan dang ky, gom 8 cot:
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(1) S6 thir tu: Ghi s6 thir ty doc gia duge dang ky trong nam.

(2) Ngay/thang/nim: Ghi ngay, thang, nim doc gia yéu cau st dung tai lidu.

(3) Ho va tén doc gia: Ghi ho va tén cua nguoi su dung tai li¢u.
(4) Quéc tich: Ghi Qudc tich cua doc gia.
(5) S6 CMND/H$6 chiéu: Ghi s6 Chimg minh nhan dan, Ho chiéu cua doc gia.

(6) Co quan cong tac: Ghi co quan cong tac cuia doc gia.

(7) Chii dé nghién ctru: Ghi ndi dung doc gia nghién ciru.

(8) Dia chi lién hé¢, dién thoai: Ghi dia chi va s6 dién thoai ctia doc gia./.
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