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BAN CHAP TdNu TRUNG UONG
vAN pndNc

*
so o+noNPTw

oANc ceNG sAN vgr NAM

Hd N|i, ,gdy 04 thdng I I ndm 2020

HTIOT{G DAN
quin ry tni liQu cria cdc co quan, t6 chric ding,

Mit trfn T6 qu6c Viet Nam vi cic t6 chric chinh tri - xi hQi

khi gini th6, chia, tich, srlp nhfp

Thgc hiQn Luat Luu trfr s6 0Il20l1/QHl3 duo. c Qudc hQi th6ng qua ngdy

llllll20Il vd Quy tlinh sO ZZO-qE/TW, ngey 06112/2014 c:ira Ban Bi thu
Trung uong Dang ve tnOng Luu fitr Dang CQng san Viet Nam, Vin phdng

Trung uong Ding hudng din quin li tei li6u cua c6c co quan, t6 chric ding,
M[t trin T6 qu6c ViQt Nam vd cilc td chric chinh fi - xd hOi khi giii th6, chia,

tich, s6p nhpp nhu sau:

1. Phgm vi didu chinh, e6i tugng 6p dgng

1.1, Phgm vi iliiu chinh

a) vdn bin ndy huong d6n quan ry tei hQu (bao g6m tdi lieu gi6y, tdi liQu

nghe nhin vd tdi liQu ttiQn tu...) qia c6c co quan, td chric khi gini th6, chia, t6ch,

s6p nhfp.

b) Truong hqp co quan, t6 chric ktit thric hoat dQng, chuy6n giao, hgp nh6t

co th6 vpn dgng Huong din niy.

1,2. Ddi tu{try dp dqng

a) vin bin niy 6p dpng eoi vcri cdc co quan, t6 chric ding, Mat trin T6
qutic Vipt Nam vd c6c ti5 chric chinh tri - xd hQi cdc c6p (sau rtdy gqi chung ld co
quan, t6 chric) khi gini th6, chia, tdch,s6p nhap.

b) Luu tr& lich sri cria Trung uoxg Ding, Luu trf lich sri cta tinh uy,
thanh uy (sau tldy ggi chung ld Luu trfi lich sri ctra Ding) vi Lrnr trfr co quan
c:fia cdc co quan, t6 chric cfi (sau ttdy ggi chung ld Luu trft co quan cfr), Luu trfi
co quan ctia co QUffi, td chrlc moi (sau il6y ggi chung ld Luu trfr co quan moi)
thyc hiQn Huong ddn ndy khi co quytit dinh cria co 9uffi, t6 chric co thAm quyAn



vA vi€c giao nQp, ti6p nhan, quan ry tai fipu cua c6c co guffi, tti chric thuQc
I ^ 1 r.

ngu6n nQp luu khi gini th6, chia, tich, s6p nhQp.

2. YGu ciu vir trich nhiQm cfra cc quan, t6 chri'c, tlon vi, ci nhin

2.1. YAu ciu

a) Toan bg tei fiEu hinh thinh trong qu5 trinh hopt dQng cira co quan, t6

chric khi gi6i th6, chia , t6ch, s6p nhap phii duqc quan lf tflp trung thdng nh6t
.l A ,,4
theo nguy€n tdc kh6ng phdn tiln, xE 16 ph6ng ltru trfr.

b) Tai heu hinh thenh trong qu6 trinh ho4t dgng cria co quan, t6 chric ndo

phii ituqc thu thap, chinh lj', thdng kd vd b6o quin theo ph6ng hnr bf cria co
,A 1 , !,quan, t6 chric d6. Khi ban giao tii ligu phii lip bi6n ban biur giao, kdm c6c vdn

ban huong din chinh lf vd mgc lgc th6ng k€ tii 1i0u.

c) C6c co quan, t6 chirc, don vi, c6 nhdn kh6ng dugc chiiSm git, lim hu

h6ng, m6t m6t hay ti€u hu! h6i ph6p tii lieu khi co quan, t6 chric giii th€, chia,

t6ch, s6p nhap.

d) Qunn li tii liQu an tod,n vi thuc hipn dring quy ttfnh hiqn hdnh vA bao

ve bi mft thdng tin cria tai lieu khi co euffi, t6 chric gi6i thO, chia, t6ch, s6p nhQp.

d) Khi co quan, td chric gi6i th€, ktit thric hoat dQng phni n$p con d6u vd
.A | , ! A i ri r -- - A ' -

gidy chimg nhfln tti ding kf mdu ddu cho co quan cdng an noi tldng kf mdu

dAu. Trusng hAp co quan, td chric holc Luu trfl lich su cria Ding cin gifr con

d6u de luu trfi, phUc vU nghi€n cuu lfch sir thi trao d6i, thting nhat voi co quan

cdng an trong viQc bin giao, titip nhan, luu trfr con dAu h6t gi6 tri sri dung.

2.2. Trdch nhiQm cfia co quan, td chfic, iton v!, crt nhfrn

a) Tr6ch nhiem cria co guffi, t6 chric trudc khi gini th6, chia, t6ch, s6p nhflp

- Ngudi tttmg ddu co quan, ti5 chric khi gi6i th6, chia,t6ch, s6p nhap chi

d4o, ki6m tra, t6 chrlc thu thfp vi giao nQp tii liQu tu c6c don vi, c6 nhAn vdo

Lrnr trfr co quan vd tu Lrnr trtr co quan cfl vdo Luu trfr co quan m6i ho{c vio
Luu trfr lich su cfia Ding.

- B0 phan v[n thu, ltm trfr ho[c ngucri dugc giao nhiQm vU vdn thu, luu

trfr cria co quan, ti5 chric khi gini th6, chia, tich, s6p nhap tham muu gitp nguoi

drmg dAu co guffi, t6 chric chi d4o, ki6m tra, huong ddn viec lflp hO so vi giao
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nQp hd so, tdi liQu vdo Luu trtr co quan e6i voi co quan, t6 chrlc, tlon vi cdp

duoi; td chrlc lfp hd so vd nQp luu h6 so, tdi liQu vdo Luu trfr co quan t4i co
,A | ,quan, t6 chric; giao nQp hd so, tdi lieu vdo Luu trfr co quan mcri hoic vdo Luu

trt lich sir cria Ding.

- Nguoi dtmg dAu don vi trong co quan, tO chric khi gini th6, chia, tirch,
s6p nhpp, chiu tr6ch nhiQm trudc ngudi thmg dAu co quan, t6 chric v€ vigc t6

| , r^ r L
chric lap hd so vd ndp luu hd so, tdi ligu cria don vi vdo Luu trfr co quan.

- CLc don vf, td chric, c6 nhdn trong co quan dugc giao giii quytit c6ng

vigc c6 tr6ch nhiem thu thip, lflp hO so, th5ng k6 mpc tUc h6 so, th6ng k6 mgc
lgc tai liQu nQp luu vi giao nQp todn bQ hd so c6ng vigc (ci tdi ligu gi6y,tii li-eu

nghe nhin vi tdi liqu ttiEn tft) de ki5t thric do don vi, td chfc, c6 nhdn ctdm nhiQm

vdo Lrnr trfr co quan.

* Trudmg hgp co euffi, td chric gidi th6, chia, tilch, s6p nhap khdng tp
chinh lf duqc tdi liQu t16 nQp hnr theo quy dinh, cln trao d6i voi co quan, t6
chric mdi ho{c Luu trfr lich sri cria Eing tt6 thting ntr6t viec chinh lf vd giao nQp

vdo luu trft theo quy tlinh.

b) Tr6ch nhiQm cria co quan, t6 chric mdi

- Ngucri dung dAu co guffi, t6 chric mcri chi dpo, ddn d6c vigc ti6p nhpn vd
qu6n li tei fiQu cfra co quan, td chric khi gini th6, chia, t5ch,s6p nhflp theo quy6t

dinh cria co quan, td chric c6 th6m quyen.

- Luu trfr co quan moi xdy dung kii ho4ch, huong ddn, nem tra, fi6p nhan
vd quin li hd so, tdi li6u cria c6c cs quan, t6 chric khi gini th6, chia, t6ch, s6p

nhap vio luu trt theo quy dinh.

- Lrnr trfr co quan mdi ki6m tra, tl6i chia5u thgc t6 h6 so, tdi liQu giao nQp

voi muc lUc h6 so, muc lgc tdi liQu; kiiSm ta cdc file tii liQu ttien tu, inh/file
inh, file/dia ghi 6m, filelffiaghi hinh vd titip nhfln c6c 6 cung m6y tinh , chc m6y
chir kdm theo (ni5u c6).

- Luu trfr co quan mdi lap "Bi€n ban giao, nhan tdi li6u" thanh ba ban, b€n
giao nQp h6 so, tdi liQu git mQt ban, b6n titip nhgn git hai ban vd l|p hO so vd

t I ...- |
viQc giao nQp hO so, tdi liQu khi kdt thric ban giao.

(Mdu bi6n bdn giao, nhqn tdi li€u vdo Ltru trfr co quan: phu lac sii t|.



c) Trich nhigm cria Lrm trt co quan cAp uf huyQn

Lrnr trft co quan cAp uj' huyQn xAy dpg k6 hoach, hudrng d6n, ki6m tra vir

t6 chirc thu th4p hd so, tii lieu ctra c6c co quan, tl5 chirc thuQc ngu6n ngp luu

vio Luu trfr co quan c6p uf huyQn khi gini th6, chia, tdch, s6p nhap tt6 quan $
. .rl a , r A r r . - r. I r t ht

vd t6 chric giao nQp viro Luu trt lich sri ctra Dang theo hucmg ddn hien hnnh.

d) Tr6ch nhipm cria Lrnr fitr lich sri cira Dang

- Lrnr trfr tich sir cria Ding huong ddn, kii5m tra, t6 chirc thAm dfuh vd xdy

dUng ki5 hoAch thu thip hd so, tdi lieu vdo Luu trfr lich sir cira Ding cta c6c co

quan, td chric thuQc ngudtt nQp luu khi gi6i th6, chia, t6ch, s6p nhfp.

- Luu trt lich str cria Ding ki€m tra, d6i chii5u thuc tiS h6 so, tdi liQu giao

nQp vdi mgc lgc h6 so, muc lgc tdi liQu; ki6m tra c6c file tii liQu tlien tir, c6c

inh/file inh, file/dia ghi dm, file/dia ghi hinh vi tiiip nhAn c6c vin bin huong

ddn chinh l!, chc danh mgc tdi ligu mpt, tdi liQu t16 gi6i mQt, chc co sd dt 1i0u

mgc lgc h6 so, mgc lgc tii lieu, c6c 6 cung m6y tinh, cic m6y chir kdm theo
, A ,\
(neu co).

- Luu trfr lfch sir cria Dang lip "Bi6n bin giao, nhan tdi liQu" thinh ba bin,

co quan, td chric giao ngp hd so, tdi liEu git mQt ban vd Luu trfr lich sti cria

Ding gifi hai bdn; 10p hd so v€ viQc giao, nhan hd so, tii liQu sau khi ktit thirc

bin giao.

(MA" biin bdn giao, nhqn tdi li€u vdo Lru trir llch s* cfia Edng: PhU luc

tii 21.

3. Quin ry hd so, trli liQu khi co quan' t6 chric gini th6

. ^i. .
U L,orvoi nhirng co guffi, t6 chric gini th6 thuQc ngudn nQp luu vio Luu

trft lfch str ctra Ding thi toin bg hd so, tdi liQu ttugc thu thpp, chinh lf hodn

chinh vi giao ngp vio Lrru trfr lich sri cua Ding theo quy dinh.

b) DOi v6i nhirng co quan, t6 chric c6p huyQn khi gi6i th€ thi todn bo ho

so, tii ligu ttugc thu th4p, sip x6p, th6ng k6 vd giao nQp vdo Luu trfr co quan

cfp uj' huyQn tt€ quan lf tltin trtlt tfroi han hm trt hiQn henh. D6n thoi han nOp

luu vdo Luu trfr lich su cua Ding, Lrnr trfr co quan c6p ui' huyQn lga chqn, ldm

thri tUc giao nQp nhimg hd so, tdi li€u c6 gi|tri bdo quin 70 ndm vd vinh vi6n



cria nhirng co guffi, t6 chirc thuQc nguiln nQp luu vio Luu trfr lich sir ctra Ding
theo quy dinh.

r ^i. | - ' ' 7

c) Ddi voi nhimg co quan, td chric xd, phulng, thi trdn gi6i thC thi todn bQ

hd so, tdi ligu dugc thu thip, chinh lj'hoin chinh vi bin giao tlti que,n $ tai c6p
" A - ,. | ' . t ' \

uj'cdp xi m6i ho{c theo quyet dinh cta co quan, t6 chric c6 thdm quy6n.

4. Quin ry hd so, tii liQu khi co quan, t6 chrlc chia, tdch

4,1. Khi chia co quan, t6 chtbc iI6 thdnh co quan, tO chftc mdi

r ttl , \ ' l'A 
^ 

t 
- 

n

a) Hd so, tdi ligu cdng viQc dd gi6i quy6t xong dugc co quan, t6 chtc m6i

thanh lpp titip nhfln vi quin lj'ho{c thUc hien theo quytit Ainn cria co quan, t6
a , , ,t A ),

cnuc co mam quyen.

b) HO so, tai hQu cdng viQc ilang gi6i quyiSt bdn giao cho co quan, t6 chric

dugc giao nhi6m vg titip tUc theo d6i gini quytit, xri lj' c6ng viQc {16 ho{c thpc

hign theo quy6t dinh cta co quan, td chric c6 thAm quyAn.

4.2. Khi ttfich mQt hortc m\t sif bQ phQn crta co quan, tb chthc itd strtp

nh\p vdo co quan, t6 chftc khtfrc

a) Todn bO hO so, tdi liQu c6ng viQc dd gini quyi5t xong cua bQ phfln dugc

t6ch giao lai cho Luu trft co quan cfl quan lj'.

b) H6 so, tei H6u cdng viQc chua gi6i quytit xong cria bQ phAn dugc t6ch

ban giao cho co quan, tO chric dugc giao nhiQm v1r tiOp tpc theo ddi gi6i quy6t,

xt lj' c6ng viQc tl6 hoflc thlrc hiQn theo quytit <linh cria co quan, td chric co
,t i Xtnam quyen.

5. Qufln ty hd so, tii liQu khi co quan, t6 chric sfp nhflp

r vrl ,\. r.A A ., r
a) H6 so, tdi liQu cdng viQc CI6 gi6i quy6t xong cta co guffi, td chric cf,

thuQc ngu6n nQp hnr dugc giao nQp vdo Luu trfi lich sri cria Ding.

b) HO so, tdi liQu c6ng viQc chua gini quyiSt xong ctra co guffi, t6 chric ct
,i ^ X A r - 'thuQc ngu6n nQp luu bin giao cho co quan, t6 chric dugc giao nhiQm vU ti€p tr;c

theo d6i gi6i quytit, xtr $ c6ng viQc d6 ho{c thlrc hiQn theo quy6t ainn cta co
.Aguffi, t6 chrlc c6 thdm quy6n.

c) Hd so nguydn tic kh6ng phii giao nQp vd ctln bQ, c6ng chric, vi6n chric

dugc mang tti phgc vp cho c6ng thc cuaco quan, t6 chric, c6 nhdn.



It

d) H6 so c6n bQ, tlang vi6n tlang c6ng tdc dugc chuy€n giao cho co quan,

td chric m6i.

d) Ddi vdi co euffi, tti chric x6, phudmg, thi tr6n khi s6p nhip thi toan b0

h6 so, tii li€u dugc bin giao vi quin ly tai cdp uj' cdp xd m6i hodc theo quy6t

tlfnh cua co quan, t6 chirc co thAm quy€n.

6. T6 chftc thuc hi0n

a) CLc v[n phdng co euffi, t6 chric c6 trSch nhigm girip ldnh d4o co quan,

t6 chric thUc hien Hudng ddn ndy.

b) Giao Cpc Luu fit, Vdn phdng Trung uong Dang tri6n khai, kiiSm ffa

viQc thgc hiQn Huong ddn ndy.

Trong qu6 trinh thUc hiQn, n6u c6 kh6 khdn, vudng -i., t16 nghi cfc co

quan, t6 chric phin 5nh, trao eOi vOi Vdn phdng Trung uong Dang (qua Cgc

Luu trfr).

Noi nhdn:

- Cic vdn phdng tinh uy, th3nh uf,
- Cic vln phdng ban, hQi d6ng, tlang uj'

tryc thuQc Trung uong,
- C6c vdn phdng b6o, t4p chi, nhi xudt bin,

hgc vign trgc thugc Trung uffig,
- Vnn phdng,Uf ban Trung uong

Met fif-an T6 qu6c Viet Nam vd c6c t6 chtlc
chinh tri - xd hgi o Trung u@9,

- Lmr Vin phdng Trung uong Ding.

K/T CHANH VAN PHONG
PHO CHANH VAN PHONG

Ngudi kj': Bui Vin Thach
Email: Bui van thach@vptw
Co quan: Vdn phdng Trung uong
Ddne

Bti Vin Th4ch
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Phg lgc 01: Mfiu bi0n bin giao, nhin hd so, tii liQu viro Lrru trfr co quan

rBN CO QUAN, T6 CTNJC CAP TNEN DANG CQNG SAN VIET NAM'
rtN co euAN, TO cHrrc

*
s0...-ngl...

BITN BAN
giao, nhin tii liQu

Cin cri Huong ddn s6 l7-HDA/PTW, ngdy I6ll2l20L6 cria Vdn phdng
Trung uong Daog vc tap h6 so vd ngp luu hd so, tdi li€u vio Luu trfr co quan;

Cdn ct vdo Quy6t ainn s6....cira co quan, td chric c6 thAm quydn v0 viQc
giiLi th6/ chialt6ch/s6p nhflp co quan/t6 chric. . ..,

H6m nay, ngiy... thring... nim..., tAi..., chring tdi gdm:

BnN GIAO: (t€n don vi giao nQp tdi ligu), dai dign ld:

- Ddng chi: .

- Chric vg c6ng tilclchfic danh:

BtN NH{N: (Lrru rrf co quan), ttai dign ld:

- D6ng chi: .

- Chtc vg c6ng tdclchfic danh:

m I t l, tn r .A a aTh6ng nhit lap bi€n ban giao, nhAn tii liQu vcri nhfrng nQi dung cg th€ sau:

l. TOn phdng ho{c khdi tdi liQu giao nQp:

2. Thdi gian cria tdi liQu:

a) D6i voi h6 so, tdi liQu gi6y

ml 
^ 

- /1- Tdng sd c{p (hQp): tucrng duong.... ....... m6t gi6.

I E6i voi Mit trAn t6 qutic vd c6c t6 chric chinh ri - xd h$i ninh bAy theo thr! thric vdn bdn cria MAt fan Tri qu6c vd
cdc t6 chric chinh tri - xd h$i.
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- Tdng sO trO so (don vi bio quan):

,, ^1. ,. , \.,.A
b) Ddi voi tdi liQu nghe nhin

- T6ng s6 anh, dia, file anh: .......

-l 
lt-

- T6ng s6 bdng, dia, file ghi dm:...

- T6ng s6 bing, dia, file ghi hinh:

. ^1. r. r I
c) Ddi voi h6 s0, tei heu tlien tu

- Tdng sO trO so: .........

-i A .^- T6ng sd tQp tin trong h6 so:

4. Tinh trAng tii lieu giao nQp

5. Mgc lgc h6 so, tei HQU nQp ltru kdm theo

Bi6n bin ndy clugc 10p thinh ba bin c6 gi6 ta ph6p lf nhu nhau, b6n giao

(tlon vi, chnhin) git mgt bin, b6n nhan (Lmr trfr co quan) gifr hai bin.

NGTIdI GIAO

(chit b!,)

Hg vi t6n

Ncr/dr NHaN

(chfr b!,)

IIg vir t6n

xAc NHAN cul B0N GIAo xAc NHAN cuA ntN NHAN

(cht hj,) (ch;r ki')

Hg vir t6n Hg vi t6n

Ghi chi: Trudng hqp don vi giao vi don vi nhan c6 con dAu ri6ng thi tt6ng ddu cta tlon vi
vio bi6n bin khi x6c nhdn viQc giao, nhfln.
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Phg lgc 02: MAu biOn bin giao, nh$n tni liQu vio Luu trfr lich sir cfra Ding

rEN CO QUAN, TO CHTJC CAP TNEN DANG CQNG SAN VIDT NAM'
rtN co euAN, TO cHtrc

*
s0...-ggl...

BINN BAN
giao, nhfn tii liQu 2

,tn"-_*_1n.....)

Thgc hiQn chii ttQ thu thflp, quan lf vd bdo quin tdi liQu luu trfr quy ttinh
t4i Khoin 1, Didu 12 Quy dinh sti ZZO-qD/TW, ngey 06/1212014 ctaBan Bi
thu Trung uong Eing,

H6m nay, ngdy... thang... nlm..., t?i..., chring t6i g6m:

- Dai diQn b6n giao: ... Chric v.u/chric danh: ...

- Dai diQn b6n nhfn: ... Chric v.u/chric danh: ...

Hai b6n th6ng ntr6t bp bi6n ban giao, nhfln phdnglkhOi tai hgu, vcri nhir.rg
t ,t I

nQl oung cu tne sau:

1. VC hd so phdng

- C6c vdn ban hd so phdng: ...

- MUc lUc hO so: ...

- Ctrc c6ng cg tra criu vd ctc titi liEu li0n quan kdm theo: ...

2. vc tii tieu

2.1. TiLi liQu gi6y
nA t , \. r.A- Sd luqllg tdi liQu: ... cep Gop) voi t6ng s6... h6 so (don vi bio quin),

trong cl6 c6... hd so (tlcrn vi b6o quin) luu vinh vi6n, ... hO so (tton vi b6o quan)
luu c6 thoi han.

-. . ....tei liQu mit, .tdi liQu ild giii mat.

- Thdi gian cria tdi liQu: ...

- Tinh trpng cria tii li€u: ...

I O6i voi Ugl tran fO qu6c vd cric t6 chric chinh tri - xn hgi trinh bdy theo th6 thric vin bdn cira Mat tran T6 qu6c vi
cic t6 chric chinh tri - xn h0i.
2 chi ten ph6ng ho[c kh6i ai feu.



hdvp6{ l0

2.2.TiLi lipu anh

nA t- S0 lugng tdi liQu: ..........enh, dia, file anh.

- Thdi gian cria tdi liQu: ...

- Tinh tr4ng cua tdi liQu: ...

2.3. Tdi liQu ghi 6m, ghi hinh
nl t- 56 luqng tdi liQu: ..............b[ng/tlia

- Thdi gian ctra tdi liQu: ...

- Tinh trAng cua tdi li€u: ...

2.4.TiLi lieu tlien nr
nl t ,\. r.A r .,

- 56 lugng tii liQu: ..............bite

- Thdi gian cira tdi liQu: ...

- Tinh tr4ng cira tii li6u: ...

Hai b6n tld ti6n henh giao, nhfln dAy dri c6c lo4i tdi liQu tr6n.

Bi6n bin ndy dugc lAp thnnh ba bin co gi6 tri ph6p lf nhu nhau, b6n giao

gifr mQt bin, b6n nhfln git hai ban.

NGrIor GrAO NGIIOI NIITIN

(ch;r Ic!) (chfi lq,)

Hg vi t6n Hg vir t6n

xAc NHAN cil.l ntx GIAo xAc NHrIN c0.q. ntN NHrIN
(Chtc danh nguoi ky) (Chric danh nguoi lcf)

(chtc ki, dlir) (chti tti, d,iu)

Ho vi tOn Ho vi tOn


