
..
J

DQ Quae PHONG C<)NG HOA xA HQI CHU NGHIA VI~T NAM
DQc I~p - Ti]' do - H~nh phuc

s6: 1r~/20 12/TT -BQP HilN9i, ngily~l thitf!.&_Q2-{-lam-20J-2--;":----:-:.",

THONG TIT 'B~~:~;~1':'~
Quy «jnh v~ thOi h~n bao quan h8 sO', tai li~U III ffianh
phB bi~n trong ho~t dQng cua cac CO' quan, dO'n vi Quan aQi

Can ell Lu~t Ban h~mhvan bfm quy ph?m phap lu~t nam 200S;

Can ell Lu~t LUll tm nam 2011;

Can ell Nghi diOOs6 104/200S/ND-CP ngay 16 thang 9 nam 200S eua
ChiOOphu Quy diOOehlle nang, OOi~mVl),quySn h?n va ea e~u t6 ehue eua BQ
Qu6e phong;

Xet dS nghi eua ChaOOVan phong BQQu6e phong,

BQ twang BQ Qu6e phong quy diOOvS thai h?n bao qulin h6 sa, tai li~u
hiOOthanh ph6 biSn trong ho?t dQng eua cae ca quan, dan vi Quan dQiOOusau:

J)i~u 1. Ph~m vi di~u chinh va oBi tlff}'ngap dl)ng
1. Thong tu nay quy diOOvS thai h?n bao quan h6 sa, tM li~u hinh thanh

ph6 biSn trong ho?t dQng eua cae ea quan, dan vi Quan dQi.

2. Thong tu nay ap dl)ng v6i cae ea quan, dan vi; cae t6 ehue dang, doan
thanh nien, eong doan qu6e phong, hQiphl) nu; cae doanh nghi~p, hi~p hQi trong
Quan dQi (sau day gQi chung la cae ea quan, dan vi Quan dQi).

f)i~u 2. ThOi h~n bao quan h8 sO', tai li~u

1. Thai h?ll bao quan h6 sa, tai li~u lit khoang thai gian eful thiSt dS lUll
giu h6 sa, tai li~u tiOOtil nam eong vi~e kSt thue.

2. Thai h?ll bao qulin h6 sa, tai li~u hiOOthanh ph6 biSn trong ho?t dQng
eua cae ea quan, dan vi duqe quy dinh g6m hai mue:

a) Bao quan vInh viSn: Nhung h6 sO', t:h li~u thuQe mue nay sau khi
eong vi~e dii giai quySt xong se duqe giao nQp, bao quan trong h~ th6ng lUll
tru eua Quan dQi 30 nam; sau do duqe Iva ehQn nQp van lUll tru lieh sir theo
quy diOOeua phap lu~t vS lUll tru.

b) Bao qulin co thai h?n: NhUng h6 sa, tai li~u thuQe mue nay sau khi
eong vi~e dii giai quySt xong se duqe giao nQp, bao quan trong h~ th6ng lUll
tru eua Quan dQi; dSn khi hSt thai h?ll bao quan se duqe th6ng ke, trinh HQi
d6ng xae dinh gia tri tai li~u eua ea quan, don vi xem xet, quySt dinh dS tiSp tl)e
gift l?i bao quan hay lo?i ra tieu huy. Vi~e huy tai li~u hSt gia tri phai duqe thve
hi~n theo quy diOOeua phap lu~t vS lUlltru.
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Di~u 3. Bang thiYi h~n bao quan hB sO', titi Ii~u hinb thitnh phB bi~n
trong ho~t d{)ng eua cac cooquan, dO'nvi Quan d{)i

1. Bang thai h?n bao qufm h6 sa, tai li~u la bang ke cac nh6m h6 sa, tai
li~u c6 ',chi d~ thai h?n bao quan.

~/B~nhanh kern theo Thong tu nay "Bang thai h?n bao quan h6 sa, tai
li~u" gam ,t~cnh6m h6 sa, tai li~u nhu sau:

Nh6m 1. Tai li~u chung

Nh6m 2. Tai li~u tB chilc, bien ch@,xay d\fI1gh,rcIUQllg

Nh6m 3. Tai li~u k@ho?ch, th6ng ke

Nh6m 4. Tai li~u d6i ngo?i, hqp tac quan S\fv6i nu6c ngoai

Nh6m 5. Tai li~u thanh tra, giai quy@tkhi@un?i,. t6 cao

Nh6m 6. Tai li~u phap ch@

Nh6m 7. Tai li~u diSu tra, troy t6, xet xu, thi hanh an

Nh6m 8. Tai li~u tB chilc Bang

Nh6m 9. Tai li~u thi dua, khen thu6ng va tuyen truySn giao d\lc chinh tri

Nh6m 10. Tai li~u tB chilc quful chUng

Nh6rn 11. Tai li~u tai chinh, k@toan

Nh6m 12. Tai li~u bao dam h?u cful, ky thu?t

Nh6m 13. Tai li~u xay d\fI1gca ban

Nh6m 14. Tai li~u dS an, d\f an, chuang trinh tn~mgdiSm

Nh6m 15. Tai li~u khoa hQCva cong ngh~ quan S\f

Nh6m 16. Tai li~u cac lInh V\fCchuyen mon khac

Di~u 4. Sfr d\lng Bang thOi h~n bao quan hB sO',tili li~u

1. Bang thai h?n bao quan nay duQ'c dung dS xac dinh thai h?n bao quan
cho cac h6 sa, tai li~u hinh thanh phB bi@ntrong ho?t dQng cua cac ca quan, dan
vi Quan dQi.Khi xac dinh gia tri tai li~u phai bao dam cac yeu cfiu sau:

a) Milc xac dinh thai h?n bao quan cho m6i h6 sa, tai li~u C\lthS khong
duQ'cth~p han milc quy dirth t?i Thong tu nay.

b) Khi l\fa chQn tai li~u giao nQp vao luu trfr hi~n hanh cua ca quan c~p
tren phai xem xet muc dQdfiy du cua kh6i (phong) tai li~u; d6ng thai, luu y d@n
giai do?n va thai diSm ljch su dS nang milc thai h?n bao quan h6 sa, tai li~u len
cao hon so v6i muc quy dinh.

c) B6i v6i h6 sa, tai li~u dii h@tthai hlPl bao quan, HQi d6ng xac dinh gia
tri tai li~u cua ca quan, dan vi xem xet, danh gia l?i, n@uth~y cAn thi keo dai
them thai h?ll bao quan.
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2. TruOng hqp trong th\fc tS, co nhfrng h6 sO',tai li~u ph8.i sinh chua duqc
quy dinh t~i Bang thai h~ bao quan h6 sa, tai li~u nay thi cO'quan, dan vi ap
dVng cac muc thai h~n bao quan cua c~c nhom h6 sO',tai li~u tuang Ung trong
Bang 'thm h~n bao quan h6 sO',tai li~u.

f)i~lll 5. Di€lll khmln thi himh

1. Thong tu nay co hi~u h,rcthi hanh sau 45 ngay, kS tiI ngay kYo

2. Chi huy cac cO'quan, dan vi chiu trach nhi~m thi hanh Thong tu nay.

Chanh Van phong B9 Qu6c phong chiu trach nhi~m theo doi, hu6ng dful,
kiSm tra vi~c thvc hi~n Thong tu nay.!./-

Noinlt~n:
- BQtnrOng BQP (d8 bao cao);
- Cac cO'quan, don vi trgc thuQc BQP;
- V\l Phap ch€ BQP;
- Luu: VT, BML T~H90.

BO TV L$NH QuAN KHU 7
vAN-PRONG
S6: 39Q12/SY

Nui nh~n:
- Cae eo quan, dan vii QK;
- T2 Van phOng;
- VPBTL lUll ban ehinh;
- LUll: VT, VPBTL, L40.

SAO Y BAN CHiNH
TP. E6 Chf Minh, ngay 08 thcmg 3 nam 2012
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1.

2.

3.

4.

5.

6.

7.

8.

9.

TEN NHOM HO SO,TAr LI~U

1. Tili Ii~u chung
T~p van bim dSn cua cac ca quan, dan vi
- Chu truang, duemg l6i cua Dang, phap lu~t cua Nha nuac
vS quan S\I, qu6c phong va van ban quy ph~ phap lu~t,
van ban ap d\lIlg quy ph~ phap lu~t (h6 sa nguyen t~c)
- Van ban chi d~o, huOOg dfin rieng (quySt dinh, chi thi
nhiing vfuI dS C\l thS eua ca quan, dan vi)
- Thong bao dS biSt (nhu: Thong bao d6i ten ca quan, d6i
tf\l sa, con d~u, chfr k)T,... )

H6 sa nghien cUu, xay dgng chu truong, duemg l6i, chiSn
lugc vS linh vgc quan S\I, qu6c phong
- Ca quan, dan vi chu tri
- Ca quan, dan vi ph6i hQ'P
H6 sa xay dgng, ban hanh van ban quy ph~m phap lu~t
- Ca quan, dan vi chu tri
- Ca quan, dan vi ph6i hQ'P
Chi tm, quySt dinh, quy chS, quy dinh, diSu l~, thong bao,
huOOg dfin
- Ca quan, dan vi ban hanh

- Ca quan, dan vi nh~

H6 sa d~t, quy ho~ch, kS ho~ch, su d\lng d~t
H6 sa quan .ly doanh tr~i, kho tang, cong trinh chiSn d~u
d~c bi~t quan trQng

H6 sa t6 chilc kY ni~m cac ngay IS 100, S\I ki~n quan trQng

- Ca quan, dan vi chu tri

- Ca quan, dan vi ph6i hQ'P
H6 sa hQi nghi t6ng kSt, sa kSt cua ca quan, dan vi
- T6ng kSt nam va nhiSu nam
- Sa kSt
Chuang trinh, kS ho~ch, bao cao cong tac nam, nhiSu nam
cua ca quan, dan vi

TH<1IH4-N
BA.oQuAN

f)~nkhi van
ban h~t hi~u
h;rcthi hfmh

VInh viSn

Snam

VInh viSn
lOnam

VInh viSn
lOnam

VInh viSn
f)~n khi van
ban h~t hi~u
h;rcthi hanh
VInh viSn

VInh viSn

VInh viSn

Snam

VInh viSn
Snam

VInh viSn
1.-
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10.

11.

12.

13.

14.

15.

16.

17.

18.

Chuong trinh, k~ho~(;h" baQ'c~o tong tac du6'i 01 nam va
dQt xu&t cua caq:uan,qap.v! <~,

" ..'....• ":. , j

Tai li~u vS ho~t d911g'cllaUihhd~o, chi huy
- Bai vi@t,bai phat bi'Sti~s6'ghi chep, s6 ghi bien b~mcac
cUQch9P, giao ban cua Quan uy Trung uong, Thu truemg
BQ Qu6c phong va lanh d~o, chi huy cac ca quan, don vi
tIVc thuQc BQ
- S6 ghi bien b~mcac cUQch9P, giao ban cua ca quan, don
vi c&psu doan, trung doan va tuong duong
T?p lUll van bim di; s6, dfr li~u dang leY, qu~mly van b~m
di, d@ncua cac ca quan, don vi
- Thong tu, chi thi, chi l~nh, m~nh l~nh, nghi quy@t,quy@t
tam, quy@tdinh, quy dinh, quy ch@,thong bao, huang dful
va k@ho~ch, bao cao nam, nhiSu nam
- Cac lo~i van ban khac
- S6, dfr li~u dang leY, quan ly van ban di
- S6, dfr li~u dang leY, quan ly van ban d@n

2. Tili li~u t8 CIUfC, bien ch~, xay dl}'ng ll}'c lUQ'ng
Chi thi, chi l~nh, m~nh l~nh' quy@tdinh, huang dful
- Ca quan, don vi ban hanh

- Ca quan, don vi nh?il

Ke ho~ch, bao cao hang nam va nhiSu nam
- Ca quan, don vi ban hanh
- Ca quan, don vi nh?il
Ke ho~ch, bao cao thang, quy, 6 thang, 9 thang
- Ca quan, don vi ban hanh
- Ca quan, don vi nh?il
Ho sa xay d\ffig, ban hanh dieu l~, quy che, quy dinh vS to
chilc, bien ch@cua cac nganh va cac cO'quan, don vi
- Ca quail, don vi chu tri
- Ca quan, don vi ph6i hgp
Ho sa xay d\ffig de an to chilc, bien che cua nganh va cac
cO'quan, don vi
- Ca quan, don vi chu tri
- Ca quan, don vi ph6i hQ"P
Ho sa ve thanh l?p, doi ten, thay doi chuc nang, nhi~m V\l,
quySn h~n cua cac ca quan, don vi
- Ca quan, don vi chu tri
- Ca quan, don vi ph6i hgp

Snam

Vinh viSn

20nam

Vinh viSn

SOnam
Vinh viSn
20nam

Vinh viSn
E>~nkhi van
ban h~t hi~u
l\Ic thi hfmh

Vinh viSn
10nam

10 nam
Snam

Vinh viSn
10nam

VInh viSn
10 nam

VInh viSn
10 nam ) _
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19.

20.

21.

22.

23.

24.

25.
26.

27.

28.

29.

30.

31.

32.

33.

34.

35.
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HB sa vS sap nh~p, chia tach, giflithS cua cac ca quan, don vi
- Ca quan, don vi chu tri
- Ca quan, don vi ph6i hQ'P
HB sa vS xay d\ffig va th\fc hi~n chi tieu bien chS
- Ca quan, don vi chu tri
- Ca quan, don vi ph6i hQ'P
HB sa xay d\ffig, ban hanh tieu chuan chilc danh
- Ca quan, don vi chu tri
- Ca quan, don vi ph6i hQ'P
Th6ng kS danh sach, s6 lUQ'llg,ch~t lUQ'llgcan bQ, nhan
vien hang nam va nhiSu nam
Tai li~u quy ho?ch, kS hOlilChdS blilt,b6 nhi~m, diSu dQng,
luan chuYSn, thang quan ham, nang luong, chuYSn nhom,
nglilch,b~c luong, ...
HB sa vS hQi thao, hQi thi, thi tUYSn,thi nang b~c
- Bao cao kSt qua, danh sach trling tuYSn
- HB sa d\f thi, bai thi, tai li~u t6 chilc thi
HB sa kY lu~t can bQ,nhan vien
HB sa giai quySt chS dQ, chinh sach (huu tri, tu tu~t, ...)
HB sa g6c cua can bQ, nhan vien, hQc vien cac hQc vi~n,
nha truemg
86, phiSu quan ly hB sa can bQ,nhan vien
Van ki~n tac chiSn (m~nh l~nh, chi l~nh, quySt tam, kS
ho?ch, ...)
HB sa cac lap hu~n luy~n, dao tlilocan bQ,nhan vien
- Cac lap dao tlilotu trung c~p va wong duong tra len
- Cac lap t~p hu~n, ng~n h?n
HB sa cong tac tUYSnsinh
Lu~ van, lu~n an cu nhan, ky su, th?c sI, tiSn sI
- Duqc ling d\lng trong th\fc tS
- Khong duqc ling d\lng
HB sa, tai li~u vS ho?t dQng cua hQi dBng xet, cong nh~
cac chilc V\lkhoa hQc, t6t nghi~p sI quan
Cong van trao d6i

3. Tili lieu k~ hoach, th8n2 ke
T~p van ban dSn cac ca quan, don vi

- Tai li~u chi d?o, huang dfin chung cho cac ca quan, don
vi (hB sa nguyen t~c)

- Tai li~u chi d?o, huang dfin rieng cho ca quan, don vi
- Tai li~u thong bao dS biSt, dS ph6i hqp th\fc hi~n

VInh vi@n
10 nam

VInh vi@n
10nam

VInh vi@n
10nam

VInh vi@n

70 nam

20nam
5nam
70nam
70nam

VInh vi@n

70nam

VInh vi@n

VInh vi@n
10 nam
10 nam

VInh vi@n
20 nam

10 nam

10 nam

DSn khi van
ban hSt hi~u
h,rc thi hanh
VInh vi@n
10 nam ),/
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36.

37.

38.

39.

40.

41.

42.

43.

44.

45.

46.

47.

48.

49.

Chi thi, quy dinh, thong tu, thong baD va cac chi tieu kS
ho~ch phat triSn cua nganh, lInh Vl)'C
- CO'quan, dan vi chu tri xay dvng va thl)'c hi~n
- CO'quan, dan vi ph6i hQ'P
Bao cao kSt qua thl)'c hi~n kS ho~ch; th6ng ke t6ng hQ'P,
th6ng ke diSu tra cO'ban, th6ng ke chuyen dS, ... cua nganh,
lInh Vl)'Cdo cO'quan, dan vi quan ly
- Hang nam va nhiSu nam
- Thang, quy, 6 thang, 9 thang
H6 sa kiSm tra, thanh tra va cac van ban chi d~o hUOng
d~n thl)'c hi~n kS ho~ch
H6 sa xay dvng, ban hanh cac quy dinh, hUOng d~n
- CO'quan, dan vi chu tri
- CO'quan, dan vi ph6i hQ'P
Cong van trao d6i

4. Tili Ii~u (f8i ngo~i, hgp tac quan Sl}' vOi nuO'c ngoili
T~p van ban dSn cua cac cO'quan, dan vi

- Chi d~o, hUOng d~n chung cho cac ca quan, dan vi (h6 sa
nguyen t~c)

- Chi d~o, hUOng dk rieng cho cO'quan, dan vi
- Van ban thong bao dS biSt
H6 sa hQi nghi, hQi thao vS cong tac d6i ngo~i, hQ'P tac
quan Sl)'do cO'quan, dan vi chu tri
KS ho~ch, bao cao vS cong tac d6i ngo~i, hQ'Ptac quan sl)'
- Hang nam va nhiSu nam
- Thang, quy, 6 thang, 9 thang
H6 sa xay dvng chuang trinh, dl)' an hgp tac quan Sl)',qu6c
phong cua cO'quan, dan vi
H6 sa vS vi~c thiSt l~p quan h~ hQ'Ptac vai cac cO'quan, t6
chilc quan Sl)'nuac ngoai
H6 sa gia nh~p cac hi~p hQi, t6 chilc quan Sl)'
H6 sa vS vi~c tham gia cac ho~t dQng cua hi~p hQi, t6 chilc
quan Sl)'(hQi nghi, hQi thao, diSu tra, khao sat, ...)
H6 sa cac do~m ra, doan vao
- Ky kSt hQ'P tac
- HQi thao, triSn lam, hQc t~p, khao sat, ...
Thu, di~n, thiSp chuc mling cua cac nuac, cO'quan, t6 chilc
quan Sl)'nuac ngoai

Vinh viSn
5nam

Vinh viSn
5nam

Vinh viSn

Vinh viSn
5nam
10 nam

D€n khi van
ban h€t hi~u
h,rcthi hanh
Vinh vi€n

10 nam

Vinh viSn

Vinh viSn
10 nam

Vinh viSn

Vinh viSn

Vinh viSn

Vinh viSn

Vinh viSn
10 nam

10 nam
d..J.-
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20nam
10nam

10 nam l.---

20nam

Vinh viSn

Vinh viSn
15 nam
10 nam

Vinh viSn
15 nam

Vinh viSn
10 nam

10 nam

Vinh viSn
10 nam

Vinh viSn

D€n khi van
ban h€thi~u
hIC thi hanh

Vinh vien

D€n khi van
ban h€t hi~u
hJc thi hanh

10 nam

- Gili dS chi d~o, huang d~ nhUng yin dS C\l thS cua ca
quan, dan vi
- Van ban thong bao dS biSt
H6 sa xay dlJllg, ban hanh quy chS, quy dinh, huang d~n
vS thanh tra, gEli quySt khiSu n~i, t6 cao
KS ho~ch, bao cao cong tac thanh tra va giai quySt khiSu

• I.. ,.n~l, to cao
- Hang nam va nhiSu nam
- Thang, quy, 6 thang, 9 thang
Bao cao cong tac phong, ch6ng tham nhung
-Hangnam
- Thang, quy, 6 thang, 9 thang
H6 sa thanh tra cac V\lvi~c
- V\l vi~c nghiem trQng
- V\l vi~c khac
H6 sa giai quySt cac v\l vi~c khiSu n~i, t6 cao
- V\l vi~c nghiem trQng
- V\l vi~c' khac
Cong van trao d6i

6. Titi Ii~u phap ch~

T~p van ban dSn cac ca quan, dan vi

- Gili dSn cac ca quan, dan vi dS chi d~o, huang d~n chung
vS cong tac phap chS (h6 sa nguyen t~c)

- Van ban thong bao dS biSt
H6 sa xay dlJllg, ban hanh quy dinh, huang d~n vS cong
tac phap chS do ca quan, dan vi diu tri
H6 sa hQi nghi cong tac phap chS, ph6 biSn van ban quy
ph~m phap lu~t

50.

51.
52.

Cong ham, cong thu, cong van trao d6i vS quan h~ d6i
ngo~i qu6c phong, h9P tac quan slJ vai nuac ngoai
Van ki~n ngo~i giao
Cong van trao d6i giiia cac ca quan, dan vi

5. Titi Ii~u thanh tra, ghii quy~t khi~u n~i, ta cao

T~p van ban dSn cac ca quan, dan vi

- Gui dS chi d~o, huang d~n chung cho cac ca quan, dan vi
(h6 sa nguyen t~c)

53.

54.

55.

58.

57.

59.

60.

56.

61.

62.
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64.

65.

66.

67.
68.
69.
70.

71.

72.

73.

74.
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KS ho~ch, bao cao vS cong tac phap chS
- Hang nam va nhiSu nam
- Thang, quy, 6 thang, 9 thang
H6 sa thfun dinh, ki~m tra, xu 1yvan ban quy ph~m phap 1u~t
- Xu 1yvan ban quy ph~m phap 1u~t
- Thfim dinh, ki~m tra van ban quy ph~m phap 1u~t
H6 sa vS'vi~c gop y xay d\fIlg van ban quy ph~m phap 1u~t
do cO'quan khac chu tri
H6 sa ra soat, h~ th6ng hoa van ban quy ph~m phap 1u~tva
phap di~n h~ th6ng quy ph~m phap 1u~t
- Ra soat, h~ th6ng hoa va phap di~n h~ th6ng van ban quy
ph~m phap 1u~tvS lInh VIJCquan S1)",qu6c phong
- Ra soat, h~ th6ng hoa va phap diSn h~ th6ng van ban quy
ph~m phap 1u~tvS lInh V1)"Ckhac
H6 sa ph6 biSn, giao d\lc phap 1u~t
H6 sa theo d6i, kiSm tra vi~c thi hanh phap 1u~t
H6 sa vS cong tac b6i thuOng cua nha nuac
H6 sa vS h6 trq phap 1ycho doanh nghi~p
H6 sa vScac vfu1dS phap 1yva tham gia t6 tl,lng
- Bao v~ 1qi ich hgp phap va xu 1y cae v~n dS thuQc trach
nhi~m cuaBQ
- US xu~t, kiSn nghi cac bi~n phap phong ngua, kh~c ph\lc
h~uqua cac vi ph~m phap 1u~t
Cong van trao d6i vS cong tac phap chS

7. Tili lieu di~u tra, truy ta, xet xu, thi hilnh an
T~p van ban dSn cac cO'quan, dan vi

- Gui dS chi d~o, huang d~n chung vS cong tac diSu tra,
troy t6, xet xu, thi hanh an (h6 sa nguyen t~c)

- Van ban thong bao dS biSt
H6 sa cac V\lan kh&i t6
- H6 sa V\l an co d6i tuqng ph~m tQi d~c bi~t nghiem trQng
(muc an tren 15 nam tu, tu chung than, tu hinh)
- H6 sa V\l an phuc t~p, co khiSu ki~n, phai diSu tra xet xu
nhiSu 1fu1
- H6 sa V\l an co d6i tuqng ph~ tQi nghiem trQng, r~t
nghiem trQng (muc an dSn 15 nam tu)
- H6 sa V\l an co d6i tuqng ph~m tQi it nghiem trQng (muc
an duai 3 nam tu)
- H6 sa V\l an dinh chi diSu tra

- H6 sa V\l an t~m dinh chi diSu tra

. ,

VInh viSn
20nam

VInh viSn
10nam

10 nam

VInh viSn

10 nam

10 nam
10 nam

VInh viSn
10 nam

VInh viSn

10 nam

10 nam

D€nkhi van
ban h€t hi~u
hJe thi hanh
10 nam

VInh viSn

VInh viSn

70 nam

50 nam

50 nam
Theo quy dinh
eua pha.p lu~tJ



75.

76.

77.

78.

79.

80.

7

H6 sa V\l vi~c (khong khoi t6 V\l an hinh sv)
H6 sa ph~m OOan
- H6 sa ph~m OOan bi toa an xu milc 20 nam tu, tu chung
than ho~c tu hiOO
- H6 sa ph~m OOan da bi toa an xu tu, da VaG tr~i ch~p
haOO an OOung sau do duQ'c xac diOOkhong phc,un tQi
- H6 sa ph~m OOan bi chSt trong qua triOO ch~p hanh an
ph~t tu
- H6 sa ph~m OOan tr6n khoi nai giam gift phai truy na
- H6 sa ph~ OOan ph~m tQi bi toa art xu milc an tu 7 nam
tu dSn du6'i 20 nam tu
- H6 sa ph~m OOan bi toa an xu milc an du6'i 7 nam tu
- H6 sa ph~m OOan chSt trong khi tr6n ho~c khi dang t~m
diOOchi thi haOO an
H6 sa nghi~p V\l triOO sat bien phong, phong ch6ng tQi
ph~matuy
- H6 sa chuyen an; h6 sa. cac V\l an hinh sv; h6 sa nhan
vien m~ng Iu6'i bi m?t; h6 sa OOaan tofm; h6 sa hQp thu bi
m?t; h6 sa nghi~p V\l tiOObao bien phong
- H6 sa ca OOan d6i tuqng quan Iy nghi~p V\l, kiSm tra
nghi~p V\l, d6i tuqng trong chuyen an; h6 sa theo doi; h6
sa nghi~p V\l bien phong
- H6 sa diSu tra ca ban; h6 sa xu Iy, xac miOO tin ban d~u;
h6 sa truy xet
Tai Ii~u quan Iy d6i tuqng xu~t, OO?P caOO
- Ca quan, dan vi ban hanh
- Ca quan, dan vi OO?n

8. Tili li~u tA chrrc Dang
T?p van bim dSn cua cac ca quan Dang

- T?p van ban gui dSn dS chi d~o, hu6ng d&n chung cho
cac ca quan, dan vi (h6 sa nguyen t~c)

- Tai li~u gui rieng dS chi d~o, cho y kiSn vS OOfrng v~ dS
C\l thS cua ca quan, dan vi
- Tai Ii~uthong bao dS biSt, dS ph6i hqp thvc hi~n
H6 sa D~i hQi Dang
- D~i hQi Dang bQ Quan dQi va cac Dang bQ trvc thuQc
Quan uy Trung uang
- D~i hQi cac Dang bQ khac
- D~i hQi c~p Chi bQ

50nam

VInh viSn

VInh viSn

70nam

70nam

70 nam

50nam

50 nam

VInh viSn

50 nam

30nam

VInh viSn
20nam

f)~n khi van
banh~thi~u
l\Ic thi hfulh

VInh viSn

5nam

VInh viSn

20nam

10 nam t!-
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VInh viSn
10 nam

lOnam

10 nam
Snam l

VInh viSn
10 nam

VInh viSn

VInh viSn
10 nam
20 nam
70nam
70nam
20nam
10nam

VInh viSn
10 nam

VInh viSn
£)~nkhi van
ban h~t hi~u
h,rcthi hanh

£)~nkhi van
ban h~t hi~u
h,rcthi hanh

VInh vi€n

- Ca quan, don vi thvc hi~n

- Tai li~u chi d:;to,huOOg dfuI nhUng v~n dS C\l th@cua co
quan, dan vi
- Van ban thong bao d@biSt
Chi thi, quySt dinh, quy chS, quy dinh, huOOg dftn va cac
tai li~u vS thi dua, khen thuang, tuyen truySn giao d\lc
chinh tri cua cac co quan, don vi
- Co quan, don vi ban hanh

Hi>so hQi nghi ph6 biSn, tuyen truySn giao d\lCchinh tri va
thi dua, khen thuang
- Co quan, don vi chu tri
- Co quan, don vi ph6i hqp
KS ho:;tch, bao cao cong tac thi dua, khen thuang va tuyen
truySn giao d\lc chinh tri hang nam va nhiSu nam
- Ca quan, don vi ban hanh
- Ca quan, don vi nh~ duQ'c
KS ho:;tch, bao cao cong tac thi dua, khen thuang va tuyen
truySn giao d\lc chinh tri thang, quy, 6 thang, 9 thang
- Ca quan, don vi ban hanh
- Ca quan, don vi nh~n duQ'c

81.

82.

83.
84.
85.
86.
87.
88.
89.

Nghi quySt, chuong trinh, kS ho:;tch,bao cao cong tac
- Hang nam va nhi~m kY
- Thang, quy, 6 thang, 9 thang
Hi> so t6 chilc thvc hi~n cac cUQcv~n dQng 100, chi thi,
nghi quySt cua c~p uy Dang
Hi>so vS thanh l~p, sap nh~p, cong nh~n t6 chilc Dang
Hi>so vS tiSp nh~, ban giao cong tac dang
Hi>so vS ho:;ttdQng ki@mtra, giam sat
Hi>so danh gia, xSp lo:;tit6 chilc co sa dang, dang vien
Hi>sa dang vien
86 dang kYdang vien, dang phi, ghi bien ban
Cong van trao d6i vS cong tac dang

9. Tai li~u thi. dua, khen thU'Cyng
va tuyen truy~n ghio dl}c chinh tri

T~p van ban dSn cac co quan, don vi

- Tai li~u chi d:;to,huOOg dfuI chung cho cac co quan, dan
vi (hi>sa nguyen t~c)

90.

91.

92.

93.

94.
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20nam
10 nam L

10 nam

20nam
10 nam

Vinh viSn
Vinh viSn

Vinh viSn

Vinh viSn

Vinh viSn
20nam
Vinh viSn
20nam
10 nam

Vinh viSn

Vinh viSn
10 nam

Vinh viSn

D~nkhi van
banh~thi~u
llJc thi hfmh

Vinh viSn
5nam

Vinh viSn

- Tai 1i~uchi d~o, hu6ng dful rieng cho cO'quan, dan vi
- Tai 1i~uthong bao dS biSt, dS ph6i hqp
H6 sa d~i hQi cua cac t6 chilc f)oan thanh nien, Cong
doan, Ph\! nft
Chuang trinh, kS ho~ch, bao cao tinh hinh ho~t dQng cua
cac t6 chilc
- Hang nam va nhi~m kY
- Thang, quy, 6 thang, 9 thang
H6 sa t6 chilc th\fc hi~n cac chi thi, nghi quySt, quySt dinh
cua f)ang va cO'quan, dan vi cftp tren
Tai 1i~uvS t6 chilc, nhan S\f va cac ho~t dQng cua t6 chilc
f)oan thanh nien, Cong doan, Ph\l nft
S6 ghi chep cac lo~i
Cong van trao d6i

95.

96.

97.

98.
99.
100.

101.

102.
103.
104.

Tai 1i~u t6 chilc thi dua chao mimg cac S\f ki~n tr9ng d~i,
ngay1Sl6n
H6 sa khen thuang cho t~p thS, ca nhan
- Cac hinh thilc khen thuang cua Chu tich nuac, Thu
tu6ng Chinh phu
- Cac hinh thilc khen thuang cua BQ truang
- Cac hinh thilc khen thuang khac
H6 sa khen thuang d6i vai ca nhan, t6 chilc quan S\f
nuac ngoai
H6 sa hQi nghi t6ng kSt cong tac hang nam va nhiSu nam
H6 sa chi d~o xay d\fllg diSm, xay d\fllg diSn hinh
H6 sa kiSm tra, hu6ng dful nghi~p V\leua nganh, lInh V\fC
H6 sa vS cac V\lvi~c thuQc nQibQquan dQi
- V\l vi~c quan tr9ng
- V\l vi~c khac
Bao cao phan tich, th6ng ke chuyen dS
S6, mftu biSu qmin 1ynghi~p V\l
Cong van trao d6i vS nghi~p V\l

10. Tili li~u ta chuc qu~n chung
T~p van bim dSn cua cac cO'quan, t6 chuc

- Tai 1i~u chi d~o, hu6ng dftn chung cho cac cO'quan, dan
105. vi (h6 sa nguyen t~c)

106.

108.

109.

107.

110:
111.
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122.

123.

124.

121. VInh viSn
10 nam

10 nam !-

VInh viSn
20 nam

VInh viSn

5nam

VInh viSn
20nam

VInh viSn

VInh viSn
10 nam

20nam

20nam
20nam

20nam

VInh viSn

VInh viSn
20nam

DSnkhi van
banhSt hi~u
h.rcthi hanh
VInh viSn

10nam

125.

11. Tili li~u tili chinh, k~ tmln
T~p van ban dSn cua cac ca quan, dan vi

- Chi d~o, huang d~n chung vS tai chinh, kS toan cho cac
112. ca quan, dan vi (h&sa nguyen t~c)

- Chi d~o, huang d~n rieng cho ca quan, dan vi
- Thong bao dS biSt
H& sa xay d\ffig, ban hanh chS dQ, quy dinh vS tai chinh,

113. kS toan

KS ho~ch, bao cao cong tac tai chinh, kS toan
114. - Hang nam va nhiSu nam

- Thang, quy, 6 thang, 9 thang
115. H& sa vS ngan sach hang nam cua ca quan, dan vi

KS ho~ch, bao cao tai chinh va quySt toan
116. - Hang nam, nhiSu nam

- Thang, quy, 6 thang, 9 thang
117. H6 sa xay d\ffig chS dQ, quy dinh vS gia

Bao cao kiSm ke, danh gia I~i tai san c6 dinh, thanh toan
118. "cong nq

H& sa, tai Ii~u vS vi~c chuySn nhUQ11g,ban giao, thanh Iy
tai san c6 dinh

119. _Nha dfit

- Tai san khac
H& sa kiSm tra, thanh tra tai chinh t~i ca quan va cac dan
vi tn.rc thuQc
- V\l vi~c nghiem tr<;mg
- V\l vi~c khac
H& sa kiSm toan t~i ca quan va cac dan vi tf\l'CthuQc
- V\l vi~c nghiem tn;mg
- V\l vi~c khac
S6 sach kS toan
- S6 t6ng hqp
- S6 chi tiSt
ChUng tiI kS toan sir d\lfig tf\l'CtiSp dS ghi s6 kS toan va I~p
bao cao tai chinh
ChUng tiI kS toan khong sir d\lfig t11JctiSp dS ghi s6 kS
tmin va I~p bao cao tai chinh
Cong van trao d6i vS cong tac tai chinh, kS toan

120.
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B6nkhi van
banh6t hi~u
h,rcthi hEmh

VInh viSn
10nam

VInh viSn
10nam

VInh viSn

50nam

10nam
10 nam

VInh viSn
20nam

10nam

20nam

VInh viSn

VInh viSn

10nam L

B~n khi van
ban h6t hi~u
h,rcthi himh

VInh viSn

- Tai li~u chi d~o, hu6ng d&n chungcho cO' quan, dan vi
(hB sa nguyen t~c)

- Tai li~u chi d~o, hu6ng d&n nhfrng v~n dS C\l thS cua cO'
quan, dan vi
- Van ban thong bao dS biSt
HB sa xay dvng van ban chS dQ, quy dinh, hu6ng d&n vS
xay dvng cO'ban cua nganh, cO'quan, dan vi
KS ho~ch, bao cao hang nam va nhiSu nam
- CO'quan, dan vi ban hanh
- CO'quan, dan vi nh~n

12. Titi Ii~u bao Gam h~u cAn, ky thu~t

T~p van ban dSn cac cO'quan, dan vi

- Tai li~u chi d~o, hu6ng dfuI chung cho cac cO' quan, dan
126. vi (hB sa nguyen t~c)

- Tai li~u chi d~o, hu6ng dfuI rieng cho cO'quan, dan vi

- Van ban thong bao dS biSt
Chi thi, m~nh l~nh, quy dinh, quySt dinh, hu6ng d&n vS san
xuftt, sua chua, xuftt, nh~p, quan ly, bao quan, niem cftt vii
khi, trang bi kY thu~t, quan luang, quan trang, thu6c chua
b~nh, xang, dftu, ...
KS ho~ch, bao cao vS dv trU, san xuftt, sua chua, xuftt, nh~p,
bao quan, niem cftt viikhi, trang bi kY thu~t, quan luang,
quan trang, thu6c chua b~nh, xang, dftu, ...
- Hang nam va nhiSu nam
- Thang, quy, 6 thang, 9 thang
HB sa thanh, xu ly vii khi, trang bi ky thu~t, quan luang,
quan trang, thu6c chua b~nh, xang, dftu, ...
- Bugc cftp co th~m quySn phe duy~t
- Chua dugc cftp co th~m quySn phe duy~t
S6 xuftt, nh~p vii khi, trang bi kY thu~t, quan luang, quan
trang, thu6c chua b~nh, xang,dftu, ...
PhiSu xu~t, nh~p vii khi, trang bi kY

l
thu~t, quan luang,

quan trang, thu6c chua b~nh, xang, dftu, ...
Cong van trao d6i
Sua chua nh6 va cong van trao d6i

13. Titi Ii~u xay d\fng cooban
T~p van ban dSn cua cac cO'quan, dan vi

127.

128.

129.

130.

131.

132.
133.

136.

134.

135.
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Vi'nh viSn
10 nam

Vi'nh viSn I- __

Vi'nh viSn
10 nam

Vi'nh viSn

10 nam
5nam

DSnkhi van
ban hSt hi~u
l\Ic thi hanh
Vinh viSn
10 nam

Vinh viSn

Vi'nh viSn
10 nam

Theo tu6i th<;>
cong trinh

D6nkhi van
ban h6t hi~u
hJc thi himh
VInhvi€n
5nam

- Chi d~o, huang dan rieng cho Co'quan, dan vi
- Van ban thong bao dS biSt
H6 So'xay d\lTIgquy chS, quy dinh ho~t dQng khoa hQc Icy
thu~t va cong ngh~ quan S\fcua BQ, Co'quan, dan vi

137.

138.

139.

141.

142.

140.

KS ho~ch, bao cao thang, quy, 6 thang, 9 thang
- CO'quaD.,dan vi ban hanh
- CO'quan, dan vi nh?il I
H6 sa cong trinh xay d\lTIgcO'ban I
- Cong trinh nhom A; cong trinh ap d\illg giai phap kiSn
truc, kSt cau, cong ngh~, thiSt bi, v~t li~u mai; cong trinh
xay d\lTIgtrong diSu ki~n dia chat, dia hinh d?c bi~t; cong
trinh xSp h~ng di tich Iich su van hoa; cong trinh b~t bUQc
thi tuySn thiSt kS kiSn truc co quy mo cap I, cap d?c bi~t

- Cong trinh nhom B, C va sua chua 100

14. Tai Ii~u d~ an, d1}' an, chU'O'ngtrinh tr<}ngdi~m
T~p van ban dSn cua cac cO'quan, dan vi

- Tai Ii~U:chi d~o, huang dan chung cho cac cO'quan, dan.
vi (h6 sa nguyen t~c)

- Tai Ii~u chi d~o, huang dan tI1JCtiSp dS an, d\f an
- Tai Ii~u thong bao dS biSt, dS ph6i hqp th\fc hi~n
H6 sa xay d\lTIgdS an, d\f an, chuang trinh tn.mg diSm va
cac dS an, d\f an
- CO'quan, dan vi chu tri nghien diu, xay d\lTIg
- CO'quan, dan vi ph6i hgp
H6 sa th&mdinh cac dS an, d\f an, chuong trinh trQng diSm
- DS an, d\f an, chuang trinh trQng diSm duqc phe duy~t
- Khong duqc phe duy~t
H6 sa t6. chuc th\fc hi~n cac dS an, d\f an, chuang trinh
trQng diSm
Bao cao danh gia kSt qua th\fc hi~n cac dS an, d\f an,
chuang trinh trQng diSm
- T6ngkSt
- SA kSt

15. Tai Ii~u khoa h<}cva cong ngh~ quan S1}'

T~p van ban dSn cua cac Co'quan, dan vi

- Chi d~o, huang dan chung cho cac ca quan, dan vi (h6 sa
144. nguyen t~c)

143.

145.
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146.

147.

148.

149.

150.

151.

152.

153.

154.

155.

156.

157.

158.

159.

160.
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H6 sO'vS hQi nghi, hQi thao do cO'quan, dan vi t6 chilc
KS ho~ch, bao cao cong tac khoa hQc k:Y thu?t va cong
ngh~ quan S\f
- Hang nam va nhiSu nam
- Thang, quy, 6 thang, 9 thang
H6 sO' vS ho~t dQng clla HQi d6ng khoa hQc cac cO' quan,
dan vi
H6 sO'chuang trinh, dS tai nghien CUllkhoa hQc
- cfip nha nuac va cfip bQ, nganh
- cfip cO'sa
H6 sO' sang kiSn, cai tiSn k:Ythu?t, quy trinh k:Ythu?t, sua
chua, hi~u chuful ho~c giai phap hfru ich duQ'c cong nh?n
- cfip nha nuac va cfip bQ, nganh
- cfip cO'sa
H6 sO' xay d\Illg cac tieu chuAn trong linh V\fC quan S\f,
qu8c phong
H6 sO' xay d\Illg, triSn khai ilng d\lng khoa hQc cong ngh~
Clla BQ, nganh, cO'quan, dan vi
Cac bao cao khoa hQc chuyen dS do cO' quan, dan vi th\fC
hi~n dS tham gia cac hQi thao khoa hQc
H6 sO'xay d\Illg va qUID ly cac cO'sa dfr li~u Clla nganh, cO'
quan, dan vi
Cong van trao d6i

16. Tid li~u cac linh vl}'cchuyen mon khac
T?p van ban dSn cac cO'quan, dan vi

- Chi d~o, huang dful chung cho cac cO'quan, dan vi (h6 sO'
nguyen t~c)

- Chi d~o', huang d~n rieng cho cO'quan, dan vi
- Van bim thong bao dS biSt
H6 sO' xay d\Illg, ban hanh van bim quan ly vS nganh, linh
V\fCdo cO'quan, dan vi quan ly
H6 sO'HQi nghi t6ng kSt hang nam va nhiSu nam vS nganh,
linh V\fC do cO'quan, dan vi quan ly
Chi thi, quySt dinh Clla cac nganh, linh V\fC do cO' quan,
dan vi qmin ly
KS ho~ch, bao cao
- Hang nam va nhiSu nam
- Thang, quy, 6 thang, 9 thang

Vinh viSn

Vinh viSn
10nam

Vinh viSn

Vinh viSn
20nam

Vinh viSn
10 nam

Vinh viSn

Vinh viSn

20nam

Vinh viSn

10 nam

D~nkhi van
ban h~t hi~u
hJc thi hfmh
VInh vi€n

10 naffi

Vinh viSn

Vinh viSn

Vinh viSn

Vinh viSn
20 nam i.-
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161.
Ho sa to chilc th\fc hi~n cac OOi~mv1;tthuQc HOOV\fCca VIOOviSn
quan, dan vi qmin If

162.
Hi) sa xay d\Ifig, ban hanh va t6 chilc thgc hi~n cae m\lc tieu, VIOOviSn
d\f an cua nganh, HOOVl)'Cdo ca quan, don vi quan If

163.
Hi) sa chi d~o xay d\Illg diSm, xay d\Ifig diSn hinh cua VIOOviSn
ngaOO,Hnh V\fCdo ca quan, dan vi qmin If

164.
Hi) sa kiSm tra, hu6ng d~n nghi~p V\l thuQc nganh, HOO VIOOviSn
Vl)'Cdo co quan, dan vi quim If
Hi) sa giai quySt cac V\l vi~c trong ho~t dQng quan If vS

165.
HOOV\fCca quan, dan vi quan If
- V\l vi~c quan trQng VInh viSn

- V\l vi~c khac 20nam
166. Bao cao phan tich, th6ng ke chuyen dS VIOOviSn

167.
86, m~u biSu quan If nghi~p V\l thuQc 1100V\fCca quan, 20nam
dan vi quan If

168.
Cong van trao d6i vS nghi~p V\l thuQc 1100Vl)'Cca quan,

10 nam t
dan vi quan If
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