
Trtu cHUAN KicH THrJdc, vtu cAu vt ngr Ho so va nia Ho so
(ktm theo Th6ng b6o mdi quan tim rydy 21..1.3..12022')

L HQp hO s<v: theo Quy6t dlnh stl Z+lqo-fuKT ngiy o4l8llgg7 cria Cuc Luu trir
Nhd nudc v€ viQc ban hdnh ti6u chuAn ngirnh c[p dung tdi lieu

a) Ph4m vi 6p dgng: Ti6u chu6n niry quy dinh kich thudc vir y6u cAu OOi vOi cap

d1mg tdi liQu sri dqng trong c6ng t6c vdn thu, luu trt t4i c6c c6ng sd trong todn
quoc.

b) Kich thudc cira c?p dwlg tdi lieu

Cap d1mg tdi liQu dugc ch6 t4o bing bia cric t6ng cimg loai t6t, ddy 1, 5 - 2mm c6

kich thuoc nhu sau:

- Chi6u ddi : 340 * 2mm

- Chi6u rQng : 260 + 2mm

- ChiAu ddy : 100+ 2mm

c) Y0u cAu aOi vOi c4p dung tdi lieu
). :.: -- Y€u cAu v6 th6m m! vd hinh thric: C4p c6 ki€u dr4ng dgp, llch sg nhtmg tl6m b6o

sp nghiEm tirc cta c6ng viQc hinh chinh.

- Cap ph6i dpg dusc mQt kh6i lusng tdi liQu t6i da ld 4, 5kg.

- VAi g6y cta c4p mdu slm, gin viro 2 bia cflp 15mm. hai ddu vii phia tr€n vd phia

du6i gap vdo 10mm. M6i n6i giira v6i v6i bia c6c t6ng phii chlu dugc mQt lqc k6o

ld 50N (Niu ton).

- C6c ddy buQc, ddy kho6, bdng dinh nh6p duqc gin viro bia c6c t6ng tliS chlu dugc

mgt lgc 50N nhim giir an todn cho tdi liQu.

- Gi6y bqc ngoiri hai bia crlc t6ng ld gi6y ti5t, miru s6m, dugc bgc c6ch mdp giAy

l0mm.

- Gi6y phia trong c{p ld gi6y tring phri kin m6t trong cira c[p.

- UO aan dirng sin *.,6t.4p phii ld loai h6 chi5ng dugc c6n trung phd hogi.

2. Bia h6 so: theo Quytit dinh ril OZlqo-lrxN ngdy 71512002 cta Cgc Luu trfr Nhd

nucrc v6 ti6u chu6n ngdnh bia hd so

a) Ph4m vi vd d6i tugng 6p dgng:

- Ti€u chuAn ndy qui dinh kich thuoc, y6u cAu ch5t lugng vir m6u trinh bdy dtSi vOi

bia h6 so tdi liQu luu trft hirnh chinh Nhd nu6c thdi kj'hiQn tai.

- TCN 01:2002 6p dgng cho c6c luu trt c5 d!nh, luu trft hiQn hdnh cta co quan Nhir
nudc, dodn th6 nhdn dAn trdn pham vi todn qudc.

- Khuyiln khich 6p dung trong c6ng t6c vdn thu cira c6c co quan, dodn th6, t6 chuc
t -. ^.k lnh te- xa hor-



b) Kich thu6c vi yeu cdu ch6t lugng

- Kich thu6c: Bia hO so c6 kich thu6c 330mm x 560mm, sai s6 cho ph6p * 2mm vh
duoc g6p ldm 4 phAn nhu sau:

+ Td d6u: 235mm x 330mm;

+ PhAn gdp gdy:4Omm x 330mm;

*Td sau: 235mm x 330mm;

+ PhAn g6p cAnh: 50mm x 330mm. (Hinh 1)

C6c phAn tr6n dugc ph6n chia bing 3 duong k6 dQm 0,5 mm: ducrng thri nh6t c6ch
d6u m6p ph6i cua td bia 235mm, dudng thri hai c6ch ddu m6p phii cua to bia
275mm, dudng thri ba c6ch dAu m6p tr6i cua tcv bia 50mm; gita hai ducrng thir nh6t
vd thri hai c6 dubng ke nho, dut quSng ding dO gdp giira g6y (xem Hinh 1).

- YCu cAu ch6.t luong: Bia h6 so dugc ldm bing lopi gi6y bia mdu s6ng, cring, dai,
nhin, kh6ng nhde ffiVC, d0 pH trung tinh (pH :7), c6 dinh luong tu 1 20 grlm2 d6n
135 grlm2.

c) MAu trinh bdy

- Trang mQt trudc (To dAu):

Trang ddu dugc trinh bdy trong khung hinh chir nhAt cdch dAu m6p tr6n vd du6i
30mm, m6p ph6i vd m6p tr6i (duong k6 thri nhdt o ti6u mpc 2.1) 20mm. Khung
dugc vi6n d6i, ducrng vi6n ngoiri lmm, dudng vi6n trong 0,3mm (xem Hinh 2).

+ C6ch dudng vidn tr6n 20mm, b6n tr6i 10mm, k6 hai dy*g ch6m song song ddi
100mm, duong du6i c6ch dudng tr6n 10mm (dung ct6 viOt t€n co quan, dcrn vi sdn
sinh ra h6 so).

+ Ddng chir "Ky hi6u th6ng tin: dugc trinh bdy du6i dong ke thir
hai 20mm, c6ch duong vi6n trong b6n tr6i l0mm, ddi 100mm, ph6ng chfr Times
New Roman, cd chir 14, ki6u chfr dirng, d0*.
+ O goc phii tr6n cirng vE mQt khung hinh cht nhQt (dung de viet t6n cia luu trir
lich su sau khi h6 so dugc n6p luu) c6 kich thudc 70mm x 50mm, c6ch dudng viAn
trong b6n tr6n 20mm, b6n ph6i 10mm.

+ Ddng chir "56: .. VT" dugc trinh bdy du6i khung hinh chir nhQt 15mm,
c6ch ducrng vi6n trong b6n tr6i 10mm, ph6ng cht Times New Roman, cd cht 12,

ki6u chir d,?ng, dflm; ri6ng chir "VT" ph6ng chft Times New Roman, cd chir 12,

ki6u chir dtmg, dflm.

+ Cht "H6 so" dugc trinh bdy c6n gita, c6ch ducrng vidn trong b6n tr6n 100mm,
ph6ng chir Times New Roman, cd chfr 72,ki€u chfr dring, dflm.

+ Du6i chfi "Hd so" 15mm ld 4 dong k6 ch6m ddi 130mm, c6n gifra, c6c ddng c6ch
nhau 10mm.

+ Du6i dong kd ch6m .u6i "trg 10mm ld ddng chir "Tir ngdy d5n ngdy
ddi 100mm, c6n gifra, ph6ng chfr Times New Roman, c0 chir 14, ki6u chir))

dring.

+ C6ch dong tr6n 10mm ld ddng chir "Gdm ... td" ddi 35mm, c6n gita, ph6ng
chir Times New Roman, cd chir 14, ki6u chfr dring.



+ Cdch duong vien trong
3 ddng chit "Ph6ng tO

chir 14,

+ C6ch

(Vitit bing cht

b6n du6i 20mm, c6ch vidn trong b6n tr6i 1Omm llr
"MUc lUc

dyong
s6: )' vd t'H6 SO SO:

...." dei 50mm, c6ch nhau 10mm, ph6ng chir Times New Roman, cd
ki6u chfi dring, dflm.

.). \ | \ ,. r\ r - .(nr ^ X

ducrng vi6n trong b6n phAi 15mm vh ngang hing v6i ddng chir "Ph6ng s6:

" lir ddng chir "THOI HAN BAO QUAN", ph6ng chfr Times New Roman,
cd chft 14, ki6u chfr clfng vd o ngay phia du6i lOmm ld mQt ddng k6 ch6m co dQ ddi
bing d9 ddi cta dong chfr "THOI HAN BAO QUAN".

- Trang mdt sau (To dAu):

+ Ddng cht: *M[IC LUC VAX BAN" dugc trinh bdy c6ch m6p bia tr6n 20mm,
c6n giira, ph6ng chir Times New Roman, cd chir 15, ki6u chir dAm.

+ Du6i ddng chir *M[JC LUC VAN BAN" 10mm ld bing th6ng kO vdn b6n c6ch

m6p phai vd tr6i 10mm, m6p du6i 15mm, g6m 7 cQt v6i kich thu6c m5i cdt nhu
sau:

Stt TOn cQt DQ rQng

1 So thf tu 1Omm

2 SO, t<y hiQu vdn bAn 3Omm

a
J Ngdy thSng vdn bin 3Omm

4 Tdc gittvdn bin 40mm

5
Trich y6u nQi dung vdn
b6n

75mm

6 Tcy s6 1Omm

7 Ghi chu 2Omm

TCn c6c c6t: Ph6ng chfr Times New Roman, cd chir 12, ki6u chir dring, dflm.

C6c dong ke ngang trong bang th6ng kO c6ch nhau 10mm (xem Hinh 3).

- Trang 3 (Td sau):

Dtrng d6 trinh bdy phAn ti6p theo b6ng th6ng kO vin bdn vir phAn chimg tu k6t thirc.

+ M6u bing th6ng kC vdn ban nhu 6 trang mdt sau cira td ddu nhung kh6ng c6 dong
cht "MflC LUC VAN BAN" (xem Hinh 4).

+ Du6i bAng thdng kC vdn ban ld phAn chring tu k5t thirc. Ddng chir "CHUNG TU
fpf THUC" c6ch b6ng.th6ng kC vdn bin 15mm, cAn gita, ph6ng chir Times New
Roman, cd chfi 14, ki6u cht dfug, d6m. Du6i dong chfr "CHLNG TU KET
THUC" 10mm ld cdc ddng chfr:

Dcrn v! bio quAn ndy g6m co

td

.. td

)

Mpc lpc v[n b6n co



Dic di6m trpng thili cta tei liQu trong ho SO

.., ngdy ... th6ng.
Nguoi lpp h6

..ndm
SO

C6ch dong c6ch nhau 10mm, ph6ng chfr Times New Roman, cO chir 14, ki6u cht
dring (xem Hinh 5).
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HINH 3

MUC LUC VAN BAN

S6

TT
sii, Ly t igu
vin b6n

Ngiv
th6ng vin

bin

Tic gi:i vin
hin

Trich y5u nQi dung
vin bin

Td sii

1Omm 3Omm 30mm 40mm 75mm 1Omm

Ghi
chf

20mm

HINH 4

S6
TT

sii, ki hieu
vIn btin

Ngiy thdng
vIn bin

Tdc gii vin bin Trich y6u nQi dung vin
b:in

Td s6 Ghi
chri



CHTI]\G rtl rrr THUC

Don v! b6o qu6rn ndy giim c6: .. .... to

(Viet bing chir:

Muc luc vdn bAn c6: ". .. "... td

Ddc di6m trang th6i cua tdi li6u trong hO

td)

..., ngdy ... th6ng ...n6m
Ngudi lap h6 scr


