TIEU CHUAN KiCH THUOC, YEU CAU VE HOP HO SO VA BiA HO SO
(kém theo Thong biao moi quan tAim ngay <.1./..7../2022)

1. Hop hé so: theo Quyét dinh sé 74/QD-KHKT ngay 04/8/1997 cua Cuc Luu trix
Nha nudce vé viée ban hanh tiéu chuan nganh cap dung tai liéu

a) Pham vi ap dung: Tiéu chudn nay quy dinh kich thudc va yéu cau déi véi cap
dung tai liéu sir dung trong cong tac van thu, luu trlr tai cac cong so trong toan
quaoc.

b) Kich thudc cua cap dung tai liéu

Cép dung tai liéu dugce ché tao bﬁng bia cac tong cung loai tt, day I, 5 - 2mm co
kich thudc nhu sau:

- Chiéu dai : 340 + 2mm

- Chiéu rong : 260 + 2mm

- Chiéu day : 100+ 2mm

c) Yéu cau dbi voi cap dung tai li¢u

- Yéu cdu vé thim m§ va hinh thtre: Cap c6 kiéu dang dep, lich su nhung dam bao
su nghiém tuc cua cong viéc hanh chinh.

- Cép phai dung dugc mot khdi luong tai liéu tdi da 12 4, Skg.

- Vai gy cta cip mau sam, gan vao 2 bia cap 15mm. hai dau vai phia trén va phia

duéi gap vao 10mm. Mbi ni giira vai voi bia cac tong phai chiu duoc mét luc kéo
la SON (Niu ton).

- Céc day budc, day khod, bing dinh nhép duoc gin vao bia céc téng dé chiu dugce
mot lwe SON nham giir an toan cho tai lidu.

- Gidy boc ngoai hai bia cac tong la gidy tot, mau sam, dugc boc cach mép gidy
10mm.

- Gidy phia trong cap la gidy trang phu kin mit trong clia cp.

- Ho déan dung san xuét cap phai la loai ho chong dugc con tring pha hoai.

2. Bia hd so: theo Quyét dinh s6 62/QD-LTNN ngay 7/5/2002 ctia Cuc Luu trir Nha
nude vé tidu chuan nganh bia ho so

a) Pham vi va déi tuong ap dung:

- Tiéu chudn nay qui dinh kich thudc, yéu cau chat lugng va mau trinh bay d6i vai
bia ho so tai liéu luu trir hanh chinh Nha nudc thoi ky hién tai.

- TCN 01:2002 ap dung cho céc luu trit ¢6 dinh, luu trir hién hanh ctia co quan Nha
nudc, doan thé nhan dan trén pham vi toan quoc.

- Khuyén khich ap dung trong céng tac van thu clia cdc co quan, doan thé, to churc
kinh té, xa hoi.



b) Kich thudc va yéu cau chat lugng

- Kich thugc: Bia ]T‘lé) 5o c6 kich thuée 330mm x 560mm, sai s6 cho phép + 2mm va
duogc gap lam 4 phan nhu sau:

+ To dau: 235mm x 330mm;

+ Phan gip gay: 40mm x 330mm;

+T0 sau: 235mm x 330mm;

+ Phan gap canh: 50mm x 330mm. (Hinh 1)

Céc phan trén duoc phén chia bang 3 duong ké dam 0,5 mm: duong thtr nhat cach
déu mép phai cua to bia 235mm, dudng thir hai cach déu mép phai cia to bia
275mm, dudng thir ba cach déu mép trai cua to bia 50mm; gitra hai duong thir nhét
va tht hai co duong ké nho, dit quang ding dé gip gifta gay (xem Hinh 1).

- Yéu cau chat luong: Bia ho so duoc 1am bang loai gidy bia mau sang, cimg, dali,
nhan, khong nhoe muc, do pH trung tinh (pH =7), ¢6 dinh luong tir 120 gr/m” dén
135 gr/m’.

¢) Mau trinh bay
- Trang mdt trude (TS dau):

Trang dau duoc trinh bay trong khung hinh chit nhat cach déu mép trén va dudi
30mm, mép phai va mép trai (duong ke thu nhat & tiéu muc 2.1) 20mm. Khung
duogc vién doi, dudong vién ngoai 1mm, dudng vién trong 0,3mm (xem Hinh 2).

+ Céch duong vién trén 20mm, bén trai 10mm, ké hai duong chdm song song dai
100mm, duong dudi cach duong trén 10mm (dung dé viét tén co quan, don vi san
sinh ra ho so).

+ Dong chir “Ky hi€u théng tin: ..................... ” dugc trinh bay dudi dong ké thir
hai 20mm, cach duong vién trong bén trai 10mm, dai 100mm, phéng chit Times
New Roman, c& chit 14, kiéu chit dung, dam.

+ O gbc phai trén cling v& mot khung hinh chit nhat (dung dé viét tén cua luu trit
lich str sau khi h6 so duge ndp luu) ¢é kich thude 70mm x 50mm, cach duong vién
trong bén trén 20mm, bén phai 10mm.

+ Dong chit “Sb: ......... VT” dugc trinh bay dudi khung hinh chit nhat 15mm,
cach dudng vién trong bén trai 10mm, phong chit Times New Roman, ¢& chit 12,
kiéu chir ding, dam; riéng chir “VT” phong chit Times New Roman, c& chit 12,
kiéu chit ding, dam.

+ Chit “H6 so” dugc trinh bay cén giita, cach duong vién trong bén trén 100mm,
phéng chir Times New Roman, ¢& chir 72, kiéu chir dimg, dam.

+ Duéi chit “H6 so” 15mm 1a 4 dong ké cham dai 130mm, can giita, cac dong cach
nhau 10mm.

+ Duéi dong ké chdm cubi cing 10mm 1a dong chit “Tir ngay .......... dér} ngay
.......... ”, dai 100mm, can gifra, phong cht Times New Roman, c¢& chit 14, kiéu chiy

+ Céach dong trén 10mm la dong chix “qG(R)m .......... t0” dai 35mm, can gifta, phong
chit Times New Roman, c& chir 14, kiéu chit diung.



+ Cach duong vién trong bén dudi 20mm, cach duong vién trong bén trai 10mm la
3 dong chir “Phong so: ........ ?, “Muc luc s0: ..eiiiinnen. ” va “Ho so sb:
.................. ” dai 50mm, cach nhau 10mm, phong chit Times New Roman, c&

chit 14, kiéu chir dimg, dam.

+ Cach dudng vién trong bén phai 15mm va ngang hang véi dong chir “Phong s6:
.......... ” la dong chir “THOI HAN BAO QUAN?”, phong chir Times New Roman,
cd chir 14, ki€u chir ding va ¢ ngay phia dudi 10mm la mot dong ké cham c6 do dai
bang d6 dai ctia dong chit “THOI HAN BAO QUAN”.

- Trang mdt sau (To dau):

+ Dong chit: “MUC LUC VAN BAN” duoc trinh bay cach mép bia trén 20mm,
can gitra, phong chir Times New Roman, ¢ chir 15, kiéu chitr dam.

+ Dudi dong chit “MUC LUC VAN BAN” 10mm la bang théng ké van ban cach
mép phai va trai 10mm, mép dudi 15mm, gom 7 cot voi kich thude moi c¢ot nhu
sau:

Stt | Tén cot D0 rong
1 S6 thir tu 10mm
2 S, ky hiéu vin ban 30mm

3 Ngay thang van ban 30mm

4 Téc gia van ban 40mm

5 Trich yéu noi dung van | 75mm
ban

6 T sb 10mm

7 Ghi chu 20mm

Tén cac cot: Phong chit Times New Roman, c& chir 12, kiéu chir ding, dam.

Céc dong ké ngang trong bang thong ké cach nhau 10mm (xem Hinh 3).

- Trang 3 (To sau):

Dung dé trinh bay phan tiép theo bang théng ké van ban va phan ching tir két thic.

+ Mau bang thong ké van ban nhu ¢ trang mat sau cua to dau nhung khong c6 dong
chit “MUC LUC VAN BAN” (xem Hinh 4).

+ Dudi bang théng ké van ban 1a phan ching tir két thic. Dong chit “CHUNG TU
KET THUC” céach bang théng ké van ban 15mm, can gifta, phong chit Times New
Roman, c¢& chit 14, kiéu chit dung, ddm. Dudi dong chit “CHUNG TU KET
THUC” 10mm la cac dong chit:
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Cach dong cach nhau 10mm, phong chit Times New Roman, c¢& chit 14, kiéu chir
ding (xem Hinh 5).
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HINH 3

MUC LUC VAN BAN
S6 | S6, ky hiéu Ngay Tac gia van Trich yéu ndi dung | To'sd | Ghi
TT van ban thang van ban van ban chi
ban
10mm 30mm 30mm 40mm 75mm 10mm | 20mm
HINH 4

S6 | Sob,kyhiéu | Ngaything | Téic gia vin ban Trich yéu nji dung vin | Tosé | Ghi
TT van ban van ban ban chi




CHUNG TU KET THUC
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