BAN CHAP HANH TRUNG UONG PANG CONG SAN VIET NAM

VAN PHONG
* Ha Noi, ngay 04 thdang 11 nam 2020

S$ 64-HD/VPTW

HUONG DAN
quén 1y tai liéu ciia cac co quan, to chirc ding,
Miit tran Té qudc Viét Nam va cic to chike chinh tri - xa hoi
khi giai thé, chia, tach, sip nhap

Thuc hién Luat Luu trir s6 01/2011/QH13 dugc Qudc hoi thong qua ngay
11/11/2011 va Quy dinh sé 270-QB/TW, ngay 06/12/2014 cua Ban Bi thu
Trung wong Pang vé Phong Luu trit Pang Cong san Viét Nam, Vian phong
Trung wong Pang hudng dan quan 1y tai lidu cla cac co quan, to chirc dang,
Mt tran T quéc Viét Nam va cac to chire chinh tri - xa hoi khi giai thé, chia,
tach, sap nhap nhu sau:

1. Pham vi diéu chinh, ddi twong ap dung
1.1. Pham vi diéu chinh

a) Vin ban nay hudéng din quan 1y tai liéu (bao gom tai liéu gidy, tai liu
nghe nhin va tai liéu dién tir...) clia cac co quan, t6 chirc khi giai thé, chia, tach,
sap nhap.

b) Truong hop co quan, t6 chuc két thac hoat dong, chuyén giao, hop nhét
c6 thé van dung Huéng dan nay.

1.2. Péi twong dp dung

a) Van ban nay &p dung doéi vdi cac co quan, t0 chirc dang, Mat tran To
quoc Viét Nam va céc t6 chirc chinh tri - xa hdi cac cap (sau day goi chung la co

quan, tb chtre) khi giai thé, chia, tach, sap nhap.

b) Luu trt lich sir cua Trung wong Pang, Luu trit lich st cua tinh uy,
thanh uy (sau day goi chung 1a Luu trir lich st cua Pang) va Luu trit co quan
clia cac co quan, tO chirc cii (sau day goi chung 13 Luu trit co quan cil), Luu trit
co quan ciia co quan, t6 chirc mdi (sau ddy goi chung 1a Luu trir co quan méi)
thue hién Huéng dan nay khi c6 quyét dinh cta co quan, to chic c6 thim quyén
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v€ viéc giao ndp, tiép nhan, quan ly tai li€u cua cac co quan, to6 chirc thude
ngudn ndp luu khi giai the, chia, tach, sap nhap.

2. Yéu cau va trach nhiém cia co quan, to chirc, don vi, ca nhian
2.1. Yéu cau

a) Toan bo tai liéu hinh thanh trong qua trinh hoat dong ciia co quan, t6
chtrc khi giai thé, chia, tach, sap nhap phai duoc quan 1y tip trung thdng nhat
theo nguyén tic khong phén tan, xé 1& phong luu trit.

b) Tai liéu hinh thanh trong qué trinh hoat dong cua co quan, t6 chirc nao
phai dugc thu thap, chinh 1y, théng ké va bao quan theo phong luu trir ciia co
quan, t6 chirc d6. Khi ban giao tai liéu phai 14p bién ban ban giao, kém cac vin
ban hudéng dan chinh 1y va muc luc thong ké tai licu.

c) Céc co quan, té6 chire, don vi, ca nhan khong duoc chiém gift, lam hu
hong, mat mat hay tiéu huy trai phép tai liéu khi co quan, t6 chiic giai thé, chia,
tach, sap nhap.

d) Quan 1y tai liéu an toan va thuc hién dang quy dinh hién hanh vé bao
v¢ bi mat thong tin cua tai li¢u khi co quan, t6 chirc giai thé, chia, tach, sap nhap.

d) Khi co quan, t6 chirc giai thé, két thuc hoat dong phai ndp con dau va
gidy chimg nhan d3 ding ky miu diu cho co quan cong an noi ding ky mau
dau. Trudng hop co quan, to chirc hodc Luu trit lich st ciia Pang can gitt con
dau dé luu trir, phuc vu nghién ctru lich str thi trao doi, théng nhét véi co quan
cong an trong viéc ban giao, tiép nhan, luu trit con ddu hét gia tri st dung.

2.2. Trach nhiém cua co quan, to chirc, don vi, cd nhdn
a) Trach nhiém cuia co quan, t6 chirc trudce khi giai thé, chia, tach, sap nhap

- Nguoi ding dau co quan, to chirc khi giai thé, chia, tach, sap nhap chi
dao, kiém tra, to chuc thu thap va giao ndp tai li€u tr cac don vi, ca nhan vao
Luu trlt co quan va tu Luu trit co quan cii vao Luu trit co quan mo1 hoac vao
Luu tri¥ lich str cia Bang.

- B6 phan van thu, luu trir hodc nguoi dugc giao nhi¢m vu van thu, luu
trlt cia co quan, to chuce khi giai thé, chia, tach, sap nhap tham muu gitp nguoi
dtmg dau co quan, to chirc chi dao, kiém tra, hudéng dan viéc 1ap ho so va giao
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ndép hd so, tai liéu vao Luu trit co quan dbi v6i co quan, to chic, don vi cap
dudi; té chuc lap ho so va nop luu ho so, tai liéu vao Luu trit co quan tai co
quan, td chuc; giao nop ho so, tai liéu vao Luu trit co quan madi hodc vao Luu
trr lich st cua Pang.

- Nguoi dirng dau don vi trong co quan, t6 chirc khi giai thé, chia, tach,
sap nhap, chiu trach nhiém trudc nguoi dung dau co quan, td6 chuc vé viée to
chtrc 1ap ho so va nop luu ho so, tai liéu ctia don vi vao Luu trit co quan.

- Cac don vi, t6 chtic, c4 nhan trong co quan duoc giao giai quyét cong
viéc co trach nhiém thu thap, 1ap ho so, théng ké muc luc hd so, théng ké muc
luc tai liéu ndp luu va giao ndp toan bd hd so cong viée (ca tai licu gidy, tai licu
nghe nhin va tai liéu dién tir) da két thiic do don vi, to chirc, c4 nhan dam nhi¢m
vao Luu trit co quan.

* Truong hop co quan, to chirc giai thé, chia, tach, sip nhap khong tu
chinh 1y duogc tai liéu dé ndp luu theo quy dinh, can trao ddi véi co quan, to
chtrc méi hodc Luu trit lich sir ciia Pang dé thong nhat viéc chinh 1y va giao ndp
vao luu trir theo quy dinh.

b) Trach nhiém cua co quan, t6 chirc moi

- Nguoi dirng dau co quan, t6 chirc mai chi dao, don doc viée ti€p nhan va
quan ly tai liéu cua co quan, t6 churc khi giai thé, chia, tdch, sap nhap theo quyét
dinh cua co quan, t6 chirc c6 tham quyén.

- Luu trlt co quan maéi xay dung ké hoach, hudng dan, kiém tra, tiép nhan
va quan ly hd so, tai liéu cua cac co quan, td chure khi giai thé, chia, tach, sap
nhap vao luu trir theo quy dinh.

- Luu trlt co quan méi kiém tra, ddi chiéu thuc té ho so, tai liéu giao nop
voi mue luc hd so, muc luc tai liéu; kiém tra cac file tai liéu dién tor, anh/file
anh, file/dia ghi 4m, file/dia ghi hinh va tiép nhan cac 6 cing mdy tinh, cac may
chu kém theo (néu co).

- Luu trlt co quan moi 1ap "Bién ban giao, nhan tai liéu" thanh ba ban, bén
giao ndp ho so, tai ligu gitr mdt ban, bén ti€p nhan gitt hai ban va 1ap ho so vé
viéc giao ndp ho so, tai liu khi két thiic ban giao.

(Md~u bién ban giao, nhan tai liéu vao Luu trit co quan: Phu luc s 1 ).
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¢) Trach nhiém ctia Luu trit co quan cip uy huyén

Luu trit co quan cdp uy huyén xay dung ké hoach, huéng din, kiém tra va
t6 chtrc thu thap ho so, tai liéu cta cac co quan, to chire thudc nguodn ndp luu
vao Luu trit co quan cAp uy huyén khi giai thé, chia, tach, sap nhap dé quan 1y

va to chure giao ndp vao Luu trit lich sir ctia Pang theo hudng dan hién hanh.
d) Trach nhi€ém cua Luu trit lich sir cua Dang

- Luu trir lich sir cia Pang hudéng dan, kiém tra, t6 chirc tham dinh va xay
dung ké hoach thu thap h so, tai liéu vao Luu trit lich si cia bang cua cac co
quan, t6 chtrc thudc ngudn ndp luu khi giai thé, chia, tach, sap nhap.

- Luu trir lich st cua Bang kiém tra, ddi chiéu thuc té ho so, tai liéu giao
ndp véi muc luc hd so, muc luc tai liéu; kiém tra céac file tai liéu dién tir, cac
anh/file anh, file/dia ghi am, file/dia ghi hinh va tiép nhan cac van ban hudng
dan chinh 1y, cac danh muc tai liéu mat, tai liéu da giai mat, cac co so dir liéu
muc luc ho so, muc luc tai li€u, cac b cung may tinh, cac may chu kem theo

(néu co).

- Luu trir lich str cia Bang 14p "Bién ban giao, nhan tai li¢u" thanh ba ban,
co quan, t0 chirc giao ndop hod so, tai liu git mot ban va Luu trit lich st cua
bang gilr hai ban; 1ap ho so vé viéc giao, nhan ho so, tai li¢u sau khi két thac

ban giao.

(MdNu bién ban giao, nhan tai liéu vao Luu trit lich sw cua Dang: Phu luc
$6 2).

3. Quan Iy ho so, tai liéu khi co quan, té chirc giai thé

a) Pbi v6i nhitng co quan, t6 chirc giai thé thudc ngudn ndp luu vao Luu
trtr lich st cia DPang thi toan bd hd so, tai liéu duogc thu thap, chinh ly hoan
chinh va giao nop vao Luu trir lich st cua Pang theo quy dinh.

b) Dbi véi nhitng co quan, to chirc cap huyén khi giai thé thi toan bo hd
so, tai liéu dugc thu thap, sép xép, théng ké va giao nop vao Luu trlt co quan
cap uy huyén dé quan 1y dén hét thoi han luwu trir hién hanh. Dén thoi han nop
luu vao Luu trir lich st cia Bang, Luu trir co quan cép uy huyén lya chon, [am

thu tuc giao ndp nhitng ho so, tai li€u c6 gia tri bdo quan 70 ndm va vinh vién
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ctia nhirng co quan, to chirc thudc ngudn ndp luu vao Luu trix lich sir ctia Pang
theo quy dinh.

¢) Péi v6i nhitng co quan, to chirc xa, phuong, thi tran giai thé thi toan bo
hd so, tai liu duoc thu thap, chinh 1y hoan chinh va ban giao dé quan 1y tai cp
uy cap xa méi hodc theo quyét dinh cta co quan, to chirc c6 tham quyén.

4. Quan 1y ho so, tai liéu khi co quan, té chirc chia, tich
4.1. Khi chia co quan, té chirc dé thanh co quan, té chirc méi

a) Ho so, tai lidu cong viéc da giai quyét xong duge co quan, té chirc méi
thanh 1ap tiép nhan va quan ly hodc thyc hi¢n theo quyét dinh cua co quan, t6
chtc ¢6 thim quyén.

b) H6 so, tai liéu cong viéc dang giai quyét ban giao cho co quan, to chirc
duoc giao nhiém vu tiép tuc theo ddi giai quyét, xir Iy cong viéc d6 hodc thuc
hién theo quyét dinh cta co quan, t6 chirc c6 thim quyén.

4.2. Khi tich mét hodic mét sé bé phin ciia co quan, to chivc dé sdp
nhdp vao co quan, té chive khdc

a) Toan bo hd so, tai liéu cong viéc dd giai quyét xong ctia bd phan duoc
tach giao lai cho Luu trit co quan cii quan ly.

b) Hb so, tai liéu cong viéc chua giai quyét xong cia bd phan duge tach
ban giao cho co quan, t6 chirc dugc giao nhiém vu tiép tuc theo dbi giai quyét,
xu 1y cong viéc do hoac thuc hién theo quyét dinh cua co quan, td chirc co
tham quyén.

5. Quan ly ho so, tai liéu khi co quan, té chirc sap nhap

a) HO so, tai li¢u cong viéc da giai quyet xong cua co quan, t6 chiuc cii
thudc nguon ndp luu dugc giao ndp vao Luu trir lich st cia Dang.

b) H6 so, tai liéu cong viée chua giai quyét xong ctia co quan, to chirc cil
thudc nguén ndp luu ban giao cho co quan, td chirc duoc giao nhiém vu tiép tuc
theo ddi giai quyét, xir Iy cong viéc d6 hodc thuc hién theo quyét dinh cia co
quan, t6 chtrc c6 thAm quyén.

c¢) H6 so nguyén tac khong phai giao ndp va can bg, cong chirc, vién chirc
dugc mang di phuc vu cho cong tac cua co quan, to chirc, cd nhan.
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d) Ho6 so can bd, dang vién dang cong tac dugc chuyén giao cho co quan,
td churc moi.

d) Pbi voi co quan, to chic x4, phuong, thi tran khi sap nhap thi toan bd
hd so, tai liéu dugc ban giao va quan 1y tai cap uy cip xa mdi hodc theo quyét

dinh cta co quan, t6 chtic c6 tham quyén.
6. To chirc thuc hién

a) Cac van phong co quan, to chirc ¢6 trach nhiém giup lanh dao co quan,
t6 chirc thuc hién Huéng dan nay.

b) Giao Cuc Luu trit, Van phong Trung wong DPang trién khai, kiém tra
viéc thyc hién Huéng dan nay.

Trong qua trinh thyc hién, néu c6 khé khan, vuong méc, dé nghi cac co
quan, to chtrc phan anh, trao doi voi Van phong Trung wong Pang (qua Cuc
Luu tri).

Noi nhan: K/T CHANH VAN PHONG

- Céc vin phong tinh uy, thanh uy, PHO CHANH VAN PHONG

- Céc van phong ban, hoi dong, dang uy
truc thudc Trung uvong,
- Cac van phong béo, tap chi, nha xuét ban,
hoc vién truc thudc Trung wong,
- Van phong Uy ban Trung wong
Mat tran T6 qudce Viét Nam va cac to chic
chinh tri - xa hgi & Trung wong,
- Luu Van phong Trung wong Dang. Bui Van Thach
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Phu luc 01: MAu bién ban giao, nhan ho so, tii li¢u vao Luu trir co' quan

TEN CC QUAN, TO CHUC CAP TREN ~ DANG CONG SAN VIET NAM'
TEN CO QUAN, TO CHUC
*

S6...-BB/...

BIEN BAN
giao, nhin tai liéu

Cian ctr Huéng dan sd 17-HD/VPTW, ngay 16/12/2016 cua Vin phong
Trung wong Pang vé lap ho so va ndp luu ho so, tai liéu vao Luu trit co quan;

Can ctr vao Quyét dinh s0....cia co quan, t6 churc ¢6 tham quyén vé viéc
giai thé/chia/tach/sap nhap co quan/t6 chiec....,

Hom nay, ngdy... thang... nam..., tai..., chung t6i gom:

BEN GIAO: (tén don vi giao ndp tai li¢u), dai dién la:

S DONE ChL: o

- Chirc vu cong tac/chirc danh: ..........c.cooooiiiiiiiiii e
BEN NHAN: (Luu trit co quan), dai dién la:

S DONE ChL: o

- Chirc vu cong tac/chirc danh: .........ccocovvvviiiiiiii e,
Théng nhét 1ap bién ban giao, nhan tai li¢u véi nhitng ndi dung cu thé sau:
1. Tén phong hodc khéi tai lidu ZI80 NOP: ...v.vvevereeeeeeeeeeeeeeeeeeee e
2. Thoti gian cua tai liéu:

.......................................................................................................................

a) Bo6i vai ho so, tai licu gidy

- Tong s6 ¢ap (hOP): vvvvvveeeeeenneee. , trong duong.........ccceeeeveennn mét gia.

' Dbi voi Mt tran TH quéc va céc td chirc chinh tri - x3 hoi trinh bay theo thé thirc van ban cua Mat tran TH quéc va
cac t0 chire chinh tri - xa hoi.
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- Tong s6 ho so (don vi bA0 qUAN): ...eeeeeviieieiiieeee e
b) Doi vai tai liéu nghe nhin

- Tong s6 anh, dia, file &nh: .........cccoooviiiiii e,

- Tong sb bang, dia, file ghi RINN: «..o..ovovieeeeeeeeeeeeeeeeeeee e
c) Dbi véi ho so, tai lidu dién tir

= TONE SO DO SO oottt e,
- TONE SO 8P tiN trONE NO SO ..o
4. Tinh trang tai li€u giao ndp

---------------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------------

Bién ban nay duogc 1ap thanh ba ban c6 gia tri phap ly nhu nhau, bén giao
(don vi, cd nhan) gitt mot ban, bén nhan (Luu trir co quan) gitt hai ban.

NGUOI GIAO NGUOI NHAN
(chir ky) (chit ky)
Ho va tén Ho va tén
XAC NHAN CUA BEN GIAO XAC NHAN CUA BEN NHAN
(chit ky) (chit ky)
Ho va tén Ho va tén

Ghi chii: Truong hop don vi giao va don vi nhan ¢6 con dau riéng thi dong dau cia don vi
vao bién ban khi xac nhan vi¢c giao, nhan.
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Phu luc 02: MAu bién ban giao, nhan tai li¢u vao Luru trit lich sit ciia Pang

TEN CO QUAN, TO CHUC CAP TREN  PANG CONG SAN VIET NAM'

TEN CO QUAN, TO CHUC . ) }
w e , hgay... thang... nam......
S6...-BBY...
BIEN BAN
giao, nhan tai liéu 2
(Thoi gian.....)

Thuc hién‘ ché do thu thap, quan 1y va bao quan tai li¢u luu trit quy dinh
tai Khoan 1, Picu 12 Quy dinh so6 270-QD/TW, ngay 06/12/2014 ctia Ban Bi
thu Trung wong Dang,

Hoém nay, ngdy... thang... ndm..., tai..., chung toi gdbm:
- Pai dién bén giao: ... Chtrc vu/chirc danh: ...
- Pai dién bén nhan: ... Chtrc vu/chtrc danh: ...

Hai bén thong nhat 1ap bién ban giao, nhan phong/khdi tai liéu, véi nhitng
ndi dung cu thé sau:

1. V& ho so phong

- Céc vin ban ho so phong: ...

- Muc luc hd so: ...

- Cac cong cu tra clru va céc tai liéu lién quan kem theo: ...

2. Vé tai ligu

2.1. Tai liéu gidy

- Sb luong tai liéu: ... cap (hop) véi tong sd... hd so (don vi bao quan),

trong d6 co... hd so (don vi bao quan) luu vinh vién, ... hd so (don vi bao quan)
Iru ¢6 thoi han.

-.....tai licu mat, ....... tai liéu da giai mat.
- Thot gian cua tai ligu: ...

- Tinh trang cua tai ligu: ...

' Pbi voi Mit tran T quéc va céc td chirc chinh tri - x3 hoi trinh bay theo thé thire vin ban cua Mt tran T6 quéc va
cac t0 chure chinh tri - xa hoi.
2 Ghi tén phong hodc khoi tai liéu.
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2.2. Tai liéu anh

- SO lugng tai ligu: .......... anh, dia, file anh.

- Thot gian cua tai licu: ...

- Tinh trang cua tai li¢u: ...

2.3. Tai li€u ghi am, ghi hinh

- S6 luong tai licu: .............. bing/dia
- Thot gian cua tai licu: ...

- Tinh trang cua tai li€u: ...

2.4. Tai liéu dién tir

- S6 lugng tai lidu: .............. bite

- Thoi gian cua tai ligu: ...

- Tinh trang cua tai liu: ...

Hai bén da tién hanh giao, nhan day du cac loai tai li¢u trén.

Bién ban nay duogc 1ap thanh ba ban c6 gia tri phap Iy nhu nhau, bén giao
gilt mot ban, bén nhan gilr hai ban.

NGUOI GIAO
(chit ky)

Ho va tén

XAC NHAN CUA BEN GIAO

(Chtrc danh nguo1 ky)

(chit ky, ddu)

Ho va tén

NGUOI NHAN
(chir ky)
Ho va tén
XAC NHAN CUA BEN NHAN
(Chtrc danh nguo1 ky)
(chit ky, ddu)

Ho va tén



