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BO TA.IKGUV"EN vA Men TRHONG C<)NG HOA xAH<)1 CHU NGHiA vtBT NAM
tJQc I~p- Tl.r tin - H~llh plll'll~

QUYTRiNH NGHl~P Vl)LHU TRU'TAT Ll~m DAT BAI

(Ban hanh kem theo ThOng tusb: 31/2013/TT-BTNMTng/lY 23 thang j(1 m'im 20/3

cua B(J tf!.rong B(; Tai nguyrn va M6i trttong)

ChlfO'n~I

QUYflfNHCHUNG

1.P!l~mvi di~uchinh

QLIYtrlnh nghi~p v~~llfll trCrtai Ii~u d~t dai g6m trlnh t~rth\fc hien cae buae

eang 'vi~eSail:

1.1. Ki~ll1tra, tiGp nh~n tAili~u.

1.2. Chinn JS' tai li9U.
1.3. Baa quan tili li?u.

1.4. Ph\-lc Vl)khai thac till Ji~u.

2. D&i tuVng ap dyng

Qu)' tdnh nghi9p V\l luu tm tii li~u dSt dai lip d\.lllg dbi vm cac co quan,
coo vi, cong ty nha llw.k, dan vj S\Tnghi~p eong l~p va cae tb ehue, ca allan co

lien qU[lJld~n vi~c thl,fc hi~n dc buae eong vi9C luu trfr tai li~ll d5t dai b~ng

ngiin sach Nhii nuae.
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Chu'o'ng II

QUY TRiNH NGHl~;PVI) LHu TRO'TAJ LJJ;:UBAT f)Ar

SO'flO TONG QUAT QUY TRINH NGH~PVI) LUlJ TR(fTAI Ln;;U'DATHAl

KIEM C6ng lac chll~n bj
TRA"l1EP
l'.'H.-\N Ki~m tra bii li~uTAT
unu

Nh~p kho

cHiNH
Chlnh I)' tili 1i~1ldang gift)'

LV T& chuc, sip x6p tid li~u d~ng s6rAI
L1Bu

I V~sinh ldlO bilOquim tili li~u I
-I V~ sinh t::'!ili~u lUTI tru d:,l11ggift)' I

Ph\lc ch6 nha (va, dan)

BAo
I 1QUAN Qllet (scan) til\. li?u

TAr
LlJ;:U Bao qm\n tili li~u dang s6 I

I Th6ng kc til\. li~u I
I Tieu hu.y till 1i~uh& gia trj sir d\lllg I

PHI)C
Ph\lCV\lkhai thac thong tin ttvc ti6p

VV
KHAI • Ph\lCV\lkhai OJacthOngtin qua ctuOngbuu di~n,

THAc ~ trangthong tin di9n tt!h(l~ccOngthong tin di~ itf

TAl
U(lU "I\\ngh9]J tluh hinh khai thac, sll d\lng
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M\IC 1

QUY TRiNH KIEM TRA, TIE? NH..).N TAl Lf~:U BAT HAl

sa DO QUY TRINH KrEM TRA, TIEP NH~N TAl LitU flAT DA1

L{lp bien ban giao Ilh~n leii
li~u, trinh leY

Ki@mtw s61uqng vilhi~n
tr:;mg tai li~uJ1_.

H~[_V_"'_C_h_U_Y_6n_"'_'i_l_i~_U_V_'_O_kh_~_O_,

~---------' -~I Van s6 nh~p khn~

I
l C6NG TAe CHUAN D1

KIEM
TRA, ITIE?
NHAN KIEM IRA I AI uen -,
TAl
uBU
f)AT
flAT •

_I NHAPKIIO

1.1. Conf;!; tac chuiin bi

1.1.1 . L(ip k6 ho?ch tiep nh;).n tm li~LI(th6ng nh4t vai dan vj giao nOr v€
thai gian, nhiin hJc, phuong thll'C giao nhtln).

1.1.2. Huang dfuJ l(ip bi@udanhml,l-c tili li~u gi30 nQp van luu tnT thcn quy
dinh cua Nha nU0c.

1.2.Ki~mtra tai Ii~n

1.2.1. Ki6m Ira s6 luqng va hi~n tr(lng tai li~u
a) Ki6m tTa tai li~ud(lng gifty, g6m:

_ s6 luqng tm 1i~u so v6':i danh m\lc tili li~u giao nOr;
_Tinh phap Iy Clla tid li~u (ky duy.::t, dong d~u, th@thlie ...);

_ T1nh tr~mgv(it1y ella tai li~u (racb nM, dQ b6n, ... ).

b) K..ibro tra tal lil$u d\lng s5, g6m:
_ s6 luqng rna v61 danh mve giao nOr (tlinh thu'c, n{li dung, tern nhan);
_ Tinh phip ly Clla tai 1i9u (tlnh xae lh\Ic, tinh tin c(iy, tilm kba dl)ng, bien

biul thAm dinh, xac nh(in Clla ccr yuan l(ip hoi).e xay dl,mg silIl phAm titi li~ll, cae
qllY Ct111hhi9n hanh, quy djnh ricng d6! vai san phiim phai giao IlQP IlJU lru Il.hu
~fmph5m ella d\I an, dG an ..);

_ T1nh tn.ll1g ,,(it 1y ella lai li~u (eh4t lUQ'ng dTa va chfrt lUQ'Dgb€ m(it dTti);



_ Chat hrqng dfr li~u (khii. nang dQc biing phfm m~m WO fa tai 1i~u do,
dung hrqJlg, phien ban cm1i cung, quy djnh ky thui;\t...);

_ NQi dung ella ilia (ten dauh m\lc, quy dlCh, eau tnk Lhu m\l-c, 5/) !lTQTlg
t~ptill...);

_ Lam tem nhan t<;lm d6i vai nhu'ng ilia chua co [em nhan va m\lC 1\1Ct9P
tin du' 1i~u,nk thong tin [n':n ilia.

1.2.2. L~p bien him giao nh~n ti-ti li~ll, trinh ky
a) L:j.p bien ban glao nMn, g6m:

- SoWl hien him;

_ Chinh sua va th6ng nb&t danh m\lc tM li~ugiao nQp.

b) Trinh ky, dongdftu, g6m:

- Trinh ky;

- Nban bim',
- Dong dfiu.

1.3. Nh~pkho

1.3.1. V:j.l1 chuy6n lai li~1IvilO kho

a) Chufrn bj ph6ng kho;

b) Chufrn bi phuong ti9n, v:j.ttu 08 v:).nchuy6n tai li9u;

c) X8p, b6 tal li9U;

d) V:).nchuy8n tal 119Uvao kho;

d) Sftp x8p tai li9u vao kho.

1.3.2. Vao s6 nh:j.pkho
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M~iC2

Q(JY TRINH CHINH LY TAl UJ;:U HATHAI

sa DO QVY TRLNH cHiNn LYTAl LItu nAT HAl

Cong lac chltin hi

CHiNH LY rAT LlBU Th\TChi9D chinh I}'tillli~ll
Di\NG G!Ay

CHINH --1 K~t lhLic chinh Iy ILY
TAl --l Cong tac chufm bj IIJEU

TO CF-n)c, sAp xf:p TA1 Thl,lc hi9D to chtic, sip xtp
Lit\) D!:,.NGso luu trfr

L(ip bao di.o t6 chuc, sap
x6p luu hit

2.1. Chinilly t:'li li~u d:.mg gifty

2.1.1. C6ng tic chufut bj

a) L(ip k€ hUSJchehinh Iy tai li9U;

b) Giao nh(in tai li~u, v$n chi.ly~n d~n ncri chinh 1)';V9 sinh so b9 tai li~u;

c) 50,'111 thau cae van ban huang din [lghi~p V1) ehinh 1)' tai 1i9Li(k6 hO\lch
thvc hi~n cblnh Iy; Ijch sO: dem vj hinh thanh ph6ng, ljch SiT phong; huang din
xae ai,nh gia trj 1.<'Iili9U; h\1l'mg d[in phau 10\li l(ip h6 so).

2.1.2. Thl,!c hi~n cninh ly tai Ii~u

a) Phful ]o?i tai li~u theo Halmg diln phlin 10\li l(ip h6 ~o;

b) L(ip h6 sn ho(k chinb ~ira, houn thi~n b6 sa kGt hQ'p xac djnh gia tri

tai li?u, g6m:

_qp h6 sn dbi vbi till lieu fai Ie;
_ ChilJh sli'a, hoan thi~n h(\ sa d6i voi tai li~lI dil l(ip h6 SlY sa b(l nhung

dmu dal yeu diu.

e) Bien nwe phi6u tin (rieng cae tai li9U If!: h6 So' giao oAI, thue dAt, thu
h6i oAt, dEing ky cAp git1.yeh\mg nh(in qUY€JlSCTd\lng dAt, quy~n sO- hfru nha (; vii
tai san khac g~n lien vii'i dAt; lIEingky bi€n dting v6 SLrdVllg dAt ].;-hibien lIl\lC
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phi2u tin, ngo:li de lnHlng thtmg tin thea quy dinh Clla lun lril', ph;ii thE hi~n
lhem eac tmong thong tin sau: h9 ten ehU SLl'd\lng, thtm ~(\ to bim d6 S(\ di~n
tieh, \o\li dftt, ~(\ giily chCrng nh$n, s5 quy~t lilnh, ngay dr, 10\1.1h6 so);

d) Kitm Ira, cbinh slm vi~e l(ip h(\ so va vi~c bien m\lc phi@utin;

d) Hi; th{mg hoa phi~u tin thea phuong an phiin IO\li va he th6ng hoa tai

Ji~uthco phiSu tin;

e) Bien lTI\lC h6 so, g6m:

_S5p x~p h6 so lheo hu6'ng d~n;
_Dfmh sa til cllo tai \i~u ban qUflll 20 nam trlYlen;

- NMp lll\-lC It,lc van him;
- In m\lc l\lc, k"p vao bia h6 so;
_Vl~l hia h6 sa va chCrng ltl k,h tbClt.
g) Kitm tra, chinh sCra v19c bien Ill\lC h6 so (nEu chua d:).1thl cbinh sua,

hoim chinh);

b) Ve sinh, thao hi'! ghim kep, linn pll~ng ffii lieu, cho V80 bia h6 sa va danh

s6 chinh thuc len bia h6 sa;

i) S5p xEp 11(\ sa vao hOp (ei;ip) va vi~t, dim nhffn hOp;

k) V(in chuy6n h6 so vao kho, xtp len gia va giao, nh(in tili li9l1 VflO kho:

\) Nh~p phi~u tin v~o co sa dCr1i~uva ki~m tra vi~cnhi,ipphiSu tin;

ill) L(ip liVC l\lc h6 sa, g6m:

- Vi6t lili noi d~u;

- L(ip bang tra cUu h6 so;

-In m\IC l\lC, nhan ban (in tu co sa dfr \i~u, 03 b9);

- Dong quy6n ffi\IC l\IC (03 b9).

2.1.3. KSt tbuc chinh ly'
a) Hoan chinh Vll ban glao h6 so ph6ng;

b) Vi~l hao cao dmg kEl.

2.2. Ttl chll"C,sftp ):~p taj li~1ld~ng sa
2.2.1. C6ng tic chu5.n bi

~) L(ip k~ hoach t6 chlrc, skp xtp liJi \i~ll:

b) Chufin b\ thtmg tin dfT\i~\I;

c) Chu5n hj may mr'Jc, thi6t bl, V(ll tlf, Vall phong ph5m.



2.2.2. Th\l'c hi~n l(\ chll'c, s~p xep lUll tTl\'

a) Holm tlli~n Jilin nhan, ma [n~n ilia di:"fli~u s6: ghi r6 illl,le l\lc t~p till dii'
li9U,de thong lin tren dla;

b) Philn lo~i, xac di.nh gia trt tai 1i~u va thai h\Jn bilo qUEm;

c) eho s6, kj hi~u th{rlU dla lUll tili li~u (CD, DVD);

d) Sao IUD(I ban sao 11mtren rna CD, DVD va I han 1\Illvao thi,,:1t bj Ill'll trfr);

d) S~p x2p etTa(CI), DVD) Jen gia, t\',;

e) C~pnh<).tthong tin vao co sri dfi' Ii~ll danh mvc;

g) 'j {)ell-Crccong ql tra cuu, g6m:

- Tren gifty;

- 'fren phftn m6m tra cllU.

2.2.3. K@tthucI6elrCrc,s5px6pluutrll

a) Giaotai'li~u va l~p bien bim giao, nh?n rai Ji9U:

b) Vi@tbao cao t6ng k@t.
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Ml,Ic3

QlIY TRINH BAO QUA.NTAl LItli LU"UTRi( BAT HAl

SO DO QUY TRiNH HAo QuAN TAl LlJ;f.ULUlJ TRO' flAT nAI

v~sinh efra s6, elm eh{rp.
eua fa vim

Ve sinh, kitm Lfa cac Lmng
e-, thitt bj va thea d5i diull baa

vB SINH KHO BAo
m6i tTl!ang LJongkho

QUAN TAl UJ;:U V~ sinh gil; va ben ngm'lih9P,- e(ipbao quan tili li~u

-->I v f; sinh Sfm lmo l

~ICong tac clm5.nbi I
BAOQuANTAI

UJ;:ULU'U TRU'nAT Th\rc hi~n v~ sinh tili li9L1
DAT Di\NG GlAY

K~t thue v~ sinh tlli 1i~u

0->1 Cong tac ehu5.nbi I
PI ruc Cl-rE NHO, (VA, DAN) TA,TU.I;:U Thl,lc hioi\nva, dan tili li9U

I BAa DANG GIAY

QUAN L.I Ban giao tai li~u ITAT
i utu
OAT - CJ1UAnbj tai li~udin quet

BAI

~
QUET (SCAN) TAr I ThlfC Jli~n quet IT.lI;:U

-- Tnl. tai li~u lai kho haa qU:lll



T1wc h19n thu tvt xet buy
l.li Ii';ll

TIEU HPJ: fAJ
LlBU GIAY HEr

mA TRl
I~

,.1 C6ng me ChllRn hi I

BAa QuANTAr I Baa quan cia Ji~villlli@tbif-o u$u DANG so

] ,~p bao cao hat; quim dn
li~u va thiet bi

-I C6ng lac chuAJl hi I
THONG KE "I AI Th6ng k€ danh ffil,lC, 56

-,
LI:i;U

jm;mg

Tbug hgp va l~p bao cao
th6ng ke

,.1 Cong t:ic chulill bi I
"

, , ,, , ,

_ Th\fc hi~n lhti tv!; tieu huy
lai li~Ll

3.1. V~ sinh kho bao quan tili Ii~u

3.1.1.Thai gian v~ sinh kho baa qu:in tili li~u lit 6 th:ing/IAn dbi vol kho
chuyen d\lllg; 4 lhang/lan db! v6i lmo thong thu6ng; 3 thang/liln d6i voi kho t\lffi.

3.1.2. V~ sinh eua Sil, elm chap, elm ra VEW

a) V~ Sinll eua s6, g6m:

_ Liun s\lch villau ciie khe, ranh khung elm s6;

_ Ulm 51.tehphdn tm'rug khoimg tr6ng gifra kinh va Im)i.

b) V$ sinh elra chOp, g6m li1lll s\lch va hill khung elm chap (ben tnmg vii

ben ngoili);

c) V$ sinh etTa ra vilO, g6m:

_ QLlC~lb\li trcn caM v,\ khung eua;

_ L>lUS1.1Chean\l va khung cua.
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3.1.3. V~ sinh, ki~m tra die trang thitt hi va thea d5i <lillll baa mdi trueing

trong kho
a) SU dVng, theo d5i, ng~t ngu6n di~n va vc sinh de thi0l bi trong kho,

g6m: may di~u hila; may hut am; qu~t thong giiJ; thi~t hi do dti Am, nhi~t d0;
thH.lthi an ninh; thi~t hj bao ch:'>y.

b) Ki6m tra dam bao an toan kho, g6m:

_ SU:d\lug cac bi911phap an tOilDva phQog ch611gtrQm, eh6ng ehay, nA,
eh6ng d01, tham ngAm uuoe;

_ Philng va dir;t con trung, kh{r nAm mile.

3.1.4. Vr; sinh gia va ben ngoaih(Jp, e~pbao qmln tai li~u

a) Linn s\1.chncri d6 ti:J.mh(Jp, e(ip baa quan tili lieu;

b) Chuy~n liin luQ't cae hQp, ci;ipbao qlllln rai Ii~u eua mi)t gia d~n !lai
d~t\'lm;

e) W sinh tbng th2 gia tu tren xu8ng du<':riva 2 dAu h0i eua gia, cae khe,
du6i gam va mi;it sau eua gia bAng khan lau;

d) Vr; sinh ben ogoai h(lp, e~pb&ng may hut bv.i ho~eeh6i long;

d) Chlly6n va X~PhQp, e(ipbao 'luau tm lieu jen gifitheo ther'I~rban d~u.

3.1.5. V? sinh san kho

a) Quet san kho;

b) Hut bvi san kho va de goe, khe mong, ehiin wOng;

c) Lan sim kha.

3.2. BiIO quan tai li~u11m trfr dlit d:li dl)ng gi~y

3.2.J.Thoi gian bao qulin lai lir;u llTU.trfr dat dui dsmg gi£.y lil 3 nam/IAn dbi
vm t:.\i li~u trong kho Wm, 4 nam/IAn d6i veri tai Ii~n trong kho thong tlmemg; 5
nam/lim d6iv<':ritili li~utrong tho l:bllYen d\lng.

3.2.2. Coog tae l:huftn bj

a) L:1y hQp titi li~utit gia xu6ng;

b) V~n l:huySn hOp bao quail titi ji~u to.'gia d~n ncriV9 sinh bfuJg xe o&y.

3.2J _Thve bi?n vi;;~inh t.ii Jiell

a) \'~ Silll1 hQp tai 1i~u,grml:

- L:1y h6 sa r:l khoi hOp;

_Lflln s\lch b6n lrong hop.
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h) V~sinh bia h6 so, g6m:

- L9.y lai li~u fa khoi bla h6 so;

_Linn s\leh bia htl so biing eh6i long m6m.

e) W sinh tm li~u, g6m:

- Lam s\lch bim v~ sinh tm 1i~u;

- Trili tUng to titi li~u len bin;

- Lam s\leh tlTrlgto' titi li~u biing eh61 long ro6m.
3.2.4. K~t thllc vf; sinh tm lif;u

a) Bua tai li$u vao bla h6 so, g6m:

- s~p xSp tii Ii~u thea tfij.tW' han dim;

- Bua h6 sa vim hOp.

b) Bua h6 sa vBn hOp bio quim tai Ii~u, g6m:

- sip x~p h6 sa theo trij.tt1!ban diu;

- Bua h6 so vao hQP.

c) X~rhQp tm lif;u len gia bio quan, g6m:

- Vij.nehuy0n hQp tiTnoi v$ sinh d€n gia b&ngxe dAy;

- X€p hQp len gia thea trij.tt1J ban dAu.

d) Ki6m tra vf; sinh tm li9U.

3.3. Phyc ch~ nM (va, dim) to;'i Iifu d\lllg gilly

3.3.1. Cang tac chufrn bi

a) Lva ch9n tai Iif;udin ph\lc chE nbo;

b) Gbi ky hi~u, d:inh S6l0;

c) Giao nh{in tai lif;u, chuy~n aGn noi t1l\TChif;n p1wc ch~;
d) Xac dinh tiIili tU.lllghan dAn,ghi phi6u rno ta tai jif;u;

d) Thiio go ghim k~rho(ic boe titi lif;ll dinh b€t;

e) Lim ph~ng tal Iif;u;

g) Vf; sinh, lAycae v€! bAntren tm li$u.

3.3.2. Tlwc hif;n va, dan tai lieu

a) Va Uli lif;u gifty (20 en?);

b) Ch9n gifrYva tai li?u co cimg chfrl li6u vbi telilif;u din \'1\;

"



c) fJi)t tai lieu va gifJy va Wn1Qp den soi, dung b\~tchi mGm to Wngifty vit
nhCingch6 rich, thlmg ella tii Ji~u;

d) Dlmg kim cham theo duang but chi sao cho each duang heltchi 01 lllm;

0) Dung tam hong thiim nlTac s~ch quet len duemg kim cham;

e) L&yphAn va len tay ~(Ichvet chi va quet h6;

g) f)~tmi€ng va sao cho ciln d~u cae mer dm v2t thung;

h) Sau 3 02n 5 phCltdllng panh go nh~ lcn mieng va;

i) Dung dill gifty d6 mang co han r(lng 2 den 4 rom quet h5 Vl\ dfln dG len
xung qmmh ch6 va;

k) Tai li~u kh6 l~t Ill~t trai len va lam viGn ti@prn~t sau;

J) Phai kh6 d. ep ph~ng till lieu;

m) Xen mep tai 1i~u.

3.3.3. Ban giao tw li~u

a) Thu gom sap xep;

b) Kitm lra chAt lmmg;

c) Tni. tai li~ll 1'3.0 dung vi trl kho.

304. QuCt (Scan) tili li~u

3.4.1. Chuftn hi tai li~u din quet

a) L\TaCh911,L%p danh n1\1ctillli~u cAnquet;

b) V~n chuy~n tl\i li~u d~n noi quet;

c) Thfl-okim, k~p khoi tai li~u; trili tillli~u ngay ng~n trcn ban quCl;

d) KiGmtm tinh tr~mgv(it ly tii li~u d.n quet (xem co bi m6c, lim lr61,rach ... );

0) Kh6'i dong may [fnh, may quet;

c) Ki2m tra va v~ sinh may trlroc khi quel, lam s\lch dilu ghi va tAmkinh.

3.4.2, Th\Tchi~J1quet

a) D(it biu) quet vuong v5.n;

b) Ep bing phfulg cac tili li~u bi cl1(lntron;

c) Th\Tebi~n l~nh qud;

d) Ki@mtra chAt lugng hinh anh bllo (tam hinh anh s6 s~c net Vll TOrang;
n6n anh phai ~ach, kbtmg hi 16m dAm, t~iPnhi€u. N~u qtlet chua bao dlI1TI,e5n
quell~i aung v6'i yeu diu li' ilil1~tnlm sa\l:
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_ Cic hlnh unh d1£quet Juge xfp theo ct'mg mQt hm'mg; hlnh anh kh6ng co

v~eh den ngang dQe;
_ Hlnh anh phlii duge qud vuong g()e, khong bj eong venh;

_ Cae hlnh unh duqe sfrp x~p theo dung tr~t tl! eua til.i lieu gllc.

0) D(it ten l~p tin d. lUll bim qw':t, k€t tbue qw't trinh qm':t ttii li?u;

e) V(yi 111l)thI) h6 sO"co nhi2Ll tal li?u dn quet: J4P thu illl,lC tai il~u quet,

I~p rnetadata cua tai Ji~u quN.
3.4.3. Tni tili Ii~u i~ikho bao quil.ll:tnll~i ho ph~n qulin I)' laj li~u thea

danh lll\IC.

3.5.Baa quan titi Ii~ud~ng s6
3.5.1. C6ng tac chufu] hi

a) L4P k€ hO;lCh bilO quan;

h) Chu5n hi may moe thiet hi, v~ttu, ,an ph6ngpb~m.

3.5.2. BAa quiln dfr li~u va thi€t hi

a) Lau dia dCi'lieu;

b) Ki€m tra dii' Ji?u tren dIa;

c) Sao iuu drr ji~u s6 tren ma CD. DVD (trung binh 2 nfun/L:1n);

d) Tu b6 cae drr li~u hi hv hong;

d) V~ sinh may mac, thi€t hi hTUtrlt dlt li~u;
c) Quet VI rut dinh kyo

3.53. L(lp baa do bliOquan di'i' li~u va thi,h hi

3.6. Th6n~kc tai Ii~u

3.6.1. C6ng tic ChU&ll hi

a) L4P k€ hO'.lch th6ng ke;
b) ChuAn hi bi€u mau v~lllI, van ph6ng ph&m.

3.6.2. Th6ng ke danh nwc, s6 1ugng

a) KiGm 1ra s6 Iuqng tal li~ll lrung danh ffi\lC veri lIji li?u lrang kbo;

b) Th6ng ke ~t)hr9ng tai li~u nh$p vao kho lUll tril';

e) Th6ng kc ~6 hr\Yllg tai li~u xujl [Ii kh(-)i kho 1ml trD-;kitm tra danh ffi\lC

tiU 1i9U pill,lc Y\l tra C{lU,dlo mugn;

d) Th6ng kc phmmg ti~n b:1o ql!ttn.

3.6.3. T611g hqp vill~p h:iod.o lh6ng ke
13



3.7.Tiet! huy tal Ii?u gl~Yh~t gill trj

3.7.1. Ctmg tae dlLlAn bi

a) L~p kGhO\lch llwc hi~ll:

h) Chu5.n bi may mile thi~t hi, v(lt til, van phong phfun;

e) L(lp dnnh nl\lc tili Ji~u h~t giii.trj sau khi chinb ly ho~c tid li~u [TOngkho

da den thili h\ln ticu huy;

d) Vi6t hao cao thuySt minh tai li~u hSt gia tTi cAnticu huy.

3.7.2. Th~rchi~n tbll t1)cx6t htiy tm li~u

a) Trinh Uinh di)-o ca quan he., sa xet huy tiii 1i~uh6t gia tri, gEnn:

_ SOi)-ntMo TO' lTinh vS \,iec xet hCrytai li~Ll het gia trj;

_ SOi!-J1tllaOd\r than Quy6l uinh vf: [hanh l~p Hoi d6ng xac dinh gh\ u.j illi ]i~u;

b) Xet huy tai ]i~Llh6t gia tri, gf)m:

_Tung tJlanh 'lien H)i d6ng xem xct danh 111\1e tai li.;u hSt giri tr\;

_Ki@mtra lh\l'c t6 tai 1i~tl;
_ H.0i dAng thiw IUQn va co -y kiGn vS tili libu dv kiSn tieu buy hoflC gilt

l\li_L~p bien b,in h9P Hili d6ng xac djnh gil\. trj tai Ji?ll hth gia trj.

c) Hoan thi~n h0 ~o trinh co quan qw'm 1),lUll tm- cap tren, g6m:

_Hoim thi~n danh mve tid li~u h2t gia trj;

_ So:;tn th.1o ,-,oug van dS nghj 111am tra tai 1i~uhEl gia trj;

_ Trinh h6 so len ca quan luu tru ciip tr<:n.

d) Tham tTli tiii li~uh~t gia trj, g6m:

_ ThJ.m tra vS thu t\)C xet huy va thimh phiin, m')i dung tid li~u hEl gia trj;

_Ki~mtra d6i chi~uv6i tln)'ct@ tai li~u;

_ Tra lo-i b~ngvan ban -y ki6n th.&mtra.

d) lloan,thi~n h6 s(1trinh cap co tham quy@nm quy~t djnh tieu hllY,g6m:

_ S5p xGp, b6 sung vao m\lc l\lc h6 SCItuong {mg ctlJ phung (kh6i) tai li~tl

nhfrng h6 sa, i<'l1Ii~u duC)c ycu du gifr l~li baa qUUJ1;

_Roan thi9n he. sa va dcmhm\IC tai li~u h2l gia trj;

_D\l' tMo guySt dinh vS vi.;c tiGLIhuy tiii li~uhSt gi:l tri,

e) QuyGt djnh riell My tai li9U h~t giii lrL
14



3.7.3 .. [.hvc hi~n lhl1WCtiell hliy tili li~\l

a) Dong goi wi li$u h€t gia trL

b) L~p bien bin bim giao tili li~\l btl gia tr] gi[l'a can hi? qUll.1l I) kho ILru
trfr va ngubi decqc giao llhi~m \'1.1 lhllChi~n liell 11\\)' lai li~ll h~t gift lri;

c) V(\n chuy~n tm liyu d€n noi lieu h,',y (chuy€n uii li~u III kilo ra xc), g6m:

_Tlwc hi~n tieu hliy tili li~u h6t gia trj tlJco quy djnh;

_L(\p bien ban v6 vi~c tieLIhuy tili li~u htt gia tr].
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Ml}c 4

QUY TRiNH PHT)C Vl)KHAt THAc THONG TIN DA.TflAI

SO DO QUY TRiNH PHl)C VI) KHAt THAc THONG TIN nAT DAI

Ti~p nh?n yeu cftu, 1:J.111
lhu D,lCkhai thac

Chuful bi tii li~u theo phi@upm.re VI) KHAt
TIIAc BANG HINH~.
THue n,ve TIEr

yeu diu

Hoim t~tthu t\lc khai thac
~ va baD giao tui li~u

PHlJC

VV Th\-lChi~n cilc 119i dung

KHAI pl-Tl)e VI) KHAI ~ cong vi~cnJm khai thac

THAc
THAe QUA Du"ONG thong tin tai li~u bAng
BIJU mJ;:N, TRANG hinh thUc tf\.l'Cti2p

TH6NG THONG TIN mBN I-

TIN TUHO~C e6NG

BAT
THONG TIN WEN Gui illi li~u eho khfieh

TU hang qua duemg buu di~n,
f)AI trang thong tin di~n tu

hoi).e c6ng thong tin di~n ti't

rl
T6ng hQl) tlnh ll1nh khai
thuc su d\lng titi li~u

TONG HOI' 1'1N1-I

L HiNH KHAI IHAc
81]"DT.)NG TAr H$U

L.I Vi~t baa cao
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4.1.Ph'lc v',J Il.hni thac h~nghinh thl!'C tr~l'cti~p

4.1. l.TiSp nhi}n yeu dr" lam thu tl,lekilni thac

a) Huang dan khich himg HipphiSu yeu diu;

b) Nh4n phi,hl y~u du g5m:

_ Lftp phi6u khai thac thfmg tin dllt aai d6i vo; trLrOnghgp & nghi dugc cAp
han sao 116 sa ho~e ban chung tlwc [~li[i~ulUlltriJ';

_L(ip h(.YJld6ng d0i vbi trtl'0:nghgp d0 nghi dugc [(\ng hgp th6ng tin, triGh

l\1-c,cung dip dll' li~u 56.
c) Dang k)' phi2u yen cAu,vao 56 va eho ~6phi6u;
d) Trinh xC!dLly~tphi2u yeu du len ci\p co thAmquy0n g6m:

_Trinh phi~u xin ,; kiSn liinh d\lo phong liSp nh4n;

- Trinh lanl1d\io dan vi quanl)' phe duy~t.

a) Nhfln lai phi6u yeu cAuduge duy~t g5m:

_ Thong baa kel qua phe duy~t Clla liinh d\io cho khach h~\ng (khai thac

h\i li.;u);

_ Chuy6n phiSu yeu cAudii phe duyet)' ki€n eho bi? ph(in lUll trfr.

4.1.2. ChuAn bj t:\i Jj~u theo phieu yeu cftu:

a) BOph:ftnluu trfr tra tlm t.!lilit;u:

- Nhftn, vao 56 phi6u yell diu;

- Tra tim tii Ii~u trnng danh nwc lUll trfr;

- LAytai Ii~u.

b) Chuy2n bOphftn nhiin bim duai cac hirth thu'c sau:

_Pholo liti li~u; x@ptheo illi li~l]g6c hoi;icchuy€n in then yeu d.u;

_ rimg hgp thong tin dia chinh: tra tim tai li~u (trong kho hoi;ic lTongCO' 50
dO li~u); thl!C hi9n nh(\p thong tin (thua dit, to han dB, chu su d\.lllg, di911lieh,
lo?i d&l,tinh tr(lng cap giiy, dia chi) d2 dmg hgp;

_ Sao chep thong tin lt6 50 dla chinh vito bl) ahO' (cung cap d?llg 36): tra
tim tii li~u s6; l<1ytai li~ll; sao cher va t\iOban sao; ghi dla, th6ng ke danh lTIl,lC,
dan nhan.

c) Nh(\n titi li911lefbl) ph(in nhan ban va cap chu-ng thllc luu trLfg(1111:

_Nh(\ll i?i ball g6c va blm sao tai li~1ItiJ b(l ph(\ll nhiin ban;
17



_Ki~m tra s61m;mg va ch~t lUQTIg ban sao dGi chi~u veri phiSu yeu cau;

_ Cap M.11sao, chung thl,fChru tril: Dong dftu sao ho~c chUng th\1C; chuyen

tmUng phong ki~m tra; dong diu chUng thvc va ghi cac th6ng tin tren diu; trinh lanh

0\10duyc;t dp ban sao, chUng th\fC till liC;lldugc su d\lng.

4,1.3. Roan tit full t\-lCkhai thac va ban giao till li~u g6m:

a) BQ ph~n lUll trU tai li$u giao tii lic;ll va phi€u YClicrill cho hi? ph~ ti(jp

nh.;ln;k)' nh~n llii li~u vao sf) verihi? ph~n hru trli';

b) Haan tit thu t\-lcnghi~m thu va thanh ly hqp 06ng; thu phi ban sao, b:'m.

chung tiwc JUt!trlr,

c) Giao ~n bim sao, b:imchUng th1Jc cho khach hang;

d) Bi? phijJ.l lUll tm ki€m tra illi li?u tnr&c kill nh~p kho; aua tili li~u v~ vi tri

band&u;

d) K21 thuc hoim thi~n ltru h6 S(1khai thac cUa khach hang.

Kh6ng tiwc hi~n C<icnQi dung c6ng vi~c tittb di~m 4.1.3 khmi.n 4.1. M\IC nay

!<hi khai thac tAi lit;u kh6ng thu phi.

4.2. Phl}c Vtl khai thitc qua dm'rng bWII di~n, trang thong tin ili~n tii'

ho~c cang thong tin di~n tir

4.2.1. ThITChi~n 3 bu6c tileO quy djnh tu di~m 4.1.1 d€n diEm 4.1.3 khOfln

4.1 clIa M\lc nay Quy trlnh nay.

4.2.2. BuCrc 4: Qui tai li~u cho khach hang qua duang buu ait;n, trang

thfmg tin di~n ill ho¥: c6ng thong tin oioi\nt{r (Internet).

4.3. T&ng hqp tlnh hinh khai thac SUo dtmg tai Ii~u

4.3.1. '[hOi. gian th\Ic hi~n lang hqp Hnh hlnh khai mac S{Td\-lng tai 1i~u 1£1

6 thang/IAn.

4.3.2. T6ng hqp tinh h1nh khai thac su dV-ngtiti Ji9ll

a) Tang hgp thong tin ti:\i li~u dii khai thac, g6m:

- Danh 1111,1-C;

-Kh&i 11101lo'• b'

- Phi kiwi thac.
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b) T8ng h~,p nh.u C&U khai thac thong tin ti'li lii;u, g6m:

- Danh ml,lc;

- Khdi h1~mg;

- Ca quan, t6 chile co nhu duo

4.3.3. Vi,st bao cao.

KT. BQ TRu"ONG
THO'TRu"ONG
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