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BO THONG TIN CONG HOA XA HOI CHU NGHIA VIET NAM
VA TRUYEN THONG Poc 1ap - Tu do - Hanh phic
86:27/2014/TT-BTTTT Ha Néi, ngay 30 thang 12 nam 2014

THONG TU

Quy dinh chi tiét vé lwu trir qudc gia d6i véi tem buu chinh Viét Nam,
ho so mau thiét ké tem buu chinh Viét Nam
va tem buu chinh cac giai doan trudc

Can cur Ludt buu chinh ngay 17 thang 6 nam 2010;

Can cw Ludt Luu trit ngay 11 thang 11 nam 2011,

Can cir Nghi dinh s6 47/201 I/ND-CP ngay 17 thang 6 nam 2011 cua Chinh
phu quy dinh chi tiét thi hanh mot so noi dung cua Ludt buu chinh,

Can cir Nghi dinh sé 132/2013/ND-CP ngay 16/10/2013 cua Chinh phu quy
dinh ‘chd’c nang, nhiém vu, quyén han va co cau to chuc cua Bo Thong tin va
Truyén thong;

Theo dé nghi ciia Vu trieong Vu Buu chinh,

Bo trieong Bo T hong tin va Truyén théng ban hanh Théng tw quy. dinh chi tiét

vé lwu trit quéc gia doi véi tem buu chinh Viét Nam, ho so mau thiét ké tem buu
chinh Viét Nam va tem buu chinh cac giai doan truoc.

N Chuong I
NHUNG QUY DPINH CHUNG

Picu 1. Pham vi diéu chinh va déi twgng ap dung

1. Thong tu nay quy dinh chi tiét vé luu trit qudc gia d6i véi tem buu chinh
Viét Nam, ho so mau thiét ké tem buu chinh Viét Nam va tem buu chinh cac giai
doan trudc.

2. Thong tu nay ap dung dbi vai to chire, ca nhan thuc hién, tham gia thyc hién
cac ndi dung vé luu trir qudc gia do1 véi tem buu chinh Viét Nam; hd so mau thiét
ké tem buu chinh Viét Nam va tem buu chinh cac giai doan trudec.

Piéu 2. Giai thich tir ngir

Trong Thong tu ndy, cac tir ngit dudi day dugc hiéu nhu sau:

1. Tem buu chinh giai doan triede nam 2015 gdm tem buu chinh cua chinh
quyén Sai Gon cii; tem buu chinh Pong Duong in d¢; tem buu chinh Mat tran Dan
toc giai phong mién Nam Viét Nam va Chinh phu Cach mang 1am thoi1 Cong hoa
mién Nam Viét Nam; tem buu chinh Viét Nam (bao gom tem buu chinh Vi¢t Nam
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dan chu cong hoa va Cong hoa xa hoi chu nghia Viét Nam phat hanh tir 02/9/1946
dén 31/12/2014).

2. Tem buu chinh Viét Nam giai doan tir nam 2015 tro di 1a tem buu chinh phat
hanh ké tir ngay 01/01/2015 tr¢ di.

3. Tem buu chinh/bloc tem buu chinh séng 1a tem buu chinh/bléc tem buu chinh
chua c6 dau ngay hoac cac dau hi¢u khac thé hién viéc huy tem.
4. Tem buwu chinh c6 rang 1a tem buu chinh c6 cac canh xung quanh duoc duc 10.

5. Bloc tem buu chinh/khéi tem buu chinh c¢6 rdng (sau ddy goi chung la bloc
tem buu chinh) 1a bloc tem buu chinh c¢6 cac canh cua mdt hoic nhiéu mau tem
buu chinh trong bloc duoc duc 16.

6. Tai li¢u 1a vat mang tin dugc hinh thanh trong qua trinh thiét ké mau, in,
phat hanh tem buu chinh va cdc an pham c6 in tem buu chinh.
, Tai liéu luu trit bao gébm bé}n géc, ban chinh; trong truong hop khong con ban
gdc, ban chinh thi dugc thay thé bang ban sao hgp phéap.
7. Ho so leu triv tem buu chinh 61 voi mot bo tem buu chinh gdm:

a) Tem buu chinh va 4n pham c6 in tem buu chinh (sau ddy goi chung la tem
buu chinh);

b) Ho so mAu thiét ké va tai liéu c6 lién quan.

8. Tem/bloc tem buu chinh in thir 13 tem/bléc tem buu chinh da duge in thanh
pham, c6 chat luong giong va1 mau thiét ké tem/bloc tem buu chinh hoan chinh,
dugc hoa s¥ c6 trach nhiém hodc ngudi c6 tham quyén ky duyét.

9. Dao tem trong kho tem buwu chinh luu trit 1a qué trinh dao, lat, ddi vi tri cua
ho so luu trir tem buu chinh va hdp bao quan cia kho tem buu chinh luu trit.

10. Kho tem buwu chinh lheu triv quéc gia tai B Théng tin va Truyén théng 1a
noi tdp hop, luu trlt hod so luu trlt tem buu chinh Viét Nam va tem buu chinh céc
giai doan trudc nam 2015.

Piéu 3. N§i dung cong viéc vé lwu trir tem bwu chinh quéc gia

Céc ndi dung cong viéc vé luu trit tem buu chinh quéc gia tai B Thong tin va
Truyén thong bao gom:

1. Pbi v6i tem buu chinh giai doan trudc nam 2015 bao gém tiép nhan, dém,
kiém s6 lugng tem buu chinh, hd so mau thiét ké va tai li€u li€én quan, dong goi,
luu trr, bao quan va chuyén giao cho Luu trir Qudc gia theo quy dinh cia phap
luat vé luu trt.

2. Dbi v6i tem buu chinh Viét Nam giai doan tir nim 2015 tr¢ di bao gdm thu
thap, chinh ly, hoan thién ho so, luu trit, bdo quan va chuyén giao cho Luu tri
quoc gia theo quy dinh cua phép luat luu tri.
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Diéu 4. Kho tem bwu chinh luu trir quc gia

Kho tem buu chinh luu trit quéc gia bao gdm céc kho tem sau:

1. Kho tem buu chinh chinh quyén Sai Gon cil.

2. Kho tem buu chinh Bong Duong in d¢.

3. Kho tem buu chinh Mat tran Dan t(f)g gidi phong mién Nam Viét Nam va
Chinh phu Cach mang 1am tho1 Cong hoa mién Nam Viét Nam.

4. Kho tem buu chinh Viét Nam, bao gém tem buu chinh Viét Nam dan chu
cong hoa va Cong hoa xa hoi chu nghia Viét Nam.

Piéu 5. Tiéu chuin chit lwgng tem buwu chinh dwa vao lvu trir qudc gia

1. Tem buu chinh Viét Nam giai doan tir nam 2015 tré di dua Vao luu tri quoc
gia phai bao dam cac tleu chuén quy dinh tai Quy chuén ky thuat quoc gia vé tem
buu chinh Viét Nam s6: QCVN 69:2013/BTTTT ban hanh kem theo Thong tu s6
16/2013/TT-BTTTT ngay 10/7/2013 cua Bo Thong tin va Truyén thong.

2. Déi, vO1 tem bu‘u chinh giai doan trudc nam 2015 s€ lua ghon nhirng b(f),, mau
tem co chat lugng tot nhat trén co s& cac quy d‘inh tai Quy chuan k¥ thuat quoc gia
vé tem buu chinh Viét Nam néu tai khoan 1 Diéu nay.

Piéu 6. Thoi han ndp luu viao Kho tem buu chinh lwu trit qudc gia

1. Thoi han ndp luu hd so luu trit tem bu’q chinh cua cac bo tem buu chinh giai
doan tir ndm 2015 tr¢ di khong qua 90 ngay ké tir ngay phat hanh cia bo tem.

2. Téng cong ty Buu dién Vi‘ét Nam ¢6 trach nhiém ndp luu hé so luu trir tem
buu chinh theo quy dinh tai ‘Diéu 9 Thong tu nay (tror cac tai licu quy dinh tai
khoan d, e, g, h, 1 lfhoén 2 biéu 9) cho Kho tem buu chinh luu trir quoc gig tai BO
Thong tin va Truyén thong, qué trinh giao nhan c6 Bién ban giao nhan ho so luu
trtr tem buu chinh (Phu luc 1).

Picu 7. Thoi han luu trir tem buu chinh

Thoi han luu tri¥ cac loai tem buu chinh, ho so' mau thiét ké va tai liéu co lién
quan la vinh vién.

_ Chuwong II _ '
SO LUQNG TEM BUU CHINH, HO SO MAU THIET KE VA TAI LIEU
CO LIEN QUAN DANH CHO LUU TRU QUOC GIA

Diéu 8. SO lwong tem bwu chinh, hd so miu thiét ké va tai liéu c6 lién quan
doi v&i tem buu chinh giai doan trwéc nam 2015

S6 lugng tem buu chinh, h so mau thiét ké va tai liéu c6 lién quan cua cac
kho tem néu tai Bi€u 4 Thong tu nay dugc luu trir nhu sau:
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1. Kho tem buu chinh néu tai khoan 1, 2 va 3:

a) Tem buu chinh sdng, c6 rang: 01 t&/mau

b) Truong hop khong cé tem buu qhinh song va §6 lwong con thuc té it hon sb
lugng cta 1 to tem thi s€ luu trit theo s6 lugng thuc té.

‘ 2. K~ho tem b}ru chinh néu tai khoan 4: Tem buu chinh,, bldc tem buu chinh,
ho so mau thiét ké va tai li¢u c6 lién quan luu trit theo thyc t€ hién co.

] Piéu 9. SO lwong tem bwu chinh, hd so miu thiét ké va tai liéu c6 lién quan
doi v&i tem buu chinh giai doan tir nam 2015 tré di

, Sd luong céc loai tem buu chinh, hd so mau thiét ké va tai liéu 6 lién quan
doi1 voi tem buu chinh Viét Nam giai doan tir 2015 tré di duoc quy dinh cu thé
nhu sau:

1. Tem buu chinh va an pham c6 in tem buu chinh:

a) Tem buu chinh sdng, ¢ rang: 01 td/mau.

Tem buu chinh séng, c¢6 ring specimen: 01 td/mau.

b) Bléc sbéng, c6 rang (néu co): 05 cai.

Bldc sdng, c6 rang specimen (néu c6): 05 cai.

¢) An phim c6 in tem buu chinh (phong bi in tem, buu gian, buu thiép c6 in
tem néu co): 05 cai/mau.

2. Ho so mau thiét ké va tai liéu c6 lién quan:

a) Mau thiét ké tem buu chinh duge Hoi ddng tu vin qudc gia vé tem buu
chinh lga chon:cdc mau cua bo tem

b) MAu thiét ké tem buu chinh chinh thirc: cac miu cta bo tem

¢) Tem, bléc tem buu chinh in thir: 01 to/mau, bldc.

d) Van béquéc nhan cﬁ~a co quan c6 thAm quyén chuyén nganh lién quan vé
cac ndi dung thé hién trén mau thié€t ké tem buu chinh: 01 ban chinh

d) Chuong triph phat hanh tem buu chinh hang nam (dugc luu tai bd tem buu
chinh phat hanh dau tién ctia nam): 01 ban chinh

Quyét dinh phat hanh b6 sung (néu c¢6): 01 ban chinh.

e) Quyét dinh in bd tem: 01 ban chinh.

g) Thong bao phat hanh bg tem: 01 ban chinh.

h) Quyét dinh dinh chi, dinh ban bd tem (néu c6): 01 ban chinh.

i) Bia phat hanh dc biét bg tem (néu c6): thuc hién theo Thong tur s6 25/2011/
TT-BTTTT ngay 26/9/2011 cua By Thong tin va Truyén thong quy dinh chi tiét
va hudng dan cac hoat dong vé t6 chirc 1€ phat hanh dac biét tem buu chinh
Viét Nam.
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) ) ~ Chuong III )
TIEP NHAN, PEM, KIEM, PONG GOIL, LAP HO SO LUU TRU’
POI VOI TEM BUU CHINH

Diéu 10. Tiép nhin, dém, kiém tai li¢u lru trir

1. Tem buu chinh, hé so mau thiét ké va tai li,éu c6 lién quan sau khi nhan ban
giao tor Tong cong ty Buu dién Viét Nam duogc tién hanh thuc hién cac cong doan
dudi day:

a) Kiém tra chét luong theo quy dinh tai Diéu 5 Thong tu nay;

b) Bém kiém s6 lugng theo quy dinh tai Didu 8 (ddi véi tem buu chinh giai
doan trudc nam 2015) va Diéu 9 (P61 véi tem buu chinh Viét Nam giai doan tur
nam 2015 trd di) cua Thong tu nay;

c) Bb sung cac tai li€u quy dinh tai muc d, e, g, h, 1, khoan 2, Piéu 9 (déi voi
tem buu chinh Viét Nam tir nam 2015 tré di) cia Thong tu nay;

d) Sap xép theo thu tu quy dinh tai khoan 1, khoan 2, Diéu 9 Thong tu nay.

2: Tem buu chinh, hd so mau thiét ké va tai liéu co lién quan dugc dung trong
bia ho so tem buu chinh (Phu luc 2).

Piéu 11. Péng géi

1. Tem buu chinh dugc dong gbéi nhu sau:

a) Cac to tem clia bo tem dugc 16t trén va dudi bang gidy chong dinh;

b) Dung gidy trang dup léch (duplex) dinh lrgng 220g/m* ¢6 khuon kho bang
to tem dé 16t trén va dudi cac to tem;

c¢) Cac to tem dugc bang bang gidy tring (bé ngang 3 - 5cm) theo hinh chir
thap bén ngoai dé gitr chdt, tranh x0, I¢ch trong qua trinh bao quan.

2. Toan bg tem buu chinh, ho so mau thiét k& va tai liéu c6 lién quan dugc
dung trong cac phong bi riéng biét cho tung loai ¢6 khudn kho 225 x 325 mm.

Piéu 12. Lap hd so lwu trit tem buu chinh

1. Mt bo tem buu chinh Viét Nam giai doan tir nam 2015 tr¢ di dugce 1ap 01 hd so
Iuu trir tem buu chinh.

2. H) so luu trit tem blru chinh dua vao Iuu trir dugce 1ap theo trinh tu va noi
dung quy dinh tai Huéng dan 1ap ho so luu trir tem buu chinh (Phu luc 3).

. . Chuong IV 3 )
BAO QUAN TEM BUU CHINH LUU TRU QUOC GIA

Picu 13. Hop bao quan hd so luu trir tem buu chinh quéc gia

1. HO so luu trit tem buu chinh cia cac bd tem phat hanh trong 1 nim theo
Chuong trinh phat hanh tem buu chinh hang nam dugc dung trong 01 Hop bao
quan tai liéu luu trir.
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2. Hop bao quan tai li¢u luu trit dugc quy dinh theo Tiéu chuan Viét Nam
TCVN 9252:2012 ban hanh kém theo Quyét dinh s6 1687/QD-BKHCN ngay
23/7/2012 ctia B Khoa hoc va Cong nghé.

Piéu 14. Gia biao quan tem buu chinh luu trir quoc gia

1. Cac hop bao quan dugc xép vao cac gia bao quan tai liéu luu trir theo Tiéu
chuan Viét Nam TCVN 9253:2012 ban hanh kém theo Quyét dinh s6 1687/QD-
BKHCN ngay 23/7/2012 cua Bo Khoa hoc va Cong nghé hodc ta riéng biét co két
cau phu hop véi viéc bdo quan lau dai.

2. Céac hop bao quan duoc sip xép theo cac kho tem buu chinh luu trit qudc gia
duoc quy dinh tai Diéu 4 Thong tu ndy va theo thtr tu thoi gian phat hanh, tur trén
xuong dudi, tir trai qua phai.

Picu 15. Co sé vat chat cho kho tem buu chinh lwu trir qudc gia tai Bo
Thong tin va Truyén thong

1. Kho tem buu chinh luu trit quéc gia duge bd tri phong riéng, ¢ dién tich
hop 1y, do chiu tai cia san cao.

2. Phong luu trit tem buu chmh phai thong thoang, c6 diéu hoa nhiét do, may
hat a am (nhiét d6 20 + 2°C, do am 50 + 5%) va cac diéu kién khac phong chdng

nam, moc va cac loai con trung dé bao dam tem buu chinh luu trit ludn & trong tinh
trang chat luong tot nhat.

Piéu 16. Ché dp dao tem trong kho tem buru chinh lwu trir quoc gia
Kho tem buu chinh luu trit quc gia t‘ai B Thong tin va Truyén thong phai
duqc‘déo tem trong khoﬁ dinh ky 1 n;im/lﬁn theo quy trinh do B§ Thong tin va
Truyén thong quy dinh dé bao dam chat lugng tem buu chinh luu trir 1au dai.
Piéu 17. Ché d¢ vé sinh, an toan va phong chéng chay, né
L Kho tem buu chinh luu trit phai thu’(:)’ng xuyén duogc vé sinh, kiém tra nam,
moc, moi, mot va céac loai con trung khac dé co bién phéap giai quyét phu hop.
2. Thyc hién dung cac quy dinh vé sir dung dién, an toan va phong chdng chay, no.
i 3: Kiém tra khoa tu, khoa C}’Ia, niém phong dé bao dam an toan vé& moi mat sau
moi lan khai thac va dinh ky ki€m tra.

Chuong V
NHUNG QUY PINH KHAC

Piéu 18. Trach nhiém hru trir, bio quin tem buu chinh lwu trir quoc gia

1. B6 Thong tin va Truyén thong chiu trach nhiém luu trit, bao quan tem buu
chinh danh cho luu trir quoc gia, hd so mau thiét ké tem buu chinh Viét Nam trong
thoi han 10 ndm ké tir khi by tem dugc phat hanh cho dén khi ndp luu vao Luu tri
Quodc gia.
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2. Hét thoi han quy dinh tai khoan 1 Piéu nay, B Thong tin va Truyén thong
chuyén giao tem buu chinh luu trit quéc gia, hd so miu thiét ké tem buu chinh
Viét Nam cho Luu trit Qudc gia dé luu trit theo quy dinh cta phap luat.

Piéu 19. Ngudi 1am cong tic lwu trit tem bwu chinh quéc gia

Nguoi lam cong tac luu trir tem buu chinh quéc gia phai dugc dao tao, boi
dudng vé chuyén mon, nghiép vu luu trir va kién thie can thiét khac phu hop voi
cong viéc luu trlr tem buu chinh qudc gia.

Diéu 20. Hé thong so sach, cong tiac thong ké, bio cao dinh ky

1. Cac hoat dong co lién quan dén quan ly kho tem buu chinh luu trir qudc gia
dugc thuc hién bang hé thong s6 sach va bang luu trit dién tir.

2. Kho tem buu chinh luu trir cia B Thong tin va Truyén thong phai thyc hién
ché do théng,ké luu trir dinh ky hang nam; s6 li¢u thong ké luu trir dugce tinh tur
ngay 01/01 dén ngay 31/12 cuia nam.

Diéu 21. Kinh phi cho cong tac lwu trir tem buu chinh quéc gia tai Bd Thong
tin va Truyen thong

Kinh phi cho cong tac luu trit tem buu chinh quic gia duoc bb tri trong ngudn
kinh phi hoat dong hang nam cua B Thong tin va Truyén thong va duoc str dung
vao cac cong viéc sau day:

a) Sura chira, cai tao kho tem buu chinh luu trit;

b) Mua sdm thiét bi, phuong tién bdo quan va phuc vu vi¢c sir dung tem buu
chinh luu triy;

¢) Thuc hién cac bién phap ky thuat bao quan, thng ké, dao tem trong kho
tem buu chinh luu trir qudc gia;

d) Nghién ctru, img dung khoa hoc cong nghé, hién dai hoa cong tac luu trit.

. Chwong VI
PIEU KHOAN THI HANH

Diéu 22. Diéu khoan thi hanh
1. Thong tu nay c6 hiéu luc thi hanh ké tir ngay 16 thang 02 nam 2015.
2. Chanh Van phong, Vu truéng Vu Buu chinh, Vu truong Vu Ké hoach - Tai

chinh, Tong giam ddc Tong cong ty Buu dién Viét Nam, Thu trudng cac co quan,
don vi ¢6 lién quan chiu trach nhi¢m thi hanh Thong tu nay.

3. Trong qua trinh thyc hién, néu c6 van deé phat sinh hoac kho khan, vudng
mac, dé nghi cac t6 chirc, ca nhan phan anh vé By Thong tin va Truyén thong dé
xem x¢&t, giai quyet./.

BQ TRUONG

Nguyén Bic Son
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Phu luc 1. MAu Bién ban giao nhin hé so lwu trir tem buu chinh
(Ban hanh kém theo Thong tu s6 27/2014/TT-BTTTT ngay 30 thang 12 ndm 2014
ctua B truong Bo Thong tin va Truyén thong)

BOQ THONG TIN VA TRUYEN THONG CONG HOA XA HQI CHU NGHIA VIET NAM
Déc lap - Tu do - Hanh phuc

S6:  /BB-BTTTT Ha Noi, ngay thang  nam

BIEN BAN GIAO NHAN HO SO LUU TRU
TEM BU'U CHINH

- Can ct theo quy dinh ctia Théng tu sb....../2014/TT-BTTTT ngay... thang...
nam 2014 cua BY truong Bo Thong tin va Truyen thong quy dinh chi tiét vé luu trir
qudc gia ddi v4i tem buu chinh Viét Nam; hd so miu thiét ké tem buu chinh
Viét Nam va tem buu chinh cac giai doan trudec.

Bén giao (Tong cong ty Buu dién Viét Nam):

- Pai dién 1a: Ong (bA).....oveveeeeeeeeeeeeeens

- Chtrc vu:

Bén nhan (B6 Thong tin va Truyén thong):

- Pai dién 1a: ong (ba).....ccvvvveeiiiiieeiiee e

- Chtrc vu:

Cung nhau tién hanh giao nhan tem buu chinh, hd so miu thiét ké va cac tai
li¢u lién quan nhu sau:

1. Tem buu chinh va 4n phdm c6 in tem buu chinh:

a) Tem buu chinh sdng, ¢ ring: .o

Tem bu’u chinh sdng, c6 ring specimen: ~ ...........

b) Bléc song, c6 ring (néu cd): e,

Bléc song, c6 ring specimen (néu c6): oo

c) An phim c6 in tem buu chinh (phong bi in tem, buu gian, buu thiép c6 in
temnéucod):

2. Ho so mau thiét ké va tai liéu c6 lién quan:

a) Mau thiét ké tem buu chinh duoc Hoi dong tu van qudc gia vé tem buu
chinh lvya chon:

b) MAu thiét ké tem buu chinh chinh thitc: ...

c¢) Tem, bléc tem buu chinh in tha: ...

d) Vin ban xac nhan cta co quan c¢6 thAm quyén chuyén nganh lién quan vé
cac noi dung thé hién trén mau thiét ké tem buu chinh:........ ban chinh

d) Bia phat hanh dic biét bo tem (néu c6)  eo.......

Pai di€én bén giao Pai dién bén nhan
(Ky, ghi rd ho tén) (Ky, ghi r0 ho tén)
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Phu luc 2: Miu Bia Ho so lru trir tem buu chinh
(Ban hanh kém theo Thong tu s6 27/2014/TT-BTTTT ngay 30 thang 12 ndm 2014
ctua B truong Bo Thong tin va Truyén thong)

B0 Thong tin va Truyén thong

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

Ma ho sor............
Y
VN
BO TEM BUU CHINH
“Tén by tem”
NAM...
Tu ngay........... dén ngay............
Gom...... tO

Phong sé:., ............. Thoi han bao quan
Muc luc so:........... Vinh vién
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Phu luc 3: Hwéng din 1ap hd so lwu trit tem buu chinh
(Ban hanh kém theo Thong tu s6 27/2014/TT-BTTTT ngay 30 thang 12 nam 2014

cua Bo truong Bo Thong tin va Truyén thong)
I. Cac bude 1ap ho so luu trit cho 01 bd tem buu chinh:
a) Mé ho so viét tiéu dé ho so;
b) Thu thap tem buu chinh, hd so mau thiét ké, tai liéu dua vao hd so;
¢) Sép xép tem buu chinh, hd so mau thiét ké, viét muc luc tai lidu;
d) Viét chtng tir két thuc.
IL. Noi dung cu thé timg budc cong tac 1ap hd so:
1. M& hd so viét tiéu dé hd so (Phy luc 1)

Can bd dugc giao thuc hién cong tac lap hd so mé ho so, viét tiéu dé ho so, sb hd so,
thoi han bao quan vao bia ho so (Tiéu chuan Viét Nam TCVN 9251:2012 ban hanh kém
theo Quyét dinh s6 1687/QD-BKHCN ngay 23/7/2012 ctia B6 Khoa hoc va Cong nghé).

a) Tiéu dé ho so 1a tén ho so, ghi 13 “Ho so bd tem buu chinh (tén bo tem buu chinh)
nam... (nam phat hanh bo tem) cia B6 Thong tin va Truyén thong;

b) M4 hd so ghi s6 hd so dugc danh theo thir tyr phat hanh bd tem trong nim, s6 dau
tién 1a 01 cho dén sb két thuc nim do;

¢) Thoi han bao quan ghi: “Vinh vién”.

2. Thu thap tem buu chinh, hd so mau thiét ké va tai liéu c6 lién quan

Can bd duoc giao thyc hién cong tac lap hd so ¢6 trach nhiém thu thap toan bo cac
ndi dung dugc ghi tai khoan 1, khoan 2 cua Diéu 8 cta thong tu nay.

3. Sép xép tem buu chinh, hd so mau thiét ké, viét muc luc tai liéu

a) Tem buu chinh, hd so miu thiét ké va tai liéu c6 lién quan dugc sap xép theo thur
tu duoc ghi tai khoan 1, khoan 2 cia Diéu 8 cla thong tu nay;

b) Sau khi sap xép tem buu chinh, hd so mau thiét ké va tai lidu, tién hanh viét to sd
va viét muc luc dé ¢ dinh ho so.

Viét to sb: to s6 1a thir tu vi tri ca tai liéu xép trong hd so; to sd duge ghi but chi, ¢
gdc trén, bén phai cua tai liéu; bat dau tir 01 dén hét.

Viét muc luc hd so (Phu luc 3): muc luc hd so 1a théng ké cac thong tin can thiét cua tai
liéu ¢ trong hd so; muc luc viét & mit ciia trang 2 ciia bia hd so. Truong hop mudn bd sung
tai liéu sau khi da viét to sb thi ghi s trang véi s6 to trude va kém thém chir céi a, b, c.

4. Viét két thuc hé so

Viét két thiic ho so dé xac dinh sb luong va tinh trang vat 1y cta tai liéu ¢ trong hd
s0. Vi tri viét chung tir két thuc ¢ tai canh cta bia hd so, ndi dung gom:
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a) Pon vi bao quan nay gom co:... td (tong so tai licu co trong ho so, bao gom ca to
muc luc). Viét bang chii.... to.

b) Pugc danh so tur s0... dén s0...

d) Pac diém tai liéu trong ho so: ghi chat lugng gidy, tinh trang vat 1y rach, xau, mat
mau, nhoe, téy x0a....

... ngay... thang... nam... (ghi dia diém, thoi gian 1ap hd so).
d) Ngay thang nam, nguoi lap ho so, viét ho, tén va chit ky.

e) Phan bo sung: viét cac thong tin bd sung ve tai licu.
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Phy lyc 4: MAu Muc lyc hé so
(Ban hanh kém theo Thong tu s6 27/2014/TT-BTTTT ngay 30 thang 12 ndm 2014
ctua B truong Bo Thong tin va Truyén thong)

MUC LUC HO SO

TT

Tén tai liéu

Don vi
tinh

Ghi chu

I. Tem buwu chinh va 4n pham c6 in tem
buu chinh

An phim c6 in tem buu chinh (phong bi
in tem, buu gian, buu thiép cé in tem,
néu co)

II. HO so mau thiet ke va tai liéu co
lién quan

Mau thiét ké tem buu chinh dugc Hoi
dong tu van qudc gia vé tem buu chinh
Iwa chon

Vian ban xac nhan cuia co quan c6 tham
quyen chuyén nganh

Chuong trinh phat hanh tem buu chinh
hang nam

Quyét dinh dinh chi, dinh ban bd tem
(néu co)

Bia phat hanh dic biét (néu co)




