BO NOI VU CONG HOA XA HQI CHU NGHIA VIET NAM
, Doc lap - Tw do - Hanh phic
S6:  [2017/TT-BNV

- Ha N¢i, ngay  thdng  nam 2017
DU THAO

~ THONG TU
Quy dinh Che d¢ bao cao thong ké nganh Noi vu

Can cir Ludt thong ké ngay 23 thang 11 nam 2015;

Can cir Nghi dinh s6 94/2016/ND-CP ngay 01 thang 7 ndm 2016 ciia Chinh
phii quy dinh chi tiét va huéng dan thi hanh mét sé diéu cia Ludt théng ké;

Can cir Nghi dinh s6 97/2016/ND-CP ngay 01 thang 7 ndm 2016 ciia Chinh
phii quy dinh néi dung chi tiéu thong ké thuéc hé thong chi tiéu thong ké quoc
gia;

Can cir Nghi dinh s6 34/2017/ND-CP ngay 03 thang 4 ndm 2017 ciia Chinh
phu quy dinh chirc nang, nhiém vu, quyén han va co cau t6 chire ciia Bé Noi vu;

Can cir Théng tw s6 03/2017/TT-BNV ngay 19 thang 5 ndam 2017 ciia Bé
trieéng B Noi vu ban hanh Hé thong chi tiéu thong ké nganh Néi vu;

Theo dé nghi cua Vu truong Vu Ké hoach — Tai chinh;

Bé trudng Bé NGi vu ban hanh Théng tw quy dinh ché do bdo cdo thong ké

nganh Noi vu,

Piéu 1. Ché d6 bao cdo thong ké nganh Noi vu

Bao gdm 02 phan nhu sau:

(1) Danh muc biéu mau (Phu luc I dinh kém);

(2) Biéu mau va giai thich biéu mau (Phu luc 2 dinh kém).

Pi¢u 2. Pham vi diéu chinh

Thong tu ndy quy dinh vé ché do bao cdo théng ké ciia nganh Noi vu
trong pham vi chitc nang, nhiém vu cua Bo NoOi vu theo quy dinh cua phap luat,
bao gdm: Viéc 1ap va guri bao cao thong ké; hudng dan 1ap bao cao; to chuc thuc
hién ché d6 bao céo thdng ké; ung dung cong nghé thong tin trong viéc thuc
hién Ché d6 bao cdo thdng ké.



Piéu 3. Pdi twong ap dung

1. Cac don vi thudc va truc thuoc Bo Noi vu (sau day goi chung la céac
don vi thudc Bo);

2. Cac B9, co quan ngang B9, co quan thuoc Chinh phu;

3. S& No1 vu cac tinh, thanh phé truc thuoc Trung wong;

4. Céc co quan, t6 chtrc khac o lién quan theo quy dinh cta phap luét.

Diéu 4. Noi dung ché dd bao cio thong ké nganh Nji vu gom:

a) Pham vi thong ké cua ché do bao cao thong ké nganh Noi vu 1a thu thap

thong tin thong ké thudc hé thong chi tiéu théng ké qudc gia giao cho B6 Noi vu
thue hién va Hé théng chi tiéu théng ké nganh Noi vu.

S liéu bao cao tong hop trong hé thong biéu mau thudc pham vi quan 1y
nha nudc cuaa Bo Noi vu.

b) Pon vi bao cao

Pon vi bao cdo dugc ghi cu thé tai goc trén bén phai cua timg biéu mau
théng ke.

c¢) Bon vi nhan bao cio

Pon vi nhan bao cdo 1a don vi thuéc B6 Noi vu dugce ghi cu thé trén bén
phai cta timg biéu mau, dudi dong don vi béo cdo.

d) Ky hiéu biéu

Ky hiéu biéu gdm hai phan: phan sd va phan chir; phan s gém 2 phan: 02
s6 dau phan anh nhém chi tiéu, 02 sb tiép theo phan anh thir ty bio céo; phan
chit dugc ghi chir in viét tit, cu thé: Nhom chit dau phan anh ky bao cdo (nim -
N; Ky - K) va lay chit BNV thé hién biéu bdo céo théng ké ciia Bo Noi vu;
nhém 2 phan anh nhdm chi tiéu cta bao céo thong ké nganh Noi vu.

d) Ky béo céo

Ky bao cao thong ké 1a khoang thoi gian nhat dinh quy dinh d6i tuong
bao cio thong ké phai thé hién két qua hoat dong bang s liéu theo céc tiéu chi
théng ké trong biéu mau bao co théng ké. Ky bao céo dugc ghi cu thé dudi tén
biéu cua timg biéu mau thong ké. Ky bao cio thong ké dugc tinh theo ngay
duong lich, bao gdm:



- B4o céo thong ké nam: Bdo cdo théng ké nim duoc tinh bat dau tir ngay
mung 1 thang dau tién cua ky bao cao théng ké cho dén ngay cubi cing cia
thang thir mudi hai cua ky béo cao théng ké do.

- B4o céo thong ké theo nhiém ky: Bao cao théng ké nhiém ky duoc tinh
bét dau tir ngay dau tién ctia nhiém ky bao cdo thong ké cho dén ngay cudi cing
ctia nhiém ky bao cdo thong ké do.

- B4o céo thong ké khac va bao cdo dot xuat: Trong truong hop can bao
cao théng ké khéac va bao céo dot xuat nham thuc hién cac yéu cau vé quan ly
nha nudc, co quan quan 1y yéu cau bao cio phai bang vin ban, néu rd thoi gian,
thoi han, tiéu chi bao céo thong ké cu thé va cac yéu cau khéc (néu co) trinh Bo truong Bo Noi
vu phé duyét.

e) Thot han bao céo

Ky bao céo, ngdy nhan bao cdo duoc ghi cu thé tai goc trén bén trai cua
ting biéu miu thong keé.

g) Phuong thirc gtri bdo cao

Céc bao cio théng ké dugc thuc hién dudi 2 hinh thic: bang gidy (vin
ban) va qua hé thong béo cdo dién tir. Bio cdo bang van ban phai c6 chit ky,
dong dau cia Thu trudng don vi dé thuan loi cho viéc kiém tra, d6i chiéu, xir 1y
50 liéu.

Piéu 5. Ung dung cong nghé thong tin trong cong tac thong ké nganh
Noi vu

Trung tdm Thong tin — Bo Noi vu ¢6 trach nhiém chu tri, phdi hop véi Vu
Ké hoach - Tai chinh, cac don vi c6 lién quan khac thudc Bo Néi vu, cac don vi
c6 chirc ning 1ap bao cdo thong ké ciia cac co quan, don vi c6 lién quan trién
khai ¢ay manh ung dung cong nghé thong tin trong cong tac théng ké ctia nganh
NOoO1 vu, gém cac hoat dong:

a) Hoan thién va trién khai Phan mém bao cio thong ké nganh Noi vu;

b) Tich hop, khai thac s liéu théng ké tir cac phan mém ung dung chuyén
nganh, tir cdc Co s& dir liéu hanh chinh khac thudc trach nhiém duoc giao dé
phuc vu cho hoat dong théng ké cuia nganh Noi vu va cac hoat dong théng ké
nha nudc theo quy dinh cta phap luat;

¢) Cac nhiém vu khac vé cong nghé thong tin c6 lién quan dén hoat dong
thong ké nganh Noi vu

Piéu 6. Hiéu lwc thi hanh



Thong tu ndy c6 hiéu luc thi hanh ké tir ngdy thang 01 nam 2018.
Piéu 7. Trach nhiém thi hanh

1. Vu K& hoach — Tai chinh, B6 Noi vu chu tri, phéi hop véi cac don vi lién
quan, trién khai thuc hién ché dd bao cdo théng ké nganh Noi vy, téng hop s6
liéu thong ké trong hé thdng chi tiéu thong ké qudc gia giao cho BO Noi vu va sb
liu thong ké thudc hé théng chi tiéu thdng ké nganh Noi vu dé trinh Bo truong
B0O No1 vu ban hanh.

2. Thu trudng cac BO, co quan ngang B0, co quan thudoc Chinh phu, Chu
tich Uy ban nhan dan céc tinh, thanh phd tryc thudc Trung wong, Thil truéng cac
don vi thudc va truc thudc Bo Noi vu va céc td chire, cd nhan co lién quan chiu
trach nhiém thi hanh Thong tu nay./.

Noi nhgn: | BO TRUONG
- Thu tuéng Chinh phu (dé€ bao cao);

- Céc Phé Thu tuéng Chinh phu (dé b/cao);

- Cac b, co quan ngang bg, co quan thugc Chinh phu;

- Vin phong Qudc hoi;

- Van phong Chu tich nudc;

- UBND céc tinh, thanh phd tryc thudc Trung wong;

- S Noi vu cac tinh, thanh phé tryc thude Trung wong;

- Vién Kiém sat nhé,n dén t6i cao; Lé Vinh Téan
- Toa an nhéan dan t6i cao;

- Kiém toan Nha nudc;

- Cyc Kiém tra van ban quy pham phap luat (Bo Tu

phap); ,

- Tong cuc Thong ké;

- Cong bao, Cong thong tin dién tir Chinh phi;

- Céng thong tin dién tr BO Noi vu;

- Luu: VT, KHTC.



I. DANH MUC BIEU CHE PO BAO CAO THONG KE NGANH NOI VU

STT Ky hiéu biéu Tén bidu | Ky béo cao | Ngay nhan bao céo
1. TO CHUC HANH CHINH

1 0101.N/BNV-TCHC S6 don vi hanh chinh Nam Ngay 28 thang 2 nam sau

2 | 0102.K/BNV-TCHC S6 dai biéu hdi dong nhan dan Nhiém ky | Dau mdi nhiem ky

3 | 0103.N/BNV-TCHC S6 1anh dao chinh quyén Nam Ngay 28 thang 2 nim sau
S6 B0, co quan ngang B9, co quan

4 0104.K/BNV-TCHC truc thuoc Chinh phu c6 can b chu Nhiém ky | Pau mdi nhiém ky
chét 1a nit

5 | 0105.K/BNV-TCHC Uy ban nhan dan cic cap co can b0 | e o | Ay méi nhiem ky
chu chot 1a nir
Cac co quan Nha nudce co tir 30%

6 | 0106.N/BNV-TCHC can bo nit tro 16n ¢6 can bo chi chét Nam Ngay 28 thang 2 nim sau
la nir

2. CAN BQ, CONG CHUTC, VIEN CHUC

7 | 0201.N/BNV-CBCCVC Ise(; lwong cong chue treap huyen oo\ | Ngay 28 thang 2 nam sau

8 | 0202.N/BNV-CBCCVC | So lugng can bo, cong chirc cap xa Nim Ngay 28 thang 2 nim sau

9 | 0203N/BNV-CBCCVC | Lien luong binh quan mot can bo, Nam | Ngay 28 thang 2 nim sau
cong chirc

10 | 0204.N/BNV-CBCCVC | S6 luong vién chuc Nim Ngay 28 thang 2 nim sau

11 | 0205.N/BNV-CBCCVC | >0 lwong can b, cong chire, vien Nim | Ngay 28 thang 2 nim sau
chtrc dugc danh gia, phan loai

12 | 0206.N/BNV-CBCCVC | S6 lugng can b, cong chirc, vién Nam Ngay 28 thang 2 nam sau




STT Ky hiéu biéu Tén biéu Ky béo céo Ngay nhén béo céo
chuc bi ky luat
13 | 0207.N/BNV-CBCCVC | 0 ot can bo, cong chire, vién chlre |+ sy 26 thing 2 nam sau
duogc dao tao, boi dudng
3. BIEN CHE
14 | 0301.N/BNV-BC S lwong bién ché duoc giao Nam Ngay 28 thang 2 nim sau
15 | 0302.N/BNV-BC Ty Ié thuc hién bién ché Nam Ngay 28 thang 2 nam sau
16 | 0303.N/BNV-BC Ty I8 tinh gian bién ché Nim Ngay 28 thang 2 nim sau
4. THANH TRA NGANH NOI VU
17 | 0401.N/BNV-TTB i;%fc thanh tra, kiem tra chuyen nganh |\ . | Ngay 28 théng 2 nam sau
18 | 0402.N/BNV-TTB S0 lugng giai quyet don khieu nal, 10|\ | Nosy 98 thang 2 nam sau
cao, kien nghi, phan anh vé nganh ndi vu
19 | 0403.N/BNV-TTB S0 lugt tiép cong dan lién quan dénf . | \oay 28 thang 2 nam sau
nganh noi vu
5. HQOP TAC QUOC TE TRONG LINH VUC NOQI VU
20 | 0501.N/BNV-HTQT S0 doan ra nude ngoai nghien cau, khao | . | Noas o8 thang 2 nam sau
sat vé linh vuc noi vu
S6 doan ctia nudc ngoai, to chic quoc té
21 | 0502.N/BNV-HTQT vao nghién ctu, khao sat, gioi thisu veé Nam Ngay 28 thang 2 nam sau
linh vuc noi vu tai Viét Nam
6. HOI, TO CHUC PHI CHINH PHU
22 | 0601.N/BNV-HTCPCP | S6 lugng hoi, to chuc phi chinh phi Nam Ngay 28 thang 2 nam sau
23 | 0602.N/BNV-HTCPCP S6 lwong cac quy xa hoi, quy tir thién Nam Ngay 28 thang 2 nam sau
7. THI PUA, KHEN THUONG
24 | 0701.N/BNV-TBKT ‘ S6 phong trao thi dua Nam ‘ Ngay 15 thang 12 nam béo céo




STT Ky hiéu biéu Tén biéu Ky béo céo Ngay nhén béo céo

25 | 0702.N/BNV-TDKT Sb lwong khen thudng cap nha nuéc Nam Ngay 15 thang 12 nim bao cao
S6 luong khen thwong cap bo, ban,

26 | 0703.N/BNV-TBKT nganh, doan thé trung wong va tinh, Nam Ngay 15 thang 12 nam béo céo
thanh phé truc thudc Trung wong
S6 lugng to chirc 1am cong tac thi dua,

27 | 0704.N/BNV-TPKT khen thuong cua bo, ban, nganh doan the | -\ | Noay 15 thang 12 nam béo céo
Trung wong, tinh, thanh pho tryc thuge
Trung wvong
S6 lwong cong chirc 1am cong tac thi dua,

28 | 0705.N/BNV-TPKT khen thuong cua bo, ban, nganh doan the | -\ | Noay 15 thang 12 nam béo céo
Trung wong, tinh, thanh pho tryc thuge
Trung wvong

8. TON GIAO

S6 ton gi4o, t6 chirc ton gido da duoc § . . y

29 | 0801.N/BNV-TG . X , . Nam Ngay 28 thang 2 nam sau
cdng nhan va cap dang ky hoat dong

30 | 0802.N/BNV-TG 50 chiie sic, chic vice, tin do, co'sothe' |y | Ngay 28 thang 2 nim sau
tu tbn giao

9. VAN THU - LUU TRU

31 | 0901.N/BNV-VTLT S0 luong van ban chi dao vahudng dan | . | Noay 98 thang 2 nam sau
nghiép vu cong tac van thu

32 | 0902.N/BNV-VTLT S6 to chirc van thu Nam Ngay 28 thang 2 nam sau

33 | 0903.N/BNV-VTLT S6 nhan sy lam cong tac van thu Nam Ngay 28 thang 2 nam sau

34 [ 0904.N/BNV-VTLT S8 lwong van ban Nam Ngay 28 thang 2 nim sau

35 | 0905.N/BNV-VTLT S6 luong ho so Nam Ngay 28 thang 2 nam sau

36 | 0906.N/BNV-VTLT S0 luong van ban chi dao vahudng dan | .| \oay 28 thang 2 nam sau

nghiép vu cong tac luu trir




STT Ky hiéu biéu Tén biéu Ky béo céo Ngay nhén béo céo
37 | 0907.N/BNV-VTLT S6 to chirc Iuu triv Nam Ngay 28 thang 2 nim sau
38 | 0908.N/BNV-VTLT S6 nhan sy lam cong tac luu triv Nam Ngay 28 thang 2 nam sau
39 | 0909.N/BNV-VTLT S6 tai liéu luu trix Nam Ngay 28 thang 2 nim sau
40 | 0910.N/BNV-VTLT S6 tai liéu Iuu trit thu thap Nim Ngay 28 thang 2 nim sau
41 | 0911.N/BNV-VTLT S6 tai liéu luu trir dua ra st dung Nam Ngay 28 thang 2 nam sau
42 | 0912.N/BNV-VTLT S6 tai liéu duoc sao chyp Nam Ngay 28 thang 2 nam sau
43 | 0913.N/BNV-VTLT Dién tich kho lwu trit Nim Ngay 28 thang 2 nim sau
44 | 0914.N/BNV-VTLT S6 trang thiét bi ding cho Iuu trit Nam Ngay 28 thang 2 nim sau
45 | 0915.N/BNV-VTLT Kinh phi cho hoat dong Iuu trir Nam Ngay 28 thang 2 nam sau




Biéu s6: 0101.N/BNV-TCHC
Ban hanh theo ...
Ngay nhan béo cao:

SO PON VI HANH CHINH
Nam...

Don vi bao cao:

Don vi nhan bao cao:

Ngay 28 thang 2 nam sau Vu Chinh quyén dja phuong
Pon vi tinh: Pon vi hanh chinh
Ma s0 Cép tinh Cép huyén Cép xa
A B 1 2 3

Téng sb 01
1. Chia theo:
- Nong thén 02
- b6 thi 03
- Hai dao 04
- Pon vi hanh chinh-kinh té
dac biét 05
2. Loai don vi hanh chinh
- Loai dac biét 06
- Loail 07
- Loai II 08
- Loai IIl 09

Nguoi 1ap biéu
(Ky, ho tén)

ngay... thang...nam......
Thu trwéong don vi

(Ky, ho tén, déng ddu)



Biéu s6 0101.N/BNV-TCHC: S6 don vi hanh chinh

1. Khai niém, phwong phap tinh, cach ghi biéu

a) Khai niém, phuong phép tinh

- Cé4c don vi hanh chinh cia nudc Cong hoa xa hoi chu nghia Viét Nam gém
co.

+ Tinh, thanh phd truc thudc trung wong (sau dy goi chung 1a cép tinh);

+ Huyén, quan, thi x&, thanh phd thudc tinh, thanh phd thudc thanh phé tryc
thudc trung wong (sau day goi chung 1a cap huyén);

+ X4, phuong, thi trin (sau day goi chung 1a cap x3);
+ Pon vi hanh chinh — kinh té dic biét.

- S6 don vi hanh chinh timg cip (c4p tinh, cap huyén, cap xa va don vi hanh
chinh — kinh té dic biét) 1a s don vi hanh chinh hién c6 dén thoi diém thong ké cua
ting cAp tinh, cap huyén, cip xa va sd don vi hanh chinh — kinh té dic biét trong ca
nudc.

- Toéng sb don vi hanh chinh cac cp (cdp tinh, cap huyén, cip xa va don vi
hanh chinh — kinh t& dic biét) 13 tong s6 don vi hanh chinh hién c¢6 dén thoi diém
thong ké cia cap tinh, cap huyén, cap xa va don vi hanh chinh — kinh té dic biét
trong ca nudc.

b) Cach ghi biéu
Cot 1: Ghi s6 don vi hanh chinh cap tinh tuong Gng véi cac dong ciia cot A

Cot 2: Ghi s6 don vi hanh chinh cip huyén twong tng véi cac dong cua cot

Cot 3: Ghi sé don vi hanh chinh cip x3 twong Gng véi cac dong ciia cot A
2. Ngudn sb liéu

S liéu thong ké do S& Noi vu tong hop tir hd so hanh chinh.



Biéu s6: 0102.K/BNV-TCHC SO PAI BIEU HQI PONG  Don vi béo céo:

Ban hanh theo ... NHAN DAN Se¢Noivy .......
Ngéy nNhén bao cao: Nhiém k}‘{ .......... Pon vi nhan bgio cao:
Pau moi nhiém ky (Co dén...) Vu Chinh quyén dia phuong

Don vi tinh: Nguoi

Téng Cép tinh Cép huyén Cép x4
Ma | sb dai

, 2 2 Tron 2 Tron 2 Tron
s0 bicu To?g d6: 9 TOPg 46 g TOPg 46: g
HDND SO Nit N Nit sO Nit

A B 1 2 3 4 5 6 7
Tong sb 01
1. Chia theo trinh d9
dao tao
- So cap 02
- Trung cip 03
- Cao dang 04
- Pai hoc 05
- Trén dai hoc 06

2. Chia theo dén toc

- Kinh 07
- Dan tdc thiéu sb 08
3. S:hia theo nhéom

tuoi

- Tir 30 trd xudng 09
- Tir 31 dén 40 10
- T 41 @én 50 11
- T 51 dén 55 12
- Tix 56 dén 60 13
- Trén 60 tudi 14
4. Chia theo chirc vu

trong HDND

- Chu tich HDND 15

- Pho chu tich HDND 16




- Uy vién thuong truc 17
HDND

- Cac thanh vién khac 18
cua HDND

e ngay... thang...nam......
Nguwoi 1ap biéu Thu truéng don vi
(Ky, ho tén) (Ky, ho tén, dong dau)




Biéu s6 0102.N/BNV-TCHC: So6 dai biéu hdi dong nhan dan

1. Khai niém, phwong phap tinh, cach ghi biéu
a) Khai niém, phuong phap tinh

Hoi ddng nhan dan 1 co quan quyén luc nha nuéc & dia phuong, dai dién
cho ¥ chi, nguyén vong va quyén lam chii ciia Nhan dan, do Nhan dan dia phuong
bau ra, chiu trach nhiém trudc Nhan dan dja phuong va co quan nha nude cap trén.
Pai biéu Hoi dong nhan dan 14 ngudi dai dién cho y chi, nguyén vong ctia Nhan
dan dia phuong; lién hé chat ché vdi ctr tri, chiu sy gidm sat cta cu tri, thuc hién
ché do tiép xtic, bao c4o véi cir tri vé hoat dong cua minh va cua Hoi déng nhan
dan, tra 1oi nhitng yéu cau, kién nghi ctia cir tri; xem xét, don doc viée giai quyét
khiéu nai, td céo.

S6 dai biéu Hbi déng nhan dan 1a s6 luong dai biéu duge bau ra tai cudc bau
ctr Hoi dong nhan dan cac cap (tinh, huyén, x) trong 01 nhiém ky.

b) Cach ghi biéu

Cot 1: Ghi téng s dai biéu Hoi dong nhan dan cua ca tinh twrong ing véi cac
dong cua cdt A.

Cot 2: Ghi tong sb dai biéu Hoi dong nhan dan cia cap tinh tuong tng voi
cac dong cua cdt A.

Cot 3: Ghi so dai biéu nir Hoi dong nhan dan ciia cap tinh twong tng véi cac
dong cua cdt A.

Cot 4: Ghi tong sb dai biéu Hoi dong nhan dan cua cap huyén tuong tng voi
cac dong cua cot A.

Cot 5: Ghi sb dai biéu nir Hoi dong nhan dan cua cap huyén tuong tng voi
cac dong cua cdt A.

Cot 6: Ghi tong s6 dai biéu Hoi ddng nhan dan cua cdp xa tuong g Vi cac
dong cua cot A.

Cot 7: Ghi so dai biéu nit Hoi dong nhan dan cia cap xa tuong tng voi cac
dong cua cdt A.

2. Nguon so liéu

S liéu thong ké do S& Noi vu téng hop.



Biéu s6: 0103.N/BNV-TCHC SO LANH PAO Pon vi bao cdo:

Ban hanh theo ... ~ CHINH QUYEN SoNGivu ...
Ngay nhan béo cao: C6 dén ngay 31 thang 12 ndm...  Pon vi nhén béo cao:
Ngay 28 thang 2 nam sau Vu Chinh quyén dia phuong
Don vi tinh: Nguoi
Téng sb Cép tinh Cép huyén Cép x4
x lanh dao
Ma so L 2 Trong 2 Trong 2 Trong
chinh To?g do: To?g do: TOPg do:
quyén O N | | Ne | 0 | Ne
A B 1=(2+4+6) 2 3 4 5 6 7
Tong sb 01

1. Chia theo h¢ thong
chinh quyén
- Co quan quyén lyc

.o 02
nha nudc
- Co quan hanh chinh 03
- Co quan xét xu 04
- Co quan kiém sat 05
2. Chia theo trinh d¢
dao tao
- So cép 06
- Trung cép 07
- Cao dang 08
- Pai hoc 09
- Trén dai hoc 10
3. Chia theo dan toc
- Kinh 11
- Dan toc thiéu s6 12
5. Chia theo nhom
tuoi
- Tur 30 tro xudng 13
- Tl 31 dén 40 14
- Tl 41 dén 50 15
- Tur 51 dén 55 16




- Tt 56 dén 60

17

- Trén 60 tudi

18

Ngudi 1ap biéu
(Ky, ho tén)

oy Ngay... thang...nam......
Thu truéng don vi
(Ky, ho tén, dong dau)




Biéu s6 0103.N/BNV-TCHC: S6 lanh dao chinh quyén

1. Khai niém, phwong phap tinh, cach ghi biéu

a) Khai niém, phuong phép tinh

Hé théng chinh quyén cua Nha nudc Viét Nam bao gdm:

- Co quan quyén luc nha nude gdbm Qudbc hoi & cip Trung wong va Hoi dong

nhan dan cac cdp dia phuong do nhan dan truc tiép bau ra va thay mit nhan dan
thuc hién quyén luc nha nudc;

- Co quan hanh chinh gém Chinh phi & cap trung uwong va Uy ban nhan dan
cac cap dia phuong do co quan quyén luc twong tmg bau ra;

- Co quan xét xtr gom Toa an nhan dan tdi cao, Toa 4n nhan din cap cao va
Tda an nhan dan cac cp dia phuong;

- Co quan kiém sat gdm Vién kiém sat nhan dan t6i cao, Vién kiém sat nhan
dan cép cao va Vién kiém sat nhan dan céac cap dia phuong.

Chtrc vu lanh dao chinh quyén gom:

(1) Cap Trung wong, gom:

- Chu tich, Pho Chu tich Qudc hoi; Chu nhiém, Phé Chu nhiém cic Uy ban
cua Quéc hoi va tuong duong; Chu tich, Ph6é Chu tich Hoi déng dan toc; Vu
trudng, Pho Vu trudng va tuong duong;

- Chu tich nuéce, Phé Chu tich nudc;

- Thu tudng, Phé Thu tuéng Chinh ph;

- B truong, Thu trudng co quan ngang BO; Thu truéng va tuong duong;
Tong cuc truong, Phé Tong cuc truong va twong duwong; Cuc truong, Pho Cuc
trudng va tuong duong; Vu truong, Pho Vu truong va tuong duong;

- Chanh 4an, Pho Chéanh 4n Toa 4n nhan dan tdi cao; Chanh an, Phé Chanh an
Toa an nhan dan cép cao; Vién truong, Pho Vién truong Vién Kiém sat nhan dan
tdi cao; Vién truong, Phé Vién truong Vién Kiém sat nhan dan cép cao;Téng cuc
truong, Pho Tong cuc trudng va twong duong; Cuc truong, Phé Cuc trudng va
tuong duong; Vu truong, Pho Vu truong va twong duong.

(2) Cép tinh, gdm:



- Chu tich, Phé Chu tich Hoi ddng nhan dan cép tinh;

- Chu tich, Phé Chii tich Uy ban nhan dan tinh; Giam ddc, Phé Giam dbc S
va tuong duong;

- Chanh 4n, Pho Chanh an, Chanh toa, Pho Chanh tdoa Toa an nhan dan cap
tinh; Vién trudng, Pho Vién truong Vién kiém sat nhan dan cép tinh.

(3) Cép huyén, gom:

- Chu tich, Pho Chu tich Hoi déng nhan dan cép huyén;

- Chu tich, Phé Chua tich Uy ban nhan dan huyén; Truong phong, Pho
Trudng phong cac phong chuyén mon thudc Uy ban nhan dan.

- Chanh an, Ph6 Chanh an, Chanh toa, Phé Chanh toa Toa an nhan dan cép
huyén; Vién trudng, Pho Vién truong Vién kiém sat nhan dan cép huyén.

(4) Cap x4, gdbm:

- Chu tich, Phé Chi tich Hoi dong nhan dan cap xa;

- Chu tich, Phé Chu tich Uy ban nhan dan cip xa.

Lanh dao chinh quyén 1a sé luong nguodi nam gilt timg chic vu thoa man
khai niém néu trén tai thoi diém théng ké.

b) Cach ghi biéu

Cot 1: Ghi tong s6 lanh dao chinh quyén cap tinh, cp huyén, cip xi tuong
ung véi cac dong cua cit A.

Cot 2: Ghi tong sb 1anh dao chinh quyén cép tinh tuong tGng véi cac dong
cua cot A.

Cot 3: Ghi s6 nit 1anh dao chinh quyén cép tinh twong tmg véi cac dong cia
cOt A.

Cot 4: Ghi tong s6 lanh dao chinh quyén cap huyén tuong tmg vdi cac dong
cua cOt A.

Cot 5: Ghi s6 nir 1anh dao chinh quyén cap huyén tuong tng véi cac dong
cua cot A.

Cot 6: Ghi tong sb 1anh dao chinh quyén cip x& twong tng véi cac dong cla
cOt A.



Cot 7: Ghi s6 nit 1anh dao chinh quyén cap x3 twong Gng vdi cac dong cia
cOt A.

2. Nguon so li€u

S liéu théng ké do S& Noi vu tong hop.
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Biéu s6: 0104.K/BNV-TCHC SO BQ, CO QUAN NGANG  Don vi bio cao:

Ban hanh theo ... BQ, CO QUAN TRUC THUQC Vu (Ban) T6 chiic can bo clia
Ngay nhan béo cao: CHINH PHU CO CAN BO cac B9, co quan ngang B9, co
Pau mdi nhiém ky CHU CHOT LA NU quan thudc Chinh phu
Nhiém ky... Pon vi nhan bao cao:
(Tinh dén thoi diém...) Vu Tong hop

Pon vi tinh: Co quan/té chirc

) S6 Bo, co quan ngang Sb Bo, co quan ngang b, co
Mai so bd, co quan thudc quan thu¢c Chinh pht c6 can bd
Chinh phu chu chot 1a nir
A B 1 2
Tong so 01
Bo 02
Co quan ngang Bo 03

Co quan thudc Chinh phu 04

.y NgQy... thang...nam......
Nguoi 1ap biéu Thi truéng don vi
(Ky, ho tén) (Ky, ho tén, dong ddu)
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Biéu s6 0104.N/BNV-TCHC: S6 B9, co quan ngang Bd, co quan truc
thudc Chinh phii ¢6 can bd chii chdt 1a nir.

1. Khai niém, phwong phap tinh, cach ghi biéu
a) Khai ni¢m, phuong phép tinh

Lanh dao cha chét trong cac B9, co quan ngang B0, co quan thugc Chinh
pht 1a cac chuc vu tr Thir truong hodc tuong duong tro 1€n.

S BO, co quan ngang Bd, co quan thudc Chinh phu c6 cén b lanh dao chu
chét 1a nir 13 tong s6 B, co quan ngang B, co quan thudc Chinh phil ¢6 can bd
cht chot 1a ni.

b) Cach ghi biéu

Cot 1: Ghi s6 Bo, co quan ngang B, co quan thudc Chinh phu twong Gng
V01 cac dong cua cot A.

Cot 2: Ghi s6 B9, co quan ngang B9, co quan thugc Chinh phu ¢6 cén bd chu
chét 1a nir twong tmg voi cac dong ctia cot A.

2. Nguon sb liéu

S liéu thong ké do cac Vu (Ban) T6 chirc can bd cac Bo, co quan ngang Bo,
co quan thudc Chinh phu tong tong hop.
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Bidu s6: 0105.K/BNV-TCHC SO UY BAN NHAN DAN CAC

Don vi bao cao:

Ban hanh theo ... CAP CO CAN BQ CHU CHOT SENivu .......
Ngéy nNhén bao cao: LANU bPon Yi nhan béo céo:
bau moi nhiém ky Nhi¢m ky... Vu Tong hop
Pon vi tinh: Uy ban
Mi s6 | Téng sb Cép tinh Cép huyén Cép x4
A B 1 2 3 4
S6 Uy ban Nhan dan 01
S6 Uy ban Nhéan dan c6 can 02
b0 lanh dao chu chot 1a nir

Nguoi 1ap biéu
(Ky, ho tén)

ey NGay... thang...nam......
Thu truong don vi
(Ky, ho tén, dong dau)
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Biéu s6 0105.N/BNV-TCHC: Uy ban nhan din cac cip cé can bd chii
chét 1a nir

1. Khai niém, phwong phap tinh, cach ghi biéu

a) Khai ni¢m, phuong phép tinh

Léanh dao chu chdt cua ij ban nhan dan bao gé)m Chu tich va Pho chua tich
Uy ban nhén dan.

S6 Uy ban nhan dan c6 can bo lanh dao cha chét 14 nit 13 téng sb Uy ban
nhan dan & timg cap c6 can bd chi chét 14 nir.

b) Cach ghi biéu

Cot 1: Ghi tong s6 Uy ban nhan dan twong tmg véi cac dong cua cot A

Cot 2: Ghi s6 Uy ban nhan dan cap tinh tuong tmg véi cac dong clia cot A

Cot 3: Ghi s6 Uy ban nhan dan cap huyén tuong ting véi cac dong cia cot A

Cot 4: Ghi s6 Uy ban nhan dan cap xa tuong Gmg véi cac dong ciia cot A

2. Nguon so liéu

S6 liéu théng ké do S¢ Noi vu tong hop bao cao.
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Biéu s6: 0106.N/BCB-NV ~ CAC CO QUAN NHA NUOC CO TU

Ban hanh theo ... 30% CAN BQ NU TRO LEN CO CAN
BO CHU CHOT LA NU

C6 dén ngay 31 thang 12 nam. ..

Ngay nhén bao céo:
Ngay 28 thang 2 nam sau

Pon vi bao cao:

Vu (Ban) T6 chirc can
bd cac Co quan Nha

nudc Trung wvong
Pon Yi nhan bao cao:
Vu Tong hop

Don vi tinh: Co quan

<
an

S0 co quan
Nha nudc

S6 co quan Nha
nudc co tur 30%
can bo nit tro 1én

Sb co quan Nha
nudc co tir 30%
can b0 nir ¢o can
bo chu chét 1a nit

A

1

2

3

Tong so

Co quan Nha nuéc

Québc hoi

B9, nganh

Cép tinh

Cép huyén

Cap xa

Vian phong Chu tich nudc

Van phong Chinh phu

Vién Kiém sat nhan dan toi cao

Toa an nhan dan toi cao

Co quan tryc thugc Chinh phu

Cac co quan giup viéc cho Quoc
hi

Vin phong Qudc hoi

Kiém toan Nha nudc

Ngudi 1ap biéu
(Ky, ho tén)

.., Ngay ... thang ... nam ...

Thu truwdng don vi

(Ky, déng dau, ho tén)
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Biéu s6 006.N/BCB-NV: Cic co quan Nha nwéc ¢ tir 30% can bd nir tré
1én c6 can bd chii chdt 1a nir

1. Khai niém, phwong phap tinh, cich ghi biéu
a) Khai niém, phuong phap tinh

Co quan Nha nuéc bao gém cac co quan thudc hé théng cac co quan lap
phap, hanh phép, tu phap va chinh quyén dia phuong cac cap. O cip trung uong,
can bo chu chdt bao gdm Pho Vu trudng va twong duong trd 1én. O cép tinh, can bo
cht chdt bao gdm Pho Chu tich Uy ban nhan dan va twong dwong tré 1én, Phé Chu
tich Hoi dong nhan dan trd 1én, Phé Giam ddc S¢ va twong duong trd 1én. O cap
huyén, can bo chi chét bao gdbm Phé Chu tich Uy ban nhan dan va twong duong trd
1én, Pho Chu tich Hoi dong nhén dan tré 1én, Pho cac phong, ban cip huyén va
twong duong trd 1én. O cip x3, can bd chil chdt bao gdm Pho Chu tich Uy ban nhan
dan va tuong duong tr¢ lén.

Ngoai ra con c6 cac co quan giup viéc cho Quoc hdi, gdm: Van phong Qudc
hoi, Kiém toan Nha nudc; Van phong Chu tich nude. Can bd chu chot cia cac co
quan ndy gom cac vi tri tuong duong véi cac Bo, nganh & Trung uong.

Ty 1& 30% nit dugc tinh trong sd bién ché thuc té va sé hop dong lao dong
dai han.

b) Cach ghi biéu
Cot 1: Ghi s6 co quan Nha nudc twong (mg voi cac dong ciia cot A

Cot 2: Ghi s6 co quan Nha nudc ¢6 tir 30% can bd nir tro 1én tuong Ung véi
cac dong cua cot A

Cot 3: Ghi sb co quan Nha nudc cé tir 30% can bd nit ¢6 can bd chu chdt 1a
nit twong Gng véi CAC dong cuia cot A

2. Nguon so liéu

S6 lidu théng ké 510 S Noi vy, cac Vu (Ban) Tb chirc can bd cac Co quan
Nha nudc Trung wong tong hop bao céo.
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Biéu s6: 0201.N/BNV-CBCCVC SO LUONG CONG CHUC TU  Pon vi bdo c4o:

Ban hanh theo ... CAPHUYENTROLEN ~ SoNgivu.......
Ngay nhan béo céo: Nam... Vu T6 chtre can bo cac B0,
Ngay 28 thang 2 nam sau co quan ngang Bo

Pon vi nhan bao cao:
Vu Cong chtrc - Vién chuc

Don vi tinh: Nguoi

M3 _’ , CAp trung wong Cép tinh Cap huyén
6 Tongs6 | Tong | Trong | Téng | Trong | Tong | Trong
SO do: Nir SO do: N | s6 | do: N
A B | 1=2+4+6 2 3 4 5 6 7

Tong s6 01
1. Trong d6: Pang vién 02
2. Chia theo dan tgc
- Kinh 03
- Dan toc thiéu sb 04
3. Chia theo tbn giao
- Khong ton giéo 05
- C6 theo tbn gido 06
4. Chia theo nhém tudi
- Tir 30 tré xudng 07
- Ttr 31 dén 40 08
- T 41 dén 50 09
- T 51 dén 55 10
- Tlr 56 dén 60 11
- Trén 60 tudi 12
5. Chia theo ngach cong
chirc
- Nhén vién 13
-CansuvaTb 14
- Chuyén vién va Tb 15
- Chuyén vién chinh va Tb 16
- Chuyén vién cao cap va TD | 17
6. Chia theo trinh d¢ dao
tao
- So cép 18
- Trung cip 19
- Cao dang 20
- Pai hoc 21
- Trén dai hoc 22

., Ngay ... thang ... nam ...
Nguoi lap biéu Thu truwéng don vi
(Ky, ho tén) (Ky, déng dau, ho tén)
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Biéu s6 0201.N/BNV-CBCCVC: S6 lwong cong chirc tir cAp huyén tré

1. Khai niém, phwong phap tinh, ciach ghi biéu
a) Khai niém, phuong phap tinh

Cong chuc la cong dan Viét Nam, dugc tuyén dung, bd nhiém vao ngach,
chtic vu, chirc danh trong co quan cua Pang Cong san Viét Nam, Nha nudc, to
chie chinh tri - x4 hdi ¢ trung uong, cip tinh, cip huyén; trong co quan, don vi
thudéc Quan doi nhan dan ma khong phai 1a si quan, quan nhan chuyén nghiép, cong
nhan qubc phong; trong co quan, don vi thudc Cong an nhan dan ma khong phai 1a
si quan, ha si quan chuyén nghi€p va trong bo may lanh dao, quan ly cua don vi su
nghiép cong 1ap ctia Pang Cong san Viét Nam, Nha nudc, t6 chic chinh tri - xd hoi
(sau ddy goi chung 1a don vi su nghiép cong 1ap), trong bién ché va hudng luong tir
ngan sach nha nudc; d6i v4i cong chic trong bd may lanh dao, quan 1y ctia don vi
su nghi€p cong 1ap thi luong dugc bdo dam tir quy lwong cua don vi su nghiép
cong 1ap theo quy dinh ctia phap luat. (Khoan 2 Diéu 4 Luat can bd, cong chirc nim
2008).

S6 luong cong chiic cap huyén try 1én 1a tong s6 ngudi thoa man khai niém
néu trén.

b) Cach ghi biéu

Cot 1: Ghi tong sb lwong cong chire tir cap huyén tré 1én tuong Gmg véi Cac
dong cua ct A

Cot 2: Ghi tong sd lugng cong chire cip trung wong twong tng voi cac dong
cua cOt A

Cot 3: Ghi sb luong nit cong chire cdp trung wong tuwong Gng v4i cac dong
cua cOt A

Cot 4: Ghi tong s6 lugng cong chirc cap tinh twong tng véi cac dong cua cot
A

Cot 5: Ghi s lwong nit cong chire cap tinh twong tng v4i cac dong cua cot A

Cot 6: Ghi tong sb lugng cong chirc tir huyén twong tng v6i cac dong clia cot
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Cot 7: Ghi s6 lugng nir cong chire cap huyén tuwong Gmg voi cac dong cua cot

2. Nguon so liéu

S6 lidu théng ké do S& Ndi vu, Vu T chirc can bd cac Bo, co quan ngang
B tong hop bao céo.
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Biéu s6: 0202.N/BNV-CBCCVC SO LUQNG CAN BQ, CONG  Pon vi bio cao:
Ban hanh theo ... CHUC CAP XA S6 Noivu .......
Ngay nhan béo céo: Nam... Pon vi nhan bao cao:
Ngay 28 thang 2 nam sau Vu Chinh quyén dia phuong
__Donvi tinh: Nguoi
~ A Cap xa
Ma so Tong so Trong d6: Nir
A B 1 2
Tong so 01

1. Trong do: Pang vién 02

2. Chia theo dan téc

- Kinh 03

- Dan tdc thiéu sb 04

3. Chia theo ton giao

- Khéng tén giao 05

- C0 theo tbn gido 06

4. Chia theo nhém tudi

- Tir 30 tré xudng 07

- Tl 31 dén 40 08

- Tr 41 dén 50 09

- T 51 dén 55 10

- Tlr 56 dén 60 11

- Trén 60 tudi 12

5. Chia theo trinh d¢ dao tao

- So cép 13

- Trung cap 14

- Cao ding 15

- Pai hoc 16

- Trén dai hoc 17

Nguoi 1ap biéu
(Ky, ho tén)

.., Ngay ... thang ... nam ...
Thu truéng don vi
(Ky, dong dau, ho tén)
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Biéu s6 0202.N/BNV-CBCCVC: S6 lwong can bd, cong chirc cap xi

1. Khai niém, phwong phap tinh, cich ghi biéu

a) Khai niém, phuong phap tinh

Can bd x4, phudng, thi tran (sau day goi chung 1a cip x4) 1a cong dan Viét
Nam, duoc bau cu gilt chirc vu theo nhiém ky trong Thuong truc Ho1 déng nhan
dan, Uy ban nhén dan, Bi thu, Pho Bi thu Pang uy, ngudi ding dau to chic chinh
tri - xa hoi; cong chuce cép xa la cong dan Viét Nam duoc tuyén dung gilt mot chirc
danh chuyén moén, nghiép vu thuéc Uy ban nhin dan cap xa, trong bién ché va

huodng luong tir ngan sach nha nudce. (Khoan 3 Piéu 4 Luat can bd, cong chirc nim
2008).

So lugng can by, cong chirc cap xa la tong s6 nguoi théa man khai niém, quy
dinh néu trén.

b) Cach ghi biéu

Cot 1: Ghi tong s6 luong can bd, cong chirc tir cAp x3 twong ung vdi Cac
dong cua ct A

Cot 2: Ghi s6 lugng nit can b, cong chirc tir cap xa twong tng véi cac dong
cua cOt A

2. Nguon so liéu

S liéu thong ké do S¢ Noi vu tong hop bao céo.
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Biéu s6: 0203.N/BNV-CBCCVC TIEN LUONG BINH QUAN  Pon vi bio céo:

Ban hanh theo ... MOQT CAN BQ, CONG CHUC  S¢Noivu ...
Ngay nhan béo céo: Nam... Vu T6 chtrc can bo cac B9, co
Ngay 28 thang 2 nam sau quan ngang B0

Don vi nhan bao cao:
Vu Tién luong

Pon vi tinh: Triéu dong/nguoi

M sb S lugng céan bo, Tién luong binh quan
cong chirc mot can bd, cong chirc
A B 1 2
Tong s6 01
1. Khoi cac co quan nha nwée
trung wong
Van phong Chu tich nuéc 02
Vin phong Qudc hoi 03
Vin phong Chinh phu 04

Toa 4n Nhan dan Toi cao

Vién Kiém sat Nhan dan Toi cao

Bo Thong tin va Truyén thong

B6 Cong an

B6 Cong thuong

B0 Giao duc va Pao tao

B¢ Giao thong van tai

B¢ Khoa hoc — Cong nghé

Bo Ké hoach va Pau tu

B¢ Lao dong — Thuong binh va
Xa hoi

Bo Noéng nghiép va Phat trién
ndng thén

B0 Ngoai giao

Bo Qudc phong

Bo Tu phép

B0 Tai chinh

Bo Vin hoa, thé thao va du lich
B¢ Xay dung

BoY té

Uy ban Dan toc

Ngan hang Nha nudc Viét Nam
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Thanh tra Nha nudc

BO Noi vu

B¢ Tai nguyén — M4i truong

Ban Quan 1y Lang H6 Chi Minh

Vién Khoa hoc va Cong nghé Viét
Nam

Vién Khoa hoc Xa hoi Viét Nam

Dai tiéng n6i Viét Nam

Dai truyén hinh Viét Nam

Thoéng tan xa Viét Nam

Hoc vién Chinh tri Quéc gia HO
Chi Minh

Bao hiém X3 hoi Viét Nam

Kiém toan Nha nudc

2. Cép hanh chinh

Cép Trung vong
Cap tinh

Cép huyén

Cap xa

Ngudi 1ap biéu
(Ky, ho tén)

.., Ngay ... thang ... nam ...

Thu truéng don vi
(Ky, dong dau, ho tén)
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Bi¢u s6 0203.N/BNV-CBCCVC: Tién lwong binh quin mét cin bd, cong
chire

1. Khai niém, phwong phap tinh, cach ghi biéu

a) Khai niém, phuong phép tinh

Tién luong cua mot can b, cong chirc bao gdm tién lwong theo chirc danh
hodc theo ngach, bac, cac loai phu cép luong va cac khoan thu nhap bo sung khac
phat sinh tai co quan, don vi can bd, cong chirc dang lam vi¢c, khong tinh thu nhap
tir cac ngudn cia don vi khac.

Tién luong binh quan cia mot can b, cong chirc 1a tong so tién lwong thuc
té tinh binh quan mot can bo, cong churc.

Cong thuc tinh:
Tién luong binh quan mét can b, cong chirc (W) =2 LW/ Z L;
Trong do:
L; - S6 can b, cong chire trong ky bao cdo (i);
Wi - Tién luong cta can bd, cong chire trong ky (i).
b) Cach ghi biéu

Cot 1: Ghi s luong can b, cong chire twong tmg voi cac dong caa cot A

Cot 2: Ghi tién luong binh quan mot can bd, cong chiic twong tng voi C4c
dong cua ¢t A

2. Nguon so liéu

S6 litu théng ké do S& Noi vu, Vu Té chirc can bd cac Bo, co quan ngang
B tong hop bao cao.
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Biéu s6: 0204.N/BNV-CBCCVC SO LUQNG VIEN CHUC

Pon vi bao cao:

Ban hanh theo ... Nam... S& Noi vu ...
Ngay nhan béo céo: Vu Té chirc can bod cac B9,
Ngay 28 thang 2 nam sau co quan ngang B0
Pon vi nhan bao cao:
Vu Cong chtrc - Vién chuc
Don vi tinh: Nguoi
~ X S6 lugng vién chirc
M s0 Tong sb Trong do: nir
A B 1 2
Tong so 01

1. Trong do: Pang vién 02

2. Chia theo dan tgc

- Kinh 03

- Dan tdc khac 04

3. Chia theo ton giao

- Khéng tén giao 05

- C0 theo tbn gido 06

4. Chia theo nhém tudi

- Ttr 30 tré xubng 07

- T 31 dén 40 08

- Tr 41 dén 50 09

- T 51 dén 55 10

- Tlr 56 dén 60 11

- Trén 60 tudi 12

5. Chia theo chirc danh nghé nghiép vién

chire

- Nhan vién 13

-CansuvaTb 14

- Chuyén vién va Tb 15

- Chuyén vién chinh va Tb 16

- Chuyén vién cao cap va TP 17

6. Chia theo trinh dg dao tao

- So cép 18

- Trung cip 19

- Cao dang 20

- Pai hoc 21

- Trén dai hoc 22

Nguwoi 1ap biéu
(Ky, ho tén)

., Ngay ... thang ... nam ...
Thu truéng don vi
(Ky, dong dau, ho tén)

25



Biéu s6 0204.N/BNV-CBCCVC: S6 lwgng vién chirc
1. Khai niém, phwong phap tinh, ciach ghi biéu
a) Khai niém, phuong phap tinh

Vién chuc 1a cong dan Viét Nam duoc tuyén dung theo vi tri viéc lam, lam
viée tai don vi sy nghiép cong lap theo ché @6 hop déng lam vi¢c, hudéng luong tur
quy luong cua don vi su nghiép cong 1ap theo quy dinh cta phap luat. (Piéu 2 Luat
vién chirc ndm 2010).

Vién chirc qubc phong 1a nhitng ngudi lam chuyén mén k¥ thuat, nghiép vu
thudc bién ché ctia Quan d6i nhan dan, duoc bd tri theo chirc danh nghé; thuc hién
nhiém vu tai co quan, co s¢ nghién ctru, gido duc dao tao, van hoa, don vi quan y
va don vi su nghiép khac thudc Bo Qudc phong. (Khoan 3 Diéu 3 Luat quan nhan
chuyén nghiép, cong nhan va vién chirc quc phong nim 2015).

S6 luong vién chirc 1a tong s6 vién chirc dang 1am viéc, huéng luong tir quy
lwong ctia don vi su nghiép cong 1ap theo quy dinh cua phép luat tai thoi diém
théng ke.

b) Cach ghi biéu

Cot 1: Ghi tong sb lugng vién chiic twong Umg véi cac dong cua cot A
Cot 2: Ghi sd nit vién chic twong tmg véi cac dong caa cot A

2. Nguon sb liéu

Sd lidu théng ké do S& Noi vu, Vu To chirc can bd cac B9, co quan ngang
B tong hop bao cao.
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Biéu s6: 0205.N/BNV-CBCCVC
Ban hanh theo ...

SO LUQNG CAN BQ, CONG
CHUC, VIEN CHUC PUQC

Pon vi bao cao:
S& Noivu ...

Ngay nhan béo céo: PANH GIA, PHAN LOAI Vu Té chirc can bod cac B9,
Ngay 28 thang 2 nam sau Nam... co quan ngang B0
Pon vi nhan bao cao:
Vu Cong chtrc - Vién chuc
Don vi tinh: Nguoi
Ma : z | Sbluong | Sbluong S6 luong
X Tong so 1A R b - .
sO can bd cong chuc | Vvién chic
A B 1 2 3 4
Tong sb 01
Phan loai theo két qua danh gia,
phan loai
- Hoan thanh xut sic nhiém vu 02
- Hoan thanh t6t nhiém vu 03
- Hoan thanh nhi€ém vy nhung con
han ché vé nang luc (461 voi cong 04
chtre); Hoan thanh nhi¢m vu (d6i
v6i vién chirc)
- Khong hoan thanh nhiém vy 05

Ngudi 1ap biéu
(Ky, ho tén)

.y Ngay ... thang ... nam ...
Thu truéng don vi
(Ky, dong dau, ho tén)
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Biéu s6 0205.N/BNV-CBCCVC: S6 lwong can bd, cong chirc, vién chirc
dwgc danh gia, phan loai

1. Khai niém, phwong phap tinh, cach ghi biéu

a) Khai niém, phuong phép tinh

Can bg, cong chure, vién chic dugc danh gia, phan loai can ctr theo Nghi
dinh ctia Chinh phu vé danh gia va phan loai can bd, cong churc, vién chuec.

S6 lugng can b, cong chuc, vién chic dugc danh gia, phan loai la téng $6
can bg, cong chuc, vién chuc du diéu kién, tiéu chuan dé thuc hién cong tac danh
gia, phan loai theo quy dinh cua Luat can bd, cong chuc, Luét vién chirc va Nghi
dinh cua Chinh phu vé danh gia va phan loai can bg, cong chitrc, vién chuec.

b) Cach ghi biéu

Cot 1: Ghi téng s6 can b, cong chire, vién chirc dugc danh gia, phan loai
twong ung véi Cac dong cua cit A

Cot 2: Ghi s6 can bo dugce danh gia, phan loai twong tmg véi cac dong cia
cOt A

Cot 3: Ghi s6 cong chirc duge danh gia, phan loai twong tng véi cac dong
cua cOt A

Cot 4: Ghi sé vién chic dugc danh gia, phan loai twong tmg véi cac dong
cua cOt A

2. Nguon so liéu

Sd lidu théng ké do S& Noi vu, Vu To chirc can bd cac B9, co quan ngang
B tong hop bao cao.
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Biéu s6: 0206.N/BNV-CBCCVC SO LUQNG CAN BQ, CONG Pon vi bdo c4o:

Ban hanh theo ... CHUC, VIEN CHUC So Noi vu ..
Ngay nhan bao cdo: BI KY LUAT Vu T chuc can b cac B9,
Ngay 28 thang 2 nam sau Nam... co quan ngang B0

Pon vi nhan bao cao:
Vu Cong chtrc - Vién chuc

Don vi tinh: Nguoi

. Tong | S6 lugng can S6 lwong | SO luwong vién
Ma so £ R n , ,
sO bd cong chirc chuce
A B 1 2 3 4
Tong sb 01
Chia theo hinh thire ky
luat
- Khién trach 02
- Céanh cao 03
- Ha bac luvong 04
- Giang churc 05
- Céach chuc 06
- Budc thoi viée 07
.., Ngay ... thang ... nam ...
Nguoi 1ap bieu Thi truéng don vi
(Ky, ho tén) (Ky, dong dau, ho tén)
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Biéu s6 0206.N/BNV-CBCCVC: S6 lwong can bd, cong chirc, vién chirc
bi ky luat

1. Khai niém, phwong phap tinh, cach ghi biéu

a) Khai niém, phuong phép tinh

S6 luong cén bo, cong chure, vién chuc bi ky luat 1a téng s6 can bo, cong
chuc, vién chirc bi ky luat theo cac hinh thirc ky luat theo quy dinh ctia phéap luat
hién hanh tai thoi diém théng ké.

b) Cach ghi biéu

Cot 1: Ghi tong s can b, cong chire, vién chirc bi ky luat tuong tng véi cac
dong cua ct A

Cot 2: Ghi s6 can bo bi ky lut twong tng véi cac dong cta cot A
Cot 3: Ghi s cong chire bi ky luat tuong Gng véi cac dong ciia cot A
Cot 4: Ghi s6 vién chire bi ky luat tuong tng véi cac dong clia cot A
2. Nguon so liéu

S6 litu théng ké do S¢ Néi vu, Vu To chirc can bd cac B9, co quan ngang
B tong hop béo cdo.
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Biéu s6: 0207.N/BNV-CBCCVC SO LUQT CANBQ,CONG  Pon vi bdo c4o:
Ban hanh theo ... CHUC, VIEN CHUC PUQC  S& Noi vu.......
Ngay nhan béo céo: PAO TAO BOI DUONG Vu Té chirc can bod cac B9,
Ngay 28 thang 2 nam sau Nam... co quan ngang Bo
Pon vi nhan bao cao:
Vu Dao tao, bdi dudng can
bd, cong chirc, vién chirc
Don vi tinh: Luot nguoi
M s6 T 6ng " SO luot n’gu(‘yi duoc d\él_o ta<?
Trong nudc Ngoal nudc
A B 1=(2+3) 3
Tong so 01
1. N¢i dung, chwong trinh
dao tao, bdi dudng
a) Ly luén chinh tri 02
- Pai hoc, trén dai hoc 03
- Cao cap 04
- Trung cap
- Socap
- Boi dudng khac

b) Quan ly nha nude

- Pai hoc, trén dai hoc

- Chuyén vién cao cap

- Chuyén vién chinh

- Chuyén vién

- Tién cong vu

- Cansu

- BOoi dudng khac

¢) Chuyén moén

- Chuyén gia dau nganh

- Trén dai hoc

- Pai hoc, cao ding

-  Trung cép

- Socap

- Bbi dudng khac

d) K¥ nang nghiép vu

d) K¥ ndng lanh dao, quan ly

e) Ngoai ngit

g) Tiéng dan toc

h) Tin hoc

2. Nhém ddi twong

a) Can b9, cong chuc lanh dao
quan ly

- Cap by, nganh TU

- Cap tinh, thanh phd
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truc thuoc TU

- Cép s6, huyén va tuong
duong

- Cép vy va tuong duong

- Cap phong va tuong
duong

b) Cac ngach cong churc hanh
chinh

- Chuyén vién cao cap

Chuyén vién chinh

Chuyén vién

- Cansu

- Cong churc tap su

¢) Can bo, cong churc trong
ngudn quy hoach

d) Dai biéu hoi dong nhan dan

- Cép tinh

- Cép huyén

- Capxa

d) Vién chirc sy nghiép

Giao duc, khoa hoc

- Yté

- Van hda

- Khéc

e) Can by, cong chirc cap xa

- Cén bd chuyén trach

- Cong churc cap xa

- Nguoi hoat dong khong
chuyén trach ¢ cap xa

3.N guﬁn kinh phi dao tao

- Ngan sach

- Ngoai ngan sach

Nguoi lap biéu
(Ky, ho tén)

Thu truéng don vi
(Ky, dong dau, ho tén)

.y Ngay ... thang ... nam ...

32



Biéu s6 0207.N/BNV-CBCCVC: S6 luot can bd, cong chirc, vién chirc
dwgc dao tao bdi dudng

1. Khai niém, phwong phap tinh, cach ghi biéu

a) Khai ni¢m, phuong phép tinh

Can b9, cong churc, vién chirc dugc dao tao, boi dudng 1a nhiing ngudi dugce
co quan/ don vi quéan 1y, sir dung cir di dao tao, boi dudng theo cac hinh thirc dao
tao, boi dudng theo quy dinh cua nha nudc.

S4 luot can bo, cong chuc, vién chuc duge dao tao, boi dudng la téng sb can
b0, cong churc, vién chirc dugc cu di dao tao, boi dudng theo s6 1an duoc cu.

b) Cach ghi biéu

Cot 1: Ghi téng sb6 luot can bo, cong chtrc, vién chuc dugc dao tao, boi
dudng tuwong g véi CAC dong cua cot A

Cot 2: Ghi sb luot can bo, cong chuc, vién chic duge dao tao, boi dudng
trong nudc tuong tng voi cac dong cua cot A

Cot 3: Ghi sb luot can bo, cong chuc, vién chic duge dao tao, boi dudng
ngoai nudc tuong tmg voi CAC dong cua cot A

2. Nguon so liéu

S6 litu théng ké do S¢ Néi vu, Vu To chirc can bd cac B9, co quan ngang
B0 tong hop béo cao.
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Biéu s6: 0301.N/BNV-BC SO LUOQNG BIEN CHE Pon vi bao cdo:

Ban hanh theo ... PUQC GIAO S Noi vu.......
Ngay nhan béo céo: Nam... Vu To6 chirc can bo cac B9,
Ngay 28 thang 2 nam sau co quan ngang B0

Don vi nhan bao cao:
Vu T6 chirc - Bién ché

Don vi tinh: Nguoi

S6 luong
) $6 luong Scf')ﬂluo’nig ng}IGi lam | Sé lu?ng
Ma 2k .. 2 | biénché | viéctrong | lao dong
56 Tong s6 ble’n cI}e cong don vi su hop
can bo , S N\
chuc nghi¢p dong
cong lap
A B | 1=2+3+4+45 2 3 4 5

Tong so 01
- Céac co quan, to chirc
cua Dang, Nha nudc, to 02
chtrc chinh tri - Xa hoi tur
trung wong dén cap xa
- Céc don vi su nghiép
cong lap cua Dang, Nha 03
nudc, to chirc chinh tri -
x4 hoi
- Cac hoi duogc giao bién
ché va ngan saich nha 04
nudc ho tro kinh phi dé
trd luong

.y NQAY ... thang ... nam ...
Ngudi 1ap biéu Thu trwéng don vi
(Ky, ho tén) (Ky, déng dau, ho tén)
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Biéu s6 0301.N/BNV-BC: So lwong bién ché dugc giao

1. Khai niém, phwong phap tinh, ciach ghi biéu

a) Khai niém, phuong phap tinh

Bién ché gém: Bién ché can bo, bién ché cong chuec, s6 lugng nguodi lam vige
trong don vi su nghiép cong 1ap va lao dong hop ddéng duge cip co thim quyén
giao theo quy dinh cua phap luét.

S6 luong bién ché dugc giao 1a tong sb bién ché cua co quan/td chirc dugc
cip co tham quyén giao thuc hién hang niam, ké ca bién ché cong chic du phong
(néu co).

b) Cach ghi biéu

Cot 1: Ghi tong s6 luogng bién ché duge giao twong tmg véi cac dong cua cot
A

Cot 2: Ghi sb lugng bién ché can bd dugc giao twong tng voi cac dong cia
cOt A

Cot 3: Ghi s6 luong bién ché cong chire duge giao tuong tng véi cac dong
cua cOt A

Cot 4: Ghi sb lwong ngudi lam viée trong don vi su nghiép cong lap duoc
giao tuong trng vdi cac dong cua cot A

Cot 5: Ghi sb lugng lao dong hop dong duoc cip co thim quyén giao theo
quy dinh ctia phap luat tuong tng véi cac dong cua cot A

2. Nguon sb liéu

S6 litu théng ké do S¢ Néi vu, Vu To chirc can bd cac B9, co quan ngang
B¢ tong hop bao céo.
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Biéu s6: 0302.N/BNV-BC TY LE THUC HIEN Pon vi bo cio:

Ban hanh theo ... BIEN CHE S& Noi vu......
Ngay nhan béo cao: Nam... Vu T6 chirc can bo cac B9,
Ngay 28 thang 2 ndm sau co quan ngang Bo

Pon vi nhan bao cao:
Vu T6 chtre - Bién ché

S6 lwong bién ché thyc hién tinh dén thoi diém 31/12
nam bao cao

Ty 1¢ £ £ S6 luong 50
h So SO luong NN luong
thure 2 . luon bién ché | &Y Jam lao
Ma | hién | Téngsé |, ..o0s, | P trong do
C g s0 n £ rong don .
s6 | bién bién ché bién che cong vi su dong
ché | thuchign | 40DO | chic | i hop
(%) (N guc‘ﬁ) thuc thyec cf)%lg igp dong
hién hién o thuc
.. .. thuc hién o
(Nguoi) | (Nguoi) (Newr) hién
& (Nguoi)
A B 1 | 2=3+4+5+6 3 4 5 6

Tong so 01
- Cac co quan, to chirc
cua bang, Nha nudc,

t6 chirc chinh trj - x4 02
héi tir trung wong dén

cép Xa

- Cac don vi su nghiép

cong lap cua Pang, 03

Nha nudec, to chirc
chinh tri - xa hoi

- Cac hoi duoc giao
bién ché va ngén sach 04
nha nudc ho trg kinh
phi dé tra luong

. ... Ngay ... thang ... nam ...
Nguwoi 1ap bieu Thu truéng don vi
(Ky, ho tén) (Ky, dong dau, ho tén)
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Biéu s6 0302.N/BNV-BC: T¥ 1& thuc hién bién ché
1. Khai niém, phwong phap tinh, ciach ghi biéu
a) Khai niém, phuong phap tinh

Thuce hién bién ché: 1a tinh hinh thuc hién bién ché ctia co quan/td chirc dugc
cap c6 thim quyén giao bién ché trong ndm tinh dén hét ngay 31/12 nam bao céo.

Ty 18 thuc hién bién ché = S6 luong bién ché thuc hién cia co quan, to chic
tinh dén hét ngay 31 thang 12 nim bao cio/Tong sb lwong bién ché duoc giao cia
co quan, t6 chtrc nim bao céo.

b) Cach ghi biéu
Cot 1: Ghi ty 1€ thuc hién bién ché tuong ing véi CAC dong cua cot A

Cot 2: Ghi téng s6 bién ché thuc hién cua co quan, td chirc tinh dén thoi
diém 31/12 niam bao céo twong ung vi cac dong cua cot A

Cot 3: Ghi s6 luong bién ché can bd thuc hién cia co quan, t6 chirc tinh dén
thoi diém 31/12 nam béo céo twong tmg voi cac dong ciia cot A

Cot 4: Ghi sb luong bién ché cong chuc thuc hién cua co quan, t6 chire tinh
dén thoi diém 31/12 nam béo céo twong tmg voi cac dong cua cot A

Cot 5: Ghi sb luong ngudi lam trong don vi su nghi¢p cong lap thuc hién cua
co quan, to chirc tinh dén thoi diém 31/12 nam bao céo twong tng véi cac dong cua
cOt A

Cot 6: Ghi sd lugng lao dong hop ddng thuc hién cta co quan, to chirc tinh
dén thoi diém 31/12 nam béo céo twong (mg voi cac dong ciia cot A

2. Nguon so liéu

S6 lidu théng ké do S& Noi vu, Vu To chitic can bd cac B9, co quan ngang
Bo tong hop béao cao.
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Biéu s6: 0303.N/BNV-BC TY LE TINH GIAN Don vi bao cao:

Ban hanh theo ... BIEN CHE Sé& N(:)i VU.......
Ngay nhan bao cao: Nam... Vu T6 chtre can bo cac B0,
Ngay 28 thang 2 nam sau co quan ngang B0

Pon vi nhan bao cao:
Vu T6 chtrc - Bién ché

S6 luong bién Téng s6 bién ché nim bao céo
| Dl | chedatnh .| Sébienchécotai | S6 bien ché
Ma | tinh gidn | gian tinh dén Tong e 12 <
z o R . i B thot diém 01/01 tang trong
sO | biénché | 31/12 nam bao SO . L . L
, .. nam bao cao bam bao cao
(%) cao (Nguoi) . -
(Naui) (Nguoi) (Nguoi)
A B 1=2/3 2 3=4+5 4 5

Tong so 01
- Cac co quan, to
chure cua PBang,
Nha nudec, to chire 02
chinh tri - xa hoi
tir trung wong dén
cép Xa
- Cac don vi su
nghiép cong lap
cua Pang, Nha 03
nudc, to chire
chinh tri - xa hoi
- Cac hoi duoc
giao bién ché va
ngan sach nha 04
nude hd trg kinh
phi dé tra luong

., Ngay ... thang ... nam ...
Nguwoi 1ap biéu Thu trwéng don vi
(Ky, ho tén) (Ky, dong dau, ho tén)
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Biéu s6 0303.N/BNV-BC: Ty 18 tinh giin bién ché

1. Khai niém, phwong phap tinh, cach ghi biéu

a) Khai niém, phuong phép tinh

Tinh gian bién ché 1a viéc danh gia, phan loai, dua ra khoi bién ché nhimng
nguoi doi du, khong dép Gmg yéu cau cong viée, khong thé tiép tuc bd tri sap xép
cong tac khac va giai quyét ché do, chinh sach d6i voi nhitng ngudi thude dién tinh
gian bién ché.
S6 lugng tinh gian bién ché 1a tong sO lugng bién ché da thyc hién tinh gian (ké ca
nhitng truong hop thudce dién tinh gian dang giai quyét thu tuc) tinh dén hét ngay
31/12 nam béo cao.

Ty 1¢ tinh gian bién ché = SO lugng bién ché da tinh gian tinh dén ngay 31/12
nam bao céo/(Téng s6 bién ché hién co tai thoi diém 01/1 ndm béo cdo + (cOng) )
bién ché ting trong ndm bao c4o).

b) Cach ghi biéu

Cot 1: Ghi ty 1¢ tinh gian bién ché nim bao cio tuong (mg véi cac dong cua
cOt A

Cot 2: Ghi s6 lugng bién ché da tinh gian tinh dén 31/12 nam bao cio tuong
ung voi cac dong cua cot A

Cot 3: Ghi tong s6 lugng bién ché nim bao céo twong Gmg vai cac dong cua

cOt A

Cot 4: Ghi s6 bién ché co tai thoi diém 01/01 nim bao cio twong ing vdi cac
dong cua ct A

Cot 5: Ghi s bién ché ting trong nim bao cdo twong tng voi cac dong cla
cOt A

2. Nguon so liéu

S6 lidu théng ké do S& Noi vu, Vu To chiic can bd cac B9, co quan ngang
Bo tong hop béao cao.
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Biéu s6: 0401.N/BNV-TTB SO CUQC THANH TRA, Pon vi bao céo:

Ban hanh theo ... KIEM TRA CHUYENNGANH  S& Néi vu.......

Ngay nhan bao céo: NOI VU Ban Thi dua — Khen thudng

Ngay 28 thang 2 nam sau Nam... Trung wvong; Ban Ton giao
Chinh phu
Pon vi nhan bao cao:
Thanh tra Bo No6i vu

Pon vi tinh: S6 cude
Don vi thuc hién
Mi s T4 P Bo No6i vu S& Noi vu
a0 ong se Thanh | Kiém | Thanh | Kiém
tra tra tra tra
A B 1=2+3+4+5 2 3 4 5
Tong sb 01

1. Chia theo ngi dung thanh
tra, kiém tra

- Hanh chinh

+ T6 chirc can bd

+ PCTN

+ Thi dua, khen thudng

+ TOn giao

+ Khéc

- Chuyén nganh

+ T6 chirc can bd

+ Thi dua, khen thuéng

+ T6n giao

2. Chia theo két qua

Trong do: DBad ban hanh

- K&t luan thanh tra

- Thong bao két qua kiém tra

3. Chia theo loai thanh tra,
ki€ém tra

- Ké hoach
- b6t xuat
., Ngay ... thang ... nam ...
Nguwoi 1ap bieu Thu truwéng don vi

(Ky, ho tén)

(Ky, déng dau, ho tén)
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Biéu s6 0401.N/BNV-TTB: S6 cudc thanh tra, kiém tra chuyén nganh ndi vu
1. Khai niém, phwong phap tinh, cach ghi biéu
a) Khai ni¢m, phuong phap tinh

Thanh tra, kiém tra chuyén nganh ndi vu la thanh tra, kiém tra viéc chép
hanh chinh sach, phéap luét, nhi€ém vu dugc giao ctia cac co quan, td chirc, ca nhan
thudc pham vi quan 1y ctia B N61 vu, S& N1 vy; thanh tra, kiém tra chuyén nganh
trong cac linh vuc t6 chirc bd may hanh chinh, sy nghiép va quéan 1y bién ché nha
nudc; chinh quyén dia phuong, dia gi61 hanh chinh; can bg, cong chirc, vién chic;
tién luong; to chirc hoi va cac to chire phi chinh phu; van thu, lwu trit nha nuéc; cai
cach hanh chinh nha nuéc; thuc hién Quy ché dan chil & co sé; cong tac thanh nién;
thi dua khen thudng; ton gido.

S6 cudc thanh tra, kiém tra chuyén nganh ndi vu la téng s6 cudc thanh tra,
kiém tra do Thanh tra Bo Noi vy, Thanh tra S& Noi vu, Thanh tra chuyén nganh cua
cac co quan Ban Thi dua — Khen thuéng Trung wong, Ban Ton gido Chinh phu
thuc hién trong thoi diém thong ké.

b) Cach ghi biéu

Cot 1: Ghi tong sd cudc thanh tra, kiém tra chuyén nganh ndi vu tuong tng
vo1 cac dong cua cot A

Cot 2: Ghi sb cudc thanh tra chuyén nganh ndi vu do Thanh tra B No1 vu
thuc hién tuong ting vo1 cac dong cua cot A

Cot 3: Ghi s6 cudc kiém tra chuyén nganh ndi vu do Thanh tra B§ N§i vu thuc
hién tuong tng vo1 cac dong cua cot A

Cot 4: Ghi sd cudc thanh tra chuyén nganh ndi vu do Thanh tra S& No1 vu
thuc hién tuong tng véi cac dong cua cot A

Cot 5: Ghi sb cudc kiém tra chuyén nganh ndi vu do Thanh tra S& Noi1 vu
thuc hién tuong tng véi cac dong cua cot A

2. Nguon sb liéu

S liéu thong ké do Ban Thi dua — Khen thudng Trung uong, Ban Ton gido
Chinh phti, S Noi vu céc tinh, thanh phd truc thude Trung wong tong hop bao céo.
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Biéu s6: 0402.N/BNV-TTB SO LUQNG GIAI QUYET PON  Pon vi bdo cio:

Ban hanh theo ... KHIEU NAIL TO CAO, KIEN NGHI, So& Noi vu.......

Ngay nhan bao cao: PHAN ANH VE NGANHNOQI VU  Ban Thi dua — Khen thuéng

Ngay 28 thang 2 nam sau Nam... Trung wvong; Ban Ton giao
Chinh phu.
Pon vi nhan bao cao:
Thanh tra Bo No6i vu

Pon vi tinh: Sé don

BO Noi vu
Ban Thi Ban TON | ¢ ~ja:
Misd | Tongsd Thanh dua = gido 56 Noi
raBo | <N chiph | Y
thudng hi
TU -
A B 1=2+3+4+5 2 3 4 5
Tong so 01
1. Chiara
- Khiéu nai 02
- Tb cho 03
- Kién nghi, phan anh 04
2. Theo thim quyén
- Thudc tham quyén 05
- Khéng thudc tham quyén 06
3. Theo ngi dung
- Linh vuc hanh chinh 07
- Linh vuc tu phap 08
- Linh vuec chinh tri, VH, XH 09
- Tham nhiing 10
- Linh vuc khac 11
.., Ngay ... thang ... nam ...
Nguoi 1ap biéu Thu trwéng don vi
(Ky, ho tén) (Ky, dong dau, ho tén)
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Biéu s6 0402.N/BNV-TTB: So lwong giai quyét don khiéu nai, t6 cdo, kién
nghi, phan anh vé nganh ndi vu

1. Khai niém, phwong phép tinh, cach ghi biéu
a) Khai niém, phuong phap tinh

Khiéu nai 1a viée cong dan, co quan, td chirc hodc can bo, cong chuc theo thu
tuc do Luét khiéu nai quy dinh, dé nghi co quan, td chirc, ca nhan c6 thAm quyén
xem xét lai quyét dinh hanh chinh, hanh vi hanh chinh cta co quan hanh chinh nha
nudc, ciia ngudi ¢6 thim quyén trong co quan hanh chinh nha nude lién quan dén
linh vuc ndi vu hodc quyét dinh ky luat can bd, cong chire khi c6 cin cir cho rang
quyét dinh hodc hanh vi d6 1a trai phap luat, xAm pham quyén, loi ich hop phép cua
minh.

Té cho 1a viée cong dan theo thu tuc do Luat td cao quy dinh bao cho co
quan, to chirc, ca nhan c6 tham quyén biét vé hanh vi vi pham phap luat ctia bat cir
CO quan, td chtrc, ca nhan nao gay thi¢t hai hodc de doa gay thiét hai lg1 ich cua
Nha nudc, quyén, loi ich hop phap cta cong dan, co quan, to chirc trong linh vuc
no1 vu.

Kién nghi 1a viéc cong dan hoic to chirc dé nghi vdi ca nhan, hodc co quan
quan 1y hanh chinh nha nudc c6 thim quyén can xt Iy hodc diéu chinh, sira doi
hodc c6 cac giai phap, bién phap va hinh thirc quan 1y, diéu hanh mét linh vuc
chuyén moén nao d6 di dugc trién khai thuc hién trong qua trinh quéan 1y hanh chinh
nha nudc; cac giai phap, bién phap va hinh thic quan 1y d6 ma chi thé kién nghi
cho rang s& khong hiéu qua, khong phu hop, khong kha thi, c6 thé gay hodc da gay
hiu qua xau dén hoat dong binh thudng va loi ich hop phap cta cong dan, t6 chic
va tap thé lién quan dén linh vuc noi vu.

Phan anh 1a viéc cong dan, td chirc néu 1én va dé xuét véi ca nhan, don vi co
tham quyén xem xét, xir 1y kip thoi nhitng sy viéc phét sinh lam anh hudéng xau dén
cac hoat dong binh thuong hodc gay thiét hai dén loi ich hop phép trong linh vuc
no1 vu.

S6 luong giai quyét don khiéu nai, t6 cdo, kién nghi, phan anh 13 tong s6 don
khiéu nai, td céo, kién nghi, phan anh duoc giai quyét trong linh vuc ndi vu.

b) Cach ghi biéu
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Cot 1: Ghi tong sb luong don giai quyét twong tmg véi cac dong caa cot A

Cot 2: Ghi sb luong don do Thanh tra B giai quyét tuong tmg véi cac dong cta
cOt A

Cot 3: Ghi sd luong don do Ban Thi dua — Khen thuéng Trung udng giai
quyét twong tmg voi cac dong ciia cot A

Cot 4: Ghi s6 lugng don do Ban Ton gido Chinh phi gid quyét tuong tmg véi
cac dong cua cot A

Cot 5: Ghi s6 lugng don do S& Noi vu giai quyét twong tmg véi cac dong cia
cOt A

2. Nguon so liéu

S liéu théng ké do Ban Thi dua — Khen thuéng Trung wong; Ban Tén giao
Chinh phti; S& Noi vu céc tinh, thanh phd truc thudc Trung wong tong hop bao
cao.
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Biéu s6: 0403.N/BNV-TTB SO LUQT TIEP CONG DAN LIEN  Pon vi bdo c4o:

Ban hanh theo ... QUAN PEN NGANH NOI VU S& Noi vu.......

Ngay nhan béo céo: Nam... Ban Thi dua — Khen thudng

Ngay 28 thang 2 nam sau Trung wong; Ban Ton giao
Chinh phu.
Pon vi nhan bao cao:
Thanh tra Bo No6i vu

Pon vi tinh: Luot

Bo No6i vu
Ban Thi A
M | dua— | BN TON | gq No
& Tong so Thanb Khen giao v
tra B \ Chinh
thudng hi
TU pas
A B | 1=2+3+4+5 2 3 4 5

Tong so 01
1. Chia ra:
a. Tiép thuong xuyén 02
Trong dé: Tiép dinh ky 03
b. Tiép dot xuat cta lanh dao 04
2. Noi dung tiép cong din
- Linh vuc t6 chirc can bd 05
- Linh vuec chinh tri, VH, XH 06
- Tham nhiing 07
- Linh vuc khac 08
3. Két qua tiép cong din
- Pa giai quyét 09
- Chua giai quyét 10

., Ngay ... thang ... nam ...
Nguoi lap biéu Thu truwdédng don vi
(Ky, ho tén) (Ky, déng dau, ho tén)
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Biéu s6 0403.N/BNV-TTB: S6 hrot tiép cong dan lién quan dén nganh ndi
vu

1. Khai niém, phwong phap tinh, ciach ghi biéu

a) Khai niém, phuong phap tinh

Tiép cong dan 1a viéc co quan, t6 chirc, don vi, ci nhan quy dinh tai Piéu 4
cua Luat tiép cong dan don tiép dé léng nghe, tiép nhan khiéu nai, t§ céo, kién nghi,
phéan anh cta cong dan; giai thich, huéng dan cho cong dan vé viéc thue hién khiéu
nai, to céo, kién nghi, phan anh theo ding quy dinh cta phap luat trong linh vuc noi
VU

S6 luot tiép cong dan 1a tong s 1an don tiép cong dan dén dé lang nghe, tiép
nhan khiéu nai, to céo, kién nghi, phan anh ctia cong dan; giai thich, huéng dan cho
cong dan vé viéc thuc hién khiéu nai, t6 cdo, kién nghi, phan anh theo dang quy
dinh cua phap luat trong linh vuc noi vu.

b) Cach ghi biéu

Cot 1: Ghi tong s6 luot tiép cong dan lién quan dén nganh nodi vu tuong Ung
vo1 cac dong cua cot A

Cot 2: Ghi sd luot tiép cong dan lién quan dén nganh nd1 vu cua Thanh tra Bo
tuong ung véi cac dong cia cot A

Cot 3: Ghi s6 luot tiép cong dan lién quan dén nganh ndi vu ctia Ban Thi dua
— Khen thuong Trung wong tuong g voi cac dong cua cot A

Cot 4: Ghi sb luot tiép cong dan lién quan dén nganh ndi vu ctia Ban Tén gido
Chinh phu tuong tmg voi cadc dong cua cot A

Cot 5: Ghi sd luot tiép cong dan lién quan dén nganh ndi vy cua S& Noi vy
tuong Ung véi cac dong cua cot A

2. Nguon sb liéu

S liéu thong ké do Ban Thi dua — Khen thuéng Trung wong; Ban Tén gido
Chinh phti; S& Noi vu céc tinh, thanh phd truc thudc Trung wong tong hop bao
céo.
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Biéu s6: 0501.N/BNV-HTQT SO POAN RA NUOC NGOAI  Pon vi bio céo:

Ban hanh theo ... NGHIEN CUU, KHAO SAT VE S/ Nai vu.......
Ngay nhan bao cao: LINH VUC NOI VU Vu Té chirc can bod cac B9,
Ngay 28 thang 2 nam sau Nam... co quan ngang B0

Pon vi nhan bao cao:

Vu Hop tac quoc té

Pon vi tinh: S6 doan

x Ngudn cap kinh phi
Ma 2 £ A oz X B
| Tongso | Ngansach | Cac to chic A ,
SO < XX Nguon khac
nha nudc quoc té
A B | 1=2+3+4 2 3 4

Tong sb 01
1.Chia theo linh vuc nghién
ciru, khao sat
- Cong vy, cong chirc 02
- Chinh quyén dia phuong 03
- Ton giao 04
- Thi dua - Khen thudng 05
- Van thu — Luu trit 06
- Khéc 07
2. Chia theo khu vire dén nghién
cuiru
- Chéau Au 08
- My 09
- Chau A 10
- Chau Pai Duong (Uc, New | 11
Zeland)
- Khéc 12

., Ngay ... thang ... nam ...
Nguoi 1ap biéu Thu truwéng don vi
(Ky, ho tén) (Ky, dong dau, ho tén)
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Biéu so 0501.N/BNV-HTQT: So doan ra nuwéc ngoai nghién ciru, khao
sat vé linh vue ndi vu

1. Khai niém, phwong phap tinh, cach ghi biéu

a) Khai niém, phuong phép tinh

Poan ra nude ngoai nghién ctru, khao sat vé linh vue ndi vu la doan cong tac
duoc thanh 13p tai Quyét dinh ctia BJ trudng Bo Noi vu hodc co quan c6 tham
quyén dé thuc hién nhi€ém vu nghién ctru, khdo sat, hoc tap tai nudc ngoai vé linh
vuc ndi vu.

S6 doan ra nudc ngoai nghién ctru, khao sat vé linh vuc ndi vu 1a tong so
doan cong tac dugc thanh lap va cir di cong tac tai nude ngoai trong ndm bao cao.

b) Cach ghi bi¢u

Cot 1: Ghi tong s6 doan ra nudc ngoai nghién ctru, khdo sat vé linh vuc ndi vu
twong g véi cac dong cia cot A

Cot 2: Ghi s6 doan ra nude ngoai nghién ctru, khao sat vé linh vuc ndi vu bang
nguon ngan sach nha nudc twong ing vai cac dong cua cot A

Cot 3: Ghi s6 doan ra nude ngoai nghién ctru, khado sat vé linh vuc ndi vy bang
nguon kinh phi tir cac t6 chirc quoc té trong tng voi cac dong cua cot A

Cot 3: Ghi s6 doan ra nude ngoai nghién ctru, khao sat vé linh vuc ndi vu bang
nguodn kinh phi khac twong tmg véi cac dong ctia cdt A

2. Nguon so liéu

So 1iéu thong ké do S& No1 vu, Vu To chire can bd cac B, co quan ngang
B§ tong hop bao cdo.
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Biéu s6: 0502.N/BNV-HTQT SO POAN CUA NUOC NGOAI, Don vi bo cio:

Ban hanh theo ... TO CHUC QUOC TE VAO S& Noi vu.......
Ngay nhan béo céo: NGHIEN CUU, KHAO SAT, GIOI Vu T chic can bd cac B,
Ngay 28 thang 2 nam sau THIEU VE LINH VUCNOI VU  co quan ngang Bo
TAI VIET NAM DPon vi nhan bao céo:
Nam Vu Hop tac quoc té

Pon vi tinh: S6 doan

. D6i tugng chi tra kinh phi
Ma 2 e A oz X B
2 | Tongso | Ngansach | Cac to chirc A ,
Ny < XX Nguon khac
nha nudce quoc té
A B |1=2+3+4 2 3 4
Tong sb 01
Chia theo linh vue nghién ctru,
khdo sat
- Cong vy, cong chirc 02
- Chinh quyén dia phuong 03
- Toén gido 04
- Thi dua - Khen thudng 05
- Van thu — Luu trit 06
- Khéc 07
.., Ngay ... thang ... nam ...
Nguoi 1ap biéu Thi truéng don vi
(Ky, ho tén) (Ky, dong dau, ho tén)
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Biéu s6 0502.N/BNV-TTQT: S6 doan ciia nwéc ngoii, to chirc qudc té
vao nghién ctru, khao sat, giéi thiéu vé linh vure ndi vu tai Viét Nam

1. Khai niém, phwong phap tinh, cach ghi biéu
a) Khai niém, phuong phap tinh

Poan ctia nude ngoai, to chire qudc té vao nghién ciru, khao sat, gidi thicu vé
linh vuc ndi vu tai Viét Nam 1a cac doan khach quéc té ctia Chinh phu cac nuéc
hoic cac t6 chirc qudc té dén lién hé voi cac co quan c6 tham quyén ¢ Viét Nam dé
thuc hién nghién ctru, khéo sat, gioi thiéu vé linh vyuc nodi vu tai Viét Nam.

S6 doan cua nudc ngoai, t6 chirc quoc té vao nghién ctru, khao sat, gioi thi¢u
vé linh vuc ndi vu tai Viét Nam la tong s6 doan khach quoc té cua Chinh phu cac
nudc hodc cac td6 churc quoc té€ thuc hién nghién ctru, khdo sat, gidi thiéu vé linh
vuc no1 vu tai Viét Nam.

b) Cach ghi bi€u

Cot 1: Ghi tong sO doan cua nudc ngoai, to chitc quoc t€ vao nghién ciru,
khao sat, gioi thi¢u vé linh vuc nd1 vu tai Viét Nam tuong g voi cac dong cua cit
A

Cot 2: Ghi s6 doan cua nudc ngoai, td chirc quoc t€ vao nghién ctru, khao sat,
gi61 thi€u v€ linh vuc ndi vu tai Viét Nam do ngan sach nha nudc chi tra kinh phi
tuong img véi cac dong cua cot A

Cot 3: Ghi s6 doan cua nudc ngoai, td chirc qudc t€ vao nghién ctru, khao sat,
gid1 thiéu vé linh vuc ndi vu tai Viét Nam do cac t6 chuc quoc té chi tra kinh phi
tuong ung véi cac dong cua cot A

Cot 4: Ghi s6 doan cua nudc ngoai, to chirc quoc t€ vao nghién ctru, khao sat,
gidi1 thi€u vé linh vuc ndi vu tai Viét Nam do cac ngudn khéc chi tra kinh phi tuong
ung véi cac dong cua cot A

2. Nguon so li€u

S6 1iéu thong ké do S& Noi1 vu, Vu To chire can bd cac B, co quan ngang
B§ tong hop bao cdo.
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Biéu s6: 0601.N/BNV-HTCPCP SO LUQNG HOQI, TO  Don vi bo céo:
Ban hanh theo ... CHU'C PHI CHINH PHU SO6Noivu.......
Ngay nhén bao cdo: Nam. .. Don vi nhén bao cao:
Ngay 28 thang 2 nam sau Vu T6 chirc phi chinh phu
. $6 luong hoi So luzc_mg to ch}rc phi
Ma s6 (Hoi) chinh phu
i (T6 chure)
A B 1 2
Tong sé 01
1. Chia theo linh vuc hoat dong
- B9, nganh 02
- bia phuong 03
2. Chia theo pham vi hoat dong
- Ca nudc 06
- Lién tinh 07
- Cép tinh 08
3. Chia theo co quan cip phép
- B6 Noi vu 09
- Chu tich UBND cép tinh 10

Ngudi 1ap biéu
(Ky, ho tén)

...., NQAy ... thang ...nam...
Thu truéng don vi
(Ky, ho tén, dong dau)
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Biéu s6 0601.N/BNV-HTCPCP: S6 lwong hdi, td chirc phi chinh phi

1. Khai niém, phwong phap tinh, cach ghi biéu

a) Khai niém, phuong phép tinh

Hoi 14 t6 chirc ty nguyén cta cong dén, to chire Viét Nam cung nganh nghé,
cung so thich, cung gid1, c6 chung muc dich tap hop, doan két hoi vién, hoat dong
thuong xuyén, khong vu loi nham bao vé quyén, loi ich hop phap ctia hoi, hoi vién,
ctia cong dong; hd trg nhau hoat dong c6 hiéu qua, gop phan vao viéc phat trién
kinh té xa hoi cua dat nude.

T6 chirc phi chinh phu 12 hoi, quy x4 hoi, quy tir thién va cac loai hinh t6
chie x3 hoi khac do ca nhan, t6 chirc thanh 1ap hoat dong thuong xuyén khong vi
muc dich 191 nhuan theo quy dinh cua phap luat va Piéu 1& nham muc dich hd trg
phat trién.

S6 luong hoi, t6 chiic phi chinh phu 14 tong sd lugng cac hoi va cac to chire
phi chinh phi1 d& dang ky thanh 1ap hop phap tai thoi diém bao cdo.

b) Cach ghi biéu

- C6t 1: Ghi tong sb lwong hoi va chia theo ting loai twong tmg véi cac dong
ctia cOt A c6 dén thoi diém 31 thang 12 thang nam.

- Cot 2: Ghi tong s6 luong t6 chic phi chinh phii va chia theo ting loai
tuong Gmg véi cac dong ctia cot A co dén thoi diém 31 thang 12 hang nam.

2. Nguon so liéu

S liéu thong ké do S& Noi vu tong hop, tinh toan.
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Biéu s6: 0602.N/BNV-HTCPCP SO LUQNG CAC QUY Don vi bao céo:

Ban hanh theo ... XA HOIL, QUY TU THIEN S6GNoivu .......
Ngay nhén bao cdo: Nam. .. Don vi nhan béo cao:
Ngay 28 thang 2 nam sau Vu T6 chirc phi chinh phu
Don vi tinh: Quy
~ Sb luong cac quy Sb luong cac quy
Maso X3 hoi tir thién
A B 1 2
Téng s6 01

1. Chia theo linh vuc hoat dong

- B9, nganh 02

- bia phuong 03

2. Chia theo pham vi hoat dong

- Ca nuoc 04

- Lién tinh 05

- Cap tinh 06

3. Chia theo co quan cip phép

- BoO No1 vu 07

- Chui tich UBND cap tinh 08

..... ngay ... thang ...nam...
Nguoi lap bieu Thu trueéng don vi
(Ky, ho tén) (Ky, ho tén, dong dau)
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Biéu s6 0602.N/BNV-HTCPCP: S6 lwgng cac quy xi hdi, quy tir thién

1. Khai niém, phwong phap tinh, cach ghi biéu

a) Khai niém, phuong phép tinh

Quy xa hoi: La quy duoc td chirc, hoat dong voi muc dich chinh nham hd tro

va khuyén khich phat trién van hoa, gido duc, y té, thé duc thé thao, khoa hoc va
cac muc dich phat trién cong dong, khong vi muc dich loi nhuan.

Quy tu thién: La quy duoc td chire, hoat dong vd6i1 muc dich chinh nham hd
tro khic phuc khoé khan do thién tai, héa hoan, su co nghiém trong, cac bénh nhan
mac bénh hiém ngheo va cac ddi tuong khac thudc dién kho khin can su trg gitp
cua xa hoi, khong vi muc dich 1gi nhuan.

S6 luong cac quy xa hoi, quy tir thién 14 tong s6 cac quy xa hoi, quy tir thién
duogc thanh 1ap hop phép tai thoi diém bao céo.

b) Cach ghi biéu

- Cot 1: Ghi tong s6 luong quy x4 hoi va chia theo ting loai twong ung véi
cac dong clia cot A c6 dén thoi diém 31 thang 12 thang nam.

- Cot 2: Ghi tong sb luong quy tir thién va chia theo timg loai trong Gng véi
c4c dong clia cot A c6 dén thoi diém 31 thang 12 hang nam.

2. Nguon so liéu

S liéu thong ké do S& Noi vu tong hop, tinh toan.
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Biéu sé: 070L.N/BNV-TPKT SO PHONG TRAO THI PUA Don vi bio céo:

Ban hanh theo ... Niam... Vu (phong, ban) Thi dua,
Ngay nhéan bao cao: Khen thuéng cdc bo, ban,
Ngay 15 thang 12 nam béao cao nganh, doan thé Trung uong,
tinh, thanh pho tryc thudc
Trung vong
Pon vi nhan bao cao:
Ban Thi dua — Khen thuodng
Trung vong
Don vi tinh: Phong trao
SO phong trao thi dua chia theo
cap chu tri phat dong thi dua
Cap Trung Cap bg, ban
i | wong (Chutich | nganh doan
Ma so | Tong so | Hoi dong Thi thé trung
dua — Khen uong, tinh,
thuong Trung | thanh pho truc
uong phat thudc Trung
dong) uong
A B 1=(2+3) 2 3
Tong so 01
1. Chia theo pham vi d6i twong thi dua
- Toan quéc 02
- B0, ban, nganh doan thé, dia phuong 03
2. Chia theo thoi han thi dua
- Duéi 1 nam 06
- 1 ndm 07
- TUr 1 ndm dén dudi 3 nim 08
- Tu 3 nam tré 1én 09
3. Chia theo phwong thirc to chirc
phong trao thi dua
- Thi dua theo chuyén dé 10
- Thi dua dot xuat 11
- Thi dua thuong xuyén hang nam 12

Ngudi lap biéu
(Ky, ho tén)

., ngay ... thang ...nam...
Thu truéng don vi
(Ky, ho tén, dong dau)
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Biéu s6 0701.N/BNV-TPKT: S6 phong trao thi dua
1. Khai niém, phwong phap tinh, cach ghi biéu
a) Khai niém, phuong phép tinh

Phong trao thi dua 1a hoat dong c6 t6 chtic véi sy tham gia tu nguyén cua ca
nhan, tap thé nhiam phan d4u dat duoc thanh tich tét nhat trong xay dung va bao vé
T quéc.

Phuong phép tinh: Thong ké cac phong trao thi dua do cip trung wong va cap
bo, ban, nganh, doan thé trung wong, tinh, thanh phd truc thudc trung wong phat
dong.

b) Cach ghi biéu

Cot 1: Ghi tong s6 phong trao thi dua tuong tng véi cac dong cia cot A co
dén thoi diém 30 thang 11 nam béo céo.

Cot 2: Ghi s6 phong trao thi dua cip Trung wong phat dong (Chu tich Hoi
dong Thi dua — Khen thuong Trung uwong phat dong) twong tmg véi cac dong cia
cot A cO dén thoi diém 30 thang 11 nam bao céo.

Cot 3: Ghi sd phong trao thi dua cip bo, ban, nganh, doan thé trung wong,
tinh thanh phé truc thudc trung wong phat dong twong tng vai cac dong cua cot A
c¢6 dén thoi diém 30 thang 11 nam béo céo.

2. Nguon so liéu
S6 liéu thong ké do Vu (phong, ban) Thi dua, Khen thudng cac bo, ban,

nganh doan thé Trung uong, tinh, thanh phd truc thudc Trung wong tong hop, tinh
toan.
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Biéu s6: 0702.N/BNV-TPKT
Ban hanh theo ...

SO LUQNG KHEN THUONG CAP NHA NUOC

Pon vi bao cao:

Nam... Vu (phong, ban) thi dua, khen
Ngay nhan béo cao: thl;éng cac bd, ban, nganh, doe‘n}
Ngay 15 thang 12 nam béo céo thé Trung wong, tinh, thanh pho
truc thudc Trung wong
Pon vi nhan bao cao:
Ban Thi dua — Khen thuong Trung
uong
S6 luong
Bing Danh Céc
5 | Téne | CAoloai | 1 G | D3N a gy | Khen | hidu oo
Ma an vi | Tong huan \ \ hiéu \ cua “Chién ,
sd tinh ) thuong | thudng . dua cua , . thire
chuong, X \ vinh . Thu si thi
HO Chi | Nha . | Chinh . khen
huy . . du nha , tuong dua .
Minh nuac . phu . s thuong
chuong nudc Chinh Toan Khi
, A 5 ac
phu quoc
A B C 1 2 3 4 5 6 7 8 9
Tong sb 01
1. Chia theo don vi ban hanh
to' trinh Thi twéng Chinh pha
vé khen thudéng
- B9, ban, nganh, doan thé Trung 02 Bo,
uong nganh
- Tinh, thanh pho tryc thudc Tinh,
03
Trung vong TP
2. Chia theo doi twgng khen
thuwong q
- Tap thé 06 | Téap the
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. . Doanh

Trong do: Doanh nghiép 07 nghiép
- Ho gia dinh 08 Ho
- Canhéan 09 | Nguoi
+ Lanh dao caqu({, cap tinh va 10 | Newoi
tuong duong trd Ién
+ Lanh dao cap vy, so, nganh va 11 | Neuoi
tuong duong
+ Doanh nhén 12 | Nguoi
+ ’ J4 ~ ’ \ r

Qac cap lfmh dao khac tir pho 13 | Neuoi
phong tr¢ 1én
+ Nguoi tryc tiep cong tac, lao
dQng,‘IA’ch tf_lp, cAhlen deAlu VaAphuc 14 | Neuoi
vu chién dau (cong nhan, nong
dan,...)
3. Chia theo phwong thirc khen
thwong
- Thuong xuyén 15
- Chuyén dé 16
- Dot xuét 17
- D6i ngoai 18
- Cong hién 19
- Nién han 20
- Khang chién 21

s ngay ... thang ...nam...
Nguwoi 1ap bieu Thu truwdédng don vi

(Ky, ho tén)

(Ky, ho tén, déng ddu)
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Biéu s6 0702.N/BNV-TPKT: So lwong khen thwéng cip Nha nuéc
1. Khai niém, phwong phap tinh, cach ghi biéu
a) Khai niém, phuong phép tinh

Hinh thtc khen thuéng va danh hiéu thi dua cap Nha nuéc 1a hinh thirc khen
thuong va danh hiéu thi dua thudc tham quyén quyét dinh cua Chu tich nudc,
Chinh phu, Thu tuéng Chinh phu.

Cac hinh thtc khen thudéng va danh hiéu thi dua cAp Nha nudc gom: Cac loai
huan chwong, huy chuong; “Giai thuong H6 Chi Minh”; “Giai thuong Nha nudc™;
Danh hiéu vinh dy nha nudc; “Co thi dua ctia Chinh pha”; “Béng khen cua Thu
tuéng Chinh pht”; Danh hiéu “Chién si thi dua Toan qudc” va cac hinh thtc khen
thudng khéc.

Phuong phap tinh: Tinh s lugng cta ting hinh thirc khen thudng va danh
hiéu thi dua cap Nha nudc va theo timg hang (néu c¢6 phan hang). Thoi gian tinh:
S liéu tir ngay 01/12 nam trude dén ngay 30/11 nam sau.

b) Cach ghi biéu

Cot 1: Ghi tong s6 luong khen thuong cip Nha nude va chia theo timg loai
tuong (mg voi c4c dong cua cot A ¢o tir ngay 01/12 nam trude dén ngay 30/11 nim
Sau.

Cot 2: Ghi tong sd luong cac loai huan chuwong, huy chuwong va chia theo
ting loai twong Gmg v6i cac dong ctia cot A co tir ngdy 01/12 nim trude dén ngay
30/11 nam sau.

Cot 3: Ghi tong sb luong Giai thuong HO Chi Minh va chia theo timg loai
tuong Gmg voi cac dong cua cot A ¢o tir ngay 01/12 nam trude dén ngay 30/11 nim
sau.

Cot 4: Ghi tong sb lugng Giai thuong Nha nude va chia theo ting loai twong
g v6i cac dong ctia ¢t A co tir ngdy 01/12 nim trude dén ngay 30/11 nam sau.

Cot 5: Ghi téng ) luong danh hi€u vinh du nha nudc va chia theo tirng loai
tuong Gmg voi cac dong cua cot A ¢o tir ngay 01/12 nam trude dén ngay 30/11 nim
Sau.
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Cot 6: Ghi tong s6 luong Co thi dua cua Chinh phu va chia theo timg loai
tuong Gmg voi cac dong cua cot A ¢o tir ngay 01/12 nam trude dén ngay 30/11 nim
Sau.

Cot 7: Ghi tong sé lugng danh hiéu Bang khen ctia Thii tuéng Chinh phu va
chia theo tung loai tuong ing véi cadc dong cua cot A co6 tir ngay 01/12 ndm trudce
dén ngay 30/11 nim sau.

Cot 8: Ghi tong s6 luong danh hiéu “Chién si thi dua Toan qudc” va chia
theo timg loai twong Gng véi cac dong cua cot A cb tir ngay 01/12 nam trude dén
ngay 30/11 nam sau.

Cot 9: Ghi tong s6 lugng céac hinh thire khen thudng khac va chia theo ting
loai tuong ng voi cac dong clia cot A c¢6 tir ngay 01/12 nam trude dén ngay 30/11
nam sau.

2. Nguon so liéu

S?) liéu théng ké do Vu (phong, ban) thi dua, khen thudng cac bg, ban, nganh
doan thé Trung uong, tinh, thanh pho truc thudc Trung wong tong hop, tinh toan.
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Biéu s6: 0703.N/BNV-TPKT
Ban hanh theo ...

Ngay nhan béo cao:

Ngay 15 thang 12 nam béo céo

SO LUQONG KHEN THUONG CAP BQ, BAN, NGANH,
POAN THE TRUNG UONG VA TINH, THANH PHO

TRU'C THUQC TRUNG UONG

Pon vi bao cao:
Vu (phong, ban) thi dua, khen

thuéng cac by, ban, nganh,
doan thé Trung uong, tinh,

Nam... .
thanh phd tryc thudéc Trung
uong
Pon vi nhan bao cao:
Ban Thi dua — Khen thudng
Trung vong
S6 luong
. o Chin ;| CO thi dua cia bd, H;{rgfu) (flirﬁgm
Ma D(,m vi | Tong N . ban, nganh, doan thé & <
so tinh so Bang thi dua , ban, nganh, doan
A 1A Trung uvong, tinh, 2
khen cap bo, . z ) thé Trung wong,
IS thanh pho truc thudc | . . %
cap tinh Trune won tinh, thanh pho truc
& & thugc Trung vong
A B C 1 2 3 4 5
Tong so 01
1. Chia theo ddi twong khen thwéng
- Tap thé 02 | Tap thé
Trong do: Doanh nghig¢ 03 Doanh
- H) gia dinh 04 Ho
- Canhén 05 | Nguoi
+ Lanh d?oAcap bJ, cap tinh va tuong 06 | Neuoi
duong tro 1€n
+ Lanh dao cap vu, s, nganh va tuong 07 Neusi

duong
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+ Doanh nhan 08 | Nguoi

+ r A ~ r < r S .
OCaAc cap lanh dao khac tir phé phong 09 | Neuoi

trg 1én

+ Nguoi trye tiép cong tac, lao dépg, )

hoc tap, chién dau va phuc vu chién dau | 10 Nguoi

(cong nhén, ndng dan,...)

3. Chia theo phwong thirc khen

thuwong

- Thuong xuyén 11

- Chuyén dé 12

- Dot xuét 13

- Pbi ngoai 14

- Céng hién 15

- Nién han 16

- Khang chién 17

Ngudi 1ap biéu
(Ky, ho tén)

weny NEAY ... thang ...nam...
Thu truéng don vi
(K, ho tén, dong dau)
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Biéu s6 0703.N/BNV-TPKT: S6 lwong khen thwéng cip bd, ban, nganh,
doan thé trung wong va tinh, thanh phé truc thudc trung wong chia theo loai
khen thuong

1. Khai niém, phwong phap tinh, cach ghi biéu
a) Khai niém, phuong phép tinh

Hinh thtrc khen thuéng va danh hi¢u thi dua cép b0, ban, nganh, doan thé
Trung wong, cap tinh 1a hinh thirc khen thuong va danh hiéu thi dua thudc tham
quyén quyét dinh cta Bo trudong, Thi trudng cac co quan ngang b, co quan thude
Chinh phu, ban, nganh, doan thé & Trung wong va Chu tich Uy ban nhan déan cac
tinh, thanh phd tryc thudc Trung wong.

Céc hinh thtrc khen thudng va danh hi¢u thi dua cép b0, ban, nganh, doan thé
Trung wong, tinh, thanh phd truc thudéc Trung wong gém: Bang khen; Chién si thi
dua cép bo, cép tinh; Co thi dua; Huy hi¢u, ky niém chuong cua bg, ban, nganh,
doan thé Trung wong, tinh, thanh phd truc thudc Trung wong.

Phuong phap tinh: Tinh s lugng cua timg hinh thic khen thuong va danh
hiéu thi dua cép b0, ban, nganh, doan thé Trung uvong, cép tinh. Thoi gian tinh: So
lidu tir ngay 01/12 nam trude dén ngay 30/11 nam sau.

b) Cach ghi biéu

Cot 1: Ghi téng ) luong khen thudng cép bd, ban, nganh, doan thé trung
wong va tinh, thanh phd truc thudc trung wong va chia theo timg phén to twong tmg
v6i cac dong ctia cot A c6 tir ngdy 01/12 nim trude dén ngay 30/11 nim sau.

Cot 2: Ghi tong s6 bang khen va chia theo ting phan t6 twong Gmg véi cac
dong cta cot A c6 tir ngay 01/12 nam trude dén ngay 30/11 nim sau.

Cot 3: Ghi tong sd Chién si thi dua cép bo, cip tinh va chia theo tirmg phén to
tuong Gmg voi cac dong cta cot A ¢o tir ngay 01/12 nam trude dén ngay 30/11 nim
Sau.

Cot 4: Ghi téng s6 Co thi dua cua bo, ban, nganh, doan thé Trung wong, tinh,
thanh phd truc thuéc Trung wong va chia theo timg phan td twong g véi cac dong
ctia cot A c6 tir ngay 01/12 niam trude dén ngay 30/11 nim sau.
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Cot 5: Ghi téng ) Huy hiéu, ky ni¢m chuong cua bg, ban, nganh, doan thé
Trung wong, tinh, thanh phd truc thudc Trung wong va chia theo ting phan to
tuong Gmg voi cac dong cua cot A ¢o tir ngay 01/12 nam trude dén ngay 30/11 nim
Sau.

2. Nguon so li€u

S§ liéu théng ké do Vu (ph(‘)ng, ban) thi dua, khen thué’r}g cac bo, ban, nganh
doan thé Trung wong, tinh, thanh pho truc thuoc Trung wong tong hop, tinh toan.
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Biéu s6: 0704.N/BNV-TPKT SO LUQNG TO CHUC LAM  Don vi bdo céo:

Ban hanh theo ... CONG TAC THI PUA, KHEN  Vu (phong, ban) thi dua,

Ngay nhan bao cao: THUONG CUA BO, BAN, khen thuong cac 7b(f), ban,
UONG, TiNH, THANH PHO uong, tinh, thanh pho tryc

TRUC THUOC TRUNG UONG  uoc Trunguong
: ¢ Pon vi nhan bao cao:

Nam. .. Ban Thi dua — Khen
thuéng Trung uwong
~ bon vi £
Ma s0 tinh S6 lugng
A B C 1

Tong so 01 T6 chirc
Chia theo co cdu té chirc by may
- Cap Vu thudc b9, ban, nganh, doan thé 02 Vu
Trung vong
- Cap phong, ban hodc bo phéan thudc Vu 03 Phong
- Cap ban thudc S¢ Noi vu 04 Ban

weey NEAY ... thang ...nam...
Nguoi lap bieu Thu trueéng don vi
(Ky, ho tén) (Ky, ho tén, dong dau)
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Biéu s0 0704.N/BNV-TPKT: So6 lwong to chirc 1am cong tic thi dua,
khen thuéng cia bd, ban, nganh, doan thé trung wong, tinh, thanh phé truc
thugc trung wong

1. Khai niém, phwong phap tinh, cach ghi biéu

a) Khai niém, phuong phép tinh

T chirc 1am cong tac thi dua, khen thudng 1a don vi (Vu, phong, ban...) thi
dua, khen thuong dugc cap co thim quyén quyét dinh thanh 1ap 1am nhiém vu quan

1y nha nuéc vé cong tac thi dua, khen thuéng ctia bo, ban, nganh doan thé Trung
wong, tinh, thanh phé truc thudc Trung wong.

Phuong phap tinh: Théng ké tai thoi diém béo cdo.

b) Cach ghi biéu

Cot 1: Ghi tong sd tO chirc 1am cong tac thi dua, khen thudng cua bd, ban,
nganh, doan thé trung wong, tinh, thanh phd truc thudc trung wong va chia theo
ting loai trong tmg véi cac dong cua cot A cd dén thoi diém 30 thang 11 nim béo
cao.

2. Nguon so liéu

Sé lidu thong ké do Vu (phong, ban) thi dua, khen thuong cac bo, ban, nganh
doan thé Trung wong, tinh, thanh phé tryc thudc Trung uwong tong hop, tinh toan.
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Biéu sb: 0705.N/BNV-TPKT SO LUQNG CONG CHUC LAM

Ban hanh theo ...

CONG TAC THI PUA, KHEN

Ngay nhan bio céo: THUONG CUA BQ, BAN,
Ngay 15 thang 12 nam bao cdo NG ANH, POAN THE TRUNG
UONG, TINH, THANH PHO

TRU'C THUQC TRUNG UONG

Pon vi bao cao:

Vu (phong, ban) thi dua,
khen thudng cac bo, ban,
nganh, doan thé Trung
uong, tinh, thanh phé truc
thudc Trung wong

Pon vi nhan bao cao:

Nam. .. Ban Thi dua — Khen
thuéng Trung uvong
S6 luong
Ma so - -
Tong so Trong d6: Nir
A B 1 2

Tong so 01
1. Chia theo d¢ tudi
- Tur 30 tro xudng 02
- Tr 31 dén 40 03
- Tr 41 dén 50 04
- T 51 dén 55 05
- Tl 56 dén 60 06
- Trén 60 tudi 07
2. Chia theo trinh d¢ dao tao
- So cép 08
- Trung cép 09
- Cao dang 10
- Pai hoc 11
- Trén dai hoc 12

3. Chia theo thim nién cong tiac trong linh vuc
thi dua, khen thwéong

- Duéi 5 nam 13
- T 5 dén 10 nim 14
- Tt 10 nam tro 1én 15

Nguoi 1ap biéu
(Ky, ho tén)

.....

ngay ... thang ...nam...
Thu truwdng don vi

(Ky, ho tén, déng ddu)
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Biéu s6 0705.N/BNV-TPKT: S6 lwong cong chirc 1am cong tic thi dua,
khen thuéng cia bd, ban, nganh, doan thé trung wong, tinh, thanh phé truc
thugc trung wong

1. Khai niém, phwong phap tinh, cach ghi biéu
a) Khai niém, phuong phép tinh

Cong chic 1am cong tac thi dua, khen thuong 1a cong chuc duoc tuyén dung
lam viéc trong cac co quan (don vi) chuyén trach lam cong tac thi dua, khen thudng
tai cac bo, ban, nganh, doan thé trung wong va Ban Thi dua — Khen thudng céc
tinh, thanh phé truc thudc trung vong.

Phuong phap tinh: Théng ké tai thoi diém béo cdo.
b) Cach ghi biéu

Cot 1: Ghi téng ) cong chtrc lam cong tac thi dua, khen thudng cua bg, ban,
nganh, doan thé trung wong, tinh, thanh phd truc thudc trung wong va chia theo
tirng phan to tuong tng voi cac dong ciia cot A cd dén thoi diém 30 thang 11 nim
bao cao.

Cot 2: Ghi s nit cong chic lam cong tac thi dua, khen thuéng cua b, ban,
nganh, doan thé trung wong, tinh, thanh phd truc thudc trung wong va chia theo
ting phan to tuong tng voi cac dong ciia cot A cd dén thoi diém 30 thang 11 nim
bao céo.

2. Nguon so liéu

Sé liéu théng ké do Vu (phong, ban) thi dua, khen thuong cac bg, ban, nganh
doan thé Trung wong, tinh, thanh phé tryc thudc Trung uwong tong hop, tinh toan.
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Biéu so: 0801.N/BNV-TG SO TON GIAO, TO CHUC TON

Pon vi bao cao:

Ban hanh theo ... GIAO PA PUQC CONG NHAN VA So Noivu.......
Ngay nhan béo céo: CAP DANG KY HOAT PONG Don vi nhén bao céo:
Ngay 28 thang 2 ndm sau Niam. . ) Ban Té6n gido Chinh phu
M3 s6 Bt‘;’r?h“ S6 lugng
A B C 1

I. S6 ton gido 01 ;-igrc])
I S6 t6 chirc ton gido di dwoc cong nhan va cap
ding ky hoat dong

Tong so 02 CEZC
Chia theo co quan cap phép:
- Ban Ton gido Chinh phu 03
- Uy ban nhan dén tinh, thanh pho tryc thudc Trung 04

uong

Ngudi 1ap biéu
(K5, ho tén)

weey NEAY ... thang ...nam...
Thu truéng don vi
(Ky, ho tén, dong dau)
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Biéu s6 0801.N/BNV-TG: S6 ton gido, so to chirc ton gido da dwoc cong
nhén va cip diing ky hoat dong

1. Khai niém, phwong phap tinh, cach ghi biéu
a) Khai niém, phuong phép tinh

- T6 churc ton gido 1a tap hop tin dd, chue sic, chirc viée, nha tu hanh cta
mot ton gido dugc td chirc theo mot co cau nhat dinh dugc Nha nuée cong nhan
nham thuc hién cac hoat dong ton gido.

- Hoat dong t6n gido 13 hoat dong truyén ba ton gido, sinh hoat ton gido va
quan 1y to chirc cua ton gido.

b) Cach ghi biéu

Cot 1: Ghi sb ton gido; tong sd td chirc ton gido dd dugce cong nhan va cip
dang ky hoat dong va chia theo ting loai twong tmg véi cac dong cua cot A ¢ dén
thoi diém 31 thang 12 hang nam.

2. Nguon so liéu

S liéu thong ké do Ban (phong) t6n gido, SO Noi vu tong hop, tinh toan.
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Biéu sb: 0802.N/BNV-TG SO CHUC SAC, CHUC VIEC, TIN  Don vi bio cdo:

Ban hanh theo ... PO, CO SO THO TU TON GIAO SO Noivu.......

Ngay nhén bao cdo: Nim. .. Don vi nhin bao cdo:

Ngay 28 thang 2 nam sau Ban Ton gido Chinh phu
M,é S6 chue §éc S6 chuc Yiéc S4 tin dff) St?r ?[gnszig?
sO (Nguoi) (Nguoi) (Nguon) ' (Co 56)

A B 1 2 3 4
Téng sb 01

Chia theo ton giao

- Cbng gido 02

- Phat giao 03

- Tin lanh 04

- Cao Dai 05

- Céc Ton giao khac 06

..... ngay ... thang ...nam...
Nguoi 1ap bieu Thiu treéng don vi
(Ky, ho tén) (Ky, ho tén, dong dau)
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Biéu s6 0802.N/BNV-TG: So chite sic, chirc viée, tin dd, co' sé tho tw ton
giao

1. Khai niém, phwong phap tinh, cach ghi biéu

a) Khai niém, phuong phap tinh

- Chirc sic 1a tin do duoc to chirc ton gido phong pham hoidc suy ct dé giir
pham vi trong to chirc;

- Chtrc viéc 1a nguoi dugce té chire ton gido, to chuc ton gido truc thudc, to
chtrc dugc cap chiing nhan dang ky hoat dong ton gido bé nhiém, bau cur hoac suy
cu chtrc vu trong t6 chure;

- Tin d6 1a ngudi tin, theo mot ton gido va dugce td chirc ton gido thura nhan.

- Co s6 ton gido gém chua, nha thd, nha nguyén, thanh that, thanh duodng, tru
so cua to chire ton gido, co s& hop phap khac cta to chirc ton gido.
b) Cach ghi biéu

Cot 1: Ghi tong sb chirc sic va chia theo timg loai twong ing v&i cac dong
ctia cot A c6 dén thoi diém 31 thang 12 hang nam.

Cot 2: Ghi tong sb chuc viée va chia theo timg loai tuong tng voi cac dong
ctia cot A c6 dén thoi diém 31 thang 12 hang nam.

Cot 3: Ghi tong s6 tin do va chia theo timg loai twong tmg voi cac dong cua
cot A c6 dén thoi diém 31 thang 12 hang nam.

Cot 4: Ghi tong s6 co so thd tu ton gido va chia theo ting loai twong tng voi
cac dong cua cot A ¢ dén thoi diém 31 thang 12 hang nam.

2. Nguon so liéu

S liéu thong ké do Ban (phong) ton gido, S& Noi vu tong hop, tinh toan.
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Biéu s6: 0901.N/BNV-VTLT SO LUQNG VAN BAN CHi PAO
VA HUONG DAN NGHIEP VU

Ban hanh theo ...

Pon vi bao cao:
B9, co quan ngang BO, co

Ngay nhan béo céo: CONG TAC VAN THU quan thugc Chinh phu;
Ngay 28 thang 2 nam sau Nim. .. Van phong Quoc hoi, Van
phong Chu tich nudc, Van
phong TW Dang; Kiém
toan Nha n}r(’yc; Toa an
nha?}n dan toi cao; Vién
Kiém sat nhan dan toi cao;
Doanh nghi€p nha nudc;
S("r’N(f)i vu cac tinh, thanh
pho truc thude Trung uong
Pon vi nhan bao cao:
Cuc Van thu va Luu trir
Nha nuéce
DPon vi tinh: Van ban
~ X 2z Quy C\h © Danh muc Q,u Y q}nl}
Maso | Tong so quy trinh ha khac ve van
< 0 so
van thu thu
A B 1=2+3+4 2 3 4
Tong sb 01
1. Co quan, t chirc cip I 02
2. Co quan, to chirc cép II 03
3. Co quan, t6 chirc cap III 04
4. Co quan, t6 chirc cap IV 05
5. Cap huyén 06
6. Cap xa 07

Nguoi lap biéu
(Ky, ho tén)

weey NEAY ... thang ...nam...
Thu truéng don vi
(Ky, ho tén, dong dau)
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Huwoéng dan chung vé cac Biéu mau
thong ké van thw, luu trir va tai li¢u luu triv

1. Cac khai niém:
a) Céac co quan, t6 chtrc cap I:

O Trung wongla B9, co quan ngang B9, co quan thudc Chinh phu; Vin
phong Quéc hoi, Van phong Chu tich nudc, Vin phong TW Pang; doanh nghiép
nha nudcdo Thu tudng Chinh phu, B truong, Thu truéng co quan ngang Bo, co
quan thudc Chinh phu thanh 1ap;

O dia phuong 1a Vin phong Poan Pai biéu Qudc hoi va Hoi dong nhan dén;
Vin phong Uy ban nhan dan tinh, thanh phd tryc thudc Trung wong; cac so, ban
nganh thudc Uy ban nhan dan tinh; cac co quan, td chirc Trung vwong dugc td chire,
hoat dong theo nganh doc tai tinh thude nguén ndp Iuu vao Luu trit lich st tinh; cac
doanh nghiép nha nudc do Chu tich Uy ban nhan dan tinh thanh 1ap.

b) Céc co quan, to chirc cap II:

O Trung wong 1 cic co quan, to chirc, doanh nghiép nha nuéc truc thudc
B9, co quan ngang B0, co quan thudc Chinh pha; Vin phong Qudc hdi, Van phong
Chu tich nudc, Van phong TW Dang; cac don vi thanh vién thugc doanh nghiépnha
nudc do Thu tuéng Chinh phu thanh lap;

O dia phuongla céc co quan, t6 churc truc thudc sd, ban, nganh; don vi thanh
vién cua doanh nghi¢p nha nudc do Chu tich Uy ban nhan dan tinh thanh 1ap.

¢) Cac co quan, t6 chirc cap III 14 céc co quan, t6 chic truc thudce cap II;

d) Céac co quan, t6 chirc cap IV 1a cic co quan, t6 chirc truc thudce cap I1I
(n€u co).

d) Cap huyén: Van phong Hoi dong nhan dan va Uy ban nhan dan huyén, cac
co quan, to chure thudce Uy ban nhan dan cdp huyén, cic co quan, té chtc trung
wong duoc t6 chic theo nganh doc tai huyén.

e) Cép xa: Uy ban nhan dan cép xa.

Péi voi cép x3, theo Piém b Khoan 2 Diéu 20 cua Luat Luu trir, cAp xa
khong thudc nguén nop luu vao Luu trir lich sur tinh nhung theo Piéu 27 cia Luat
Luu trir, co quan to churc cap x4 phai gui bao cao thong ké van thu, luu trit vé co
quan quan 1y nha nudc vé luu trir cap huyén.

g) Cac co quan, to chiic trung wong hoat dong theo nganh doc tai dia phuong
thudc ngudn ndp luu vao Luu trir lich sir tinh 1 cic co quan, to chirc do cac co
quan, to chirc cap I, IT ¢ trung wong thanh 1ap va tryc tiép quan 1y co chirc ning
phuc vu hoat dong quan 1y cta dija phuong (vi du nhu cac co quan: Cuc thong ké,
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Cuc thué, Cuc Hai quan, Kho bac nha nuéc, Bao hiém xa hoi, Chi nhanh Ngan
hang Nha nudc, Cuc thi hanh an dan su, C6n~g an, BO Chi huy quéan su, Vién Kiém
sat nhan dan, Toa an nhan dan, Buu chinh Vién thong - VNPT, Dién luc - EVN).

_ h) Doanh nghi¢p nha nudc la doanh nghép do Nha nudce nam giir 100% vén
diéu 1€ (Khoan 8 Piéu 2 Luat Doanh nghiép s6 68/2014/QH13).

2. Nguon so li€u

S liéu thong ké do Bo, co quan ngang Bo, co quan thuéc Chinh phu; Vin
phong Qudc hoi, Vin phong Chu tich nu6e, Van phong TW Dang, Kiém toan Nha
nudc; Toa an nhan dan tdi cao; Vién Kiém sat nhan dan téi cao; Doanh nghiép nha
nudc do Thu tudng Chinh phu, B trudng, Thu trudng co quan ngang BJ, co quan
thuoc Chinh phu thanh lap; S& NOi vu cac tinh thanh phé tryc thudc trung
wongtdéng hop, tinh toan.

Céc co quan, to chtre cap L, 11 ¢ trung uwong khong tong hop sd lidu cta cac don vi
truc thudc hoat dong theo nganh doc tai dia phuong thudéc nguén nop luu vao Luu
trtr lich str tinh do cac don vi nay da gui bdo cdo vé S& Noi vu va Phong No1 vu.

Cac co quan, tO chtc cdp I ¢ trung wong khong tong hop sb liéu cta cac doanh
nghiép nha nuéc do BO truong, Thu truong co quan ngang B, co quan thudc
Chinh phu thanh 1ap do c4c don vi nay da gui bao cdo vé Cuc Van thu va Luu trir
nha nudc.

S& Noi vu ngoai viéc téng hop sb lidu cua dja phuong minh, téng hop s6 lidu cua
cac co quan, t6 chuc trung wong hoat dong theo nganh doc dong tai dia phuong
thudc ngudn ndp luu vao Luu trir lich st tinh.

Biéu s6 0901.N/BNV-VTLT: S6 lwong vin ban chi dao va huwéng din
nghiép vu cong tic van thw

1. Khai niém, phwong phap tinh

a) Khdi niém: Vian ban chi dao va hudng dan nghiép vu cong tac vin thu
bao gdm: Quy ché, quy trinh; danh muc hd so va cac quy dinh khac vé cong tac vin
thu (vi du: Chi thi).

b) Phwong phdp tinh: S6 lugng vin ban chi dao va huéng din nghiép vu
cong tac van thu c6 dén hét ngay 31 thang 12 nim béo cdo.

Truong hop co quan, té chirc ban hanh Quy ché cong tac van thu, luu trir
chung trong 01 van ban thi chi thong ké vao mot trong hai Biéu s6 luong van ban
chi dao va hudng dan nghiép vu cong tac vin thu (Biéu 0901 N/BNV-VTLT) hoic
Biéu s6 luong vin ban chi dao va hudéng dan nghiép vu cong tac luu trir (Bicu
0906.N/BNV-VTLT).
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2. Cach ghi biéu

Cot 1: Ghi tong sé luong ban chi dao va huéng dan nghiép vu cong tac van
thu va chia theo ting loai co quan ban hanh twong tmg véi cac dong cia cot A ¢o
dén thoi diém 31 thang 12 nam bao céo.

Cot 2: Ghi s6 Quy ché, quy trinh vin thu va chia theo timg loai co quan ban
hanh tuong tmg vadi cac dong cua ¢t A ¢6 dén thoi diém 31 thang 12 nam bao céo;

Cot 3: Ghi s6 Danh muc hd so va chia theo timg loai co quan ban hanh
tuong tng véi cac dong cua cdt A ¢o tir 01/01 dén 31 thang 12 nam bao céo;

Cot 4: Ghi sb Quy dinh khac vé van thu va chia theo tung loai co quan ban
hanh tuong ing vdi cac dong cua cdt A c¢o dén thoi diém 31 thang 12 nam bao cao.
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Biéu s6: 0902.N/BNV-VTLT
Ban hanh theo ...
Ngay nhan béo cao:

SO TO CHUC VAN THU
Nam...

Pon vi bao cao:
B9, co quan ngang BO, co
quan thudoc Chinh phu;

Ngay 28 thang 2 nam sau Vin phong Qudc hoi, Vin
phong Chu tich nudc, Van
phong TW Dang; Kiém
toan Nha n}r(’yc; Toa an
nha?}n dan toi cao; Vién
Kiém sat nhan dan toi cao;
Doanh nghiép nha nudc;
S("r’N(f)i vu cac tinh, thanh
pho truc thude Trung uong
Pon vi nhan bao cao:

Cuc Van thu va Luu trir
Nha nudc
Pon vi tinh: Té chirc
Misd | Téne sé T6 chirc van | To chuc van thu
& thudoc lap | khong doc lap
A B 1=2+3 3
Tong sb 01

1. Co quan, t6 chirc cap I 02

2. Co quan, t6 chirc cap II 03

3. Co quan, to chirc cap III 04

4. Co quan, to chirc cap IV 05

5. Cép huyén 06

6. Cap xa 07

Nguoi 1ap biéu
(Ky, ho tén)

..... ngay ... thang ...nam...
Thu truéng don vi
(Ky, ho tén, dong dau)
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Biéu s6 0902.N/BNV-VTLT: S6 té chirc viin thw

1. Khai niém, phwong phap tinh

a) Khdi nigm: T6 chirc van thu 1a t0 chirc thye hién viéc quan 1y van ban va
tai liéu hinh thanh trong qua trinh hoat dong cua cac co quan, to chirc; quan ly va
st dung con dau trong cong tac van thu.

~ b) Phuong phdp tinh: S t6 chirc vin thu la s to chae van thu doc 18p hodc

t6 chirc van thu khong dde 1ap tai co quan, t6 chirc ¢c6 dén hét ngay 31 thang 12
nam bao cao.
Truong hop t6 chirc van thu khong doc 1ap, bao gém cong tac luu trir thichi théng
k& ¢ mét trong hai: Bi€u s0 t6 chirc van thu (Biéu s6 0902.N/BNV-VTLT) hoéc ¢
Biéu so t6 churc luu trit (Biéu so 0907.N/BNV-VTLT).

2. Cach ghi biéu

Cot 1: Ghi téng s6 t6 chirc vin thu va chia theo timg loai twong tmg véi cac
dong cua cot A c6 dén thoi diém 31 thang 12 nim bao céo;

Cot 2: Ghi s6 t6 chirc van thu doc 12p va chia theo tung loai twong rng véi
cac dong cua cot A ¢ dén thoi diém 31 thang 12 nim béo céo;

Cot 3: Ghi s6 t6 chuc van thu khong doc 1ap va chia theo ting loai tuong
tmg véi cac dong cua cot A co dén thoi diém 31 thang 12 nim bdo céo.
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Biéu s6: 0903.N/BNV-VTLT SO NHAN SU LAM CONG TAC

Pon vi bao cao:

Ban hanh theo ... VAN THU B0, co quan ngang B9, co
Ngay nhan béo céo: Nam. .. quan thugc Chinh phu;
Ngay 28 thang 2 nam sau Van phong Quoc hoi, Van
phong Chu tich nudc, Van
phong TW Dang; Kiém
toan Nha n}r(’yc; Toa an
nha?}n dan toi cao; Vién
Kiém sat nhan dan toi cao;
Doanh nghi€p nha nudc;
S("r’N(f)i vu cac tinh, thanh
pho truc thude Trung uong
Pon vi nhan bao cao:
Cuc Van thu va Luu trix
Nha nudc
Don vi tinh: Nguoi
Co Co Co
Co
uan quqn, quqn, quqn, ) )
M3 Lo (M s | 1 | cap | Chp
X Tong s to , , , A x
sO , chic | chuc | chuc | huyén | xa
chic | “cip | cap | cdp
@l L | v
A B | 01=02+...07 | 02 03 04 05 06 07
1. Tong s0 nhén sy (c6 01
dén 31-12 nam béo céo)
- Trong d6: Nir 02
- Trong d6 chuyén trach 03
2. Chia theo trinh d¢ dao
tao
a) So cap (tap huan ngan
04
han)
b) Trung cép 05
- Trong d6 chuyén nganh 06
van thu, luu trir
¢) Cao ding 07
- Trong d6 chuyén nganh
< 2 08
van thu, luu trir
d) Pai hoc 09
- Trong d6 chuyén nganh
< 2 10
van thu, luu trir
d) Trén dai hoc 11
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- Trong d6 chuyén nganh

van thu, luu trir 12
3. Chia theo ngach cong
chirc, chirc danh nghe
nghiép vién chirc, chire
danh nghé nghiép van
thu
- Véan thu chinh va tuong

13
duong
- Van thu va tuong duong 14
- Van thu trung cap va

15
tuong duong
- Khéc 16
4. Chia theo nh6m tudi
- Tir 30 tré xubng 17
- Tlr 31 dén 40 18
- Tir 41 dén 50 19
- Tur 51 dén 55 20
- Tlr 56 dén 60 21
- Trén 60 tudi 22

Nguoi 1ap biéu

(Ky, ho tén)

..... ngay ... thang ...nam...
Thu truéng don vi
(Ky, ho tén, dong dau)
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Biéu s6 0903.N/BNV-VTLT: S6 nhan sy 1am cong tic vin thw

1. Khai niém, phwong phap tinh

a) Khdi ni¢m: Nhan sy lam cong tac van thu 1a nguoi thuc hién cac hoat
dong van thu theo quy dinh cua phap luat tai cac co quan, t6 chuc.

b) Phwong phdp tinh: S6 nhan sy 1am cong tac van thu 13 sé nguoi lam
chuyén trach van thu hoac nguoi lam cong tac van thu kiém nhi¢m cong tac khac
c6 dén hét ngay 31 thang 12 nam béo céo.

Truong hop ngudi lam cong tac van thu kiém nhiém cong tac luu trit thi chi
théng ké mot trong hai biéu: Biéu sé nhan sy lam cong tac vin thu (Biéu sd
0903.N/BNV-VTLT) hodc Biéu s nhan sy lam cong tic luu trit (Biéu sd
0908.N/BNV-VTLT).

2. Cach ghi biéu

Cot 1: Ghi tong s6 ngudi lam cong tac van thu va chia theo ting loai tuong
ung voi cac dong cua cdt A ¢o dén thoi diém 31 thang 12 nam bao cao;

Cot 2: Ghi s6 ngudi lam cong tac vin thu tai co quan, to chtrc cdp I va chia
theo tung loai twong g véi cadc dong cua ¢t A co dén thot dieém 31 thang 12 ndm
bao céo;

Cot 3: Ghi s6 nguoi lam cong tac van thu tai co quan, t6 chire cap 1l va chia
theo tirng loai twong img véi cadc dong cua ¢t A c6 dén thoi diém 31 thang 12 nam
béo cao.

Cot 4: Ghi s6 nguoi lam cong tic van thu tai co quan, to chtrc cap 111 va chia
theo tirng loai twong img véi cac dong cua ¢t A c6 dén thoi diém 31 thang 12 nam
béo cao;

Cot 5: Ghi s6 nguoi lam cong tac vin thu tai co quan, to chire cap IV va chia
theo tirng loai twong tng vdi cac dong cua cot A c6 dén thoi diém 31 thang 12 nam
bao céo;

Cot 6: Ghi sb6 ngudi 1am cong tac van thu tai cdp huyén va chia theo ting
loai twong g vai cac dong cua cot A c6 dén thoi diém 31 thang 12 nam bao cao;

Cot 7: Ghi s6 nguoi lam cong tac van thu tai cap xa va chia theo tirng loai
tuong tng v4i cac dong cia cdt A co dén thoi diém 31 thang 12 nim bao céo.
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Biéu s6: 0904.N/BNV-VTLT SO LUQNG VAN BAN Don vi bao céo:

Ban hanh theo ... Nam... B9, co quan ngang B0, co

Ngay nhan béo céo: quan thugc Chinh phu;

Ngay 28 thang 2 nam sau Van phong Quoc hoi, Van
phong Chu tich nudc, Van
phong TW Dang; Kiém
toan Nha n}r(’yc; Toa an
nha?}n dan toi cao; Vién
Kiém sat nhan dan toi cao;
Doanh nghi€p nha nudc;
S("r’N(f)i vu cac tinh, thanh
pho truc thude Trung uong
Pon vi nhan bao cao:
Cuc Van thu va Luu trir
Nha nuéce
Pon vi tinh: Van ban

Vin ban di Vin ban dén
Ma so Tépg Nétn bién Té[lg Nétn bién
sO gidy tur sO giay tr
A B 1=2+3 2 3 4=5+6 5 6
Tong s6 01

1. Co quan, t6 chirc cap I 02

2. Co quan, to chirc cép II 03

3. Co quan, to chirc cap III 04

4. Co quan, t6 chirc cap IV 05

5. Cap huyén 06

6. Cap xa 07

Nguoi lap biéu
(Ky, ho tén)

..... ngay ... thang ...nam...
Thu truéng don vi
(Ky, ho tén, dong dau)
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Biéu s6 0904.N/BNV-VTLT: S6 lwong vin ban

1. Khai niém, phwong phap tinh,

_@) Khdi ni¢m: Van ban 1a vat mang tin trén d6 thong tin dugc ghi va truyén
dat bang ky hi¢u hodc ngon ngir nhat dinhqtheo hinh thirc va thé thirc quy dinh, hinh
thanh trong hoat dong cua cac co quan, t6 chirc va ca nhan. Van ban gom van ban
di (cac loai van ban do co quan, t6 chirc phat hanh) va van ban dén (cac loai van
ban, don thu do co quan, t6 chirc va ca nhan gui dén).

7 b) Phwong phdp tinh: S6 luong vin ban la sd van ban di, dén cua co quan,

t6 chirc trong nam tinh tir ngay 01 thang 01 dén ngay 31 thang 12 nam bao cao.

Truong hop véan ban duoc phat hanh dudi hai hinh thic gidy va dién tor thi
chi thong ké mot trong hai hinh thirc: nén gidy hoac dién tur.

2. Céch ghi biéu

Cot 1: Ghi tong sb van ban di va chia theo tung loai twong tmg voi cac dong
cua cot A tinh tir ngay 01 thang 01 dén ngay 31 thang 12 nam bao cao;

Cot 2: Ghi s6 van ban di nén gidy va chia theo timg loai tuong ng vai cac
dong cua cdt A tinh tr ngay 01 thang 01 dén ngay 31 thang 12 nam béo céo;

Cot 3: Ghi sb van ban di dién tir va chia theo timg loai tuong Gmg voi cac
dong cua cdt A tinh tir ngay 01 thang 01 dén ngay 31 thang 12 ndm béo cdo;

Cot 4: Ghi tong s6 van ban dén va chia theo tung loai twong ng voi cac
dong cua cdt A tinh tir ngay 01 thang 01 dén ngay 31 thang 12 nam béo cdo;

Cot 5: Ghi s6 vin ban dén nén gidy va chia theo timg loai tuong (mg véi cac
dong cua cot A tinh tir ngay 01 thang 01 dén ngay 31 thang 12 nim bao céo;

Cot 6: Ghi s6 vin ban dén dién tir va chia theo timg loai tuong tmg voi cac
dong ctia cot A tinh tir ngay 01 thang 01 dén ngay 31 thang 12 nim bao céo.
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Biéu s6: 0905.N/BNV-VTLT SO LUQONG HO SO

Ban hanh theo ... Nam...

Ngay nhan bao céo:

Pon vi bao cao:
B9, co quan ngang BO, co
quan thudoc Chinh phu;

Ngay 28 thang 2 nam sau Vin phong Qudc hoi, Vin
phong Chu tich nudc, Van
phong TW Dang; Kiém
toan Nha n}r(’yc; Toa an
nhian dan t6i cao; Vién
Kiém sat nhan dan to1 cao;
Doanh nghi€p nha nudc;
S("r’N(f)i vu cac tinh, thanh
pho truc thude Trung uong
Pon vi nhan bao cao:

Cuc Van thu va Luu trir
Nha nuéce
Pon vi tinh: Ho so
Miasé | Tongsd | Ho sonén gidy Hb so dién tir
A B 1=2+3 2 3
Tong sb 01

1. Co quan, t chirc cip I 02

2. Co quan, to chirc cép II 03

3. Co quan, to chirc cap III 04

4. Co quan, t6 chirc cap IV 05

5. Cap huyén 06

6. Cap xa 07

..... ngay ... thang ...nam...
Nguwoi 1ap bieu Thu truwdédng don vi

(Ky, ho tén)

(Ky, ho tén, déng dau)
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Biéu s6 0905.N/BNV-VTLT: So lwong ho so

1. Khai niém, phwong phap tinh

a) Khai ni¢gm: Ho so 1a mot tap tai liéu c6 lién quan véi nhau vé mot van de,
mot su viéc, mot doi twong cu thé hodc c6 dac diém chung, hinh thanh trong qua
trinh theo doi, giai quyét cong viéc thudec pham vi chirc nang, nhiém vu cua co
quan, to6 churc, ca nhan.

Ho so dién tur 1a tap hop céc tai li¢u dién tr co6 lién quan vdi nhau vé mot van
dé, mdt sy viéc, mot doi tuong cu thé hodc c6 dac diém chung, hinh thanh trong
qua trinh theo doi, giai quyét cong viéc thudc pham vi chirc nang, nhiém vu cia co
quan, to churc, ca nhan.

Hb so bao gdm hd so nén gidy va ho so dién tu.
b) Phwong phdp tinh: S6 lugng hd so 14 s6 hd so do can bd, cong chirc, vién

chtre, nguoi lao dong 1ap trong qua trinh giai quyét cong viée tir ngay 01 thang 01
dén hét ngay 31 thang 12 nam bao cio.

Truong hop ho so c6 ca hai loai van ban nén gidy va van ban dién tr thi chi
thong k€ mot trong hai hinh thire: ho so nén giay hodc ho so dién tir.

2. Cach ghi biéu

Cot 1: Ghi tong sb hé, so' va chia theo tung loai twong ng voi cac dong cua
cOt A tir ngay 01 thang 01 dén hét ngay 31 thang 12 nam bdo cao;

Cot 2: Ghi s6 ho so nén gidy va chiatheo timg loai twong tng véi cac dong
clia cot A tir ngay 01 thang 01 dén hét ngay 31 thang 12 nim bao cio;

Cot 3: Ghi s6 ho so dién tir va chia theo timg loai twong tmg véi cac dong
clia cot A tir ngay 01 thang 01 dén hét ngay 31 thang 12 nam bao co.
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Biéu s6: 0906.N/BNV-VTLT SO LUQONG VAN BAN CHI PAO

Pon vi bao cao:

Ban hanh theo ... VA HUONG DAN NGHIEP VU B0, co quan ngang B9, co
Ngay nhan béo cao: CONG TAC LUU TRU quan thugc Chinh phu;
Ngay 28 thang 2 nam sau Nim. .. Van phong Quoc hoi, Van
phong Chu tich nudc, Van
phong TW Dang; cac
Trung tdm Luu trir quoc
gia; Kiém toan Nhé, nudc;
Toa an nhén dan t6i cao;
\{ién Kiém sat nhan dan
toi cao; Doanh nghiép nha
nudc; Sé& N@i vu cac tinh,
thanh pho truc thude
Trung vong
Pon vi nhan bao cao:
Cuc Van thu va Luu trir
Nha nudc
Pon vi tinh: Van ban
Quy | QW | o | | cac
che, che v ra Béang ¥
« quy khai | 9V thoi quy
Ma 2 Z s . vao dinh
X Tong so trinh | thac, st han .
s0 A kho i khac
nghiép | dung bao A
AR, luu \ vé luu
vu luu | tailiéu N quan ~
~ ~ tro tro
trir luu tri
A B 1=2+...6 2 3 4 5 6
I. Luu trir co quan 01
1. Co quan, t6 chirc cap I 02
2. Co quan, to chirc cép II 03
3. Co quan, t6 chirc cap III 04
4. Co quan, t6 chirc cap IV 05
5. Cép huyén 06
6. Cap xa 07
II. Lwu trir lich s 08

Nguoi 1ap biéu
(Ky, ho tén)

..... ngay ... thang ...nam...
Thu truéng don vi
(Ky, ho tén, dong dau)
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Biéu s6 0906.N/BNV-VTLT: S6 lwong viin ban chi dao va huéng din
nghi€p vu cong tac luu trir

1. Khai niém, phwong phap tinh

‘ a) Khai nié¢m: Van ban chi dao va huong dan nghiép vu cong tac luu trir bao
gdm cac quy dinh vé quy ché, quy trinh nghi¢p vu luu trit; quy ché khai thac s
dung tai li¢u 1ug trir; n1 quy ra vao kho luu t}'&; bang thoi han bdo quan; va cac
quy dinh khac vé cong tac luu trit do co quan, t6 chirc ban hanh.

b) Phwong phap tinh: S6 luong van ban chi dao va hudng dan nghiép vu
cong tac Iuu trir c6 dén hét ngay 31 thang 12 nam bao cao.

Truong hop co quan, t6 chitc ban hanh Quy ché cong tac van thu, luu triv
chung trong 01 vin ban thi chi théng ké vao mot trong hai Biéu s6 lugng van ban
chi dao va huong dan nghiép vu cong tac vin thu (Biéu 0901.N/BNV-VTLT) hodc
Bi€u sO lugng van ban chi dao va hudng dan nghi€p vu cong tac luu trit(Bicu
0906.N/BNV-VTLT).

2. Cach ghi biéu

Cot 1: Ghi tong s6 luong vin ban chi dao va huéng dan nghiép vu cong tac

ltru trir va chia theo ting loai twong tmg voi cac dong cta cot A co dén thoi diém
31 thang 12 nam bao cao;

Cot 2: Ghi s6 Quy ché, quy trinh nghiép vu luu trit va chia theo ting loai
twong ing véi cac dong cia cdt A ¢6 dén thoi diém 31 thang 12 nam béo cao;

Cot 3: Ghi sd Quy ché khai thac, sir dung tai liéu luu tritva chia theo ting
loai twrong ing véi cac dong cuia ¢t A c¢6 dén thoi diém 31 thang 12 nam bao cao;

Cot 4: Ghi s6 Noi quy ra vao kho luu trit va chia theo timg loai tuong g
véi cac dong cua cot A ¢o dén thoi diém 31 thang 12 nam béo céo;

Cot 5: Ghi s6 Bang thoi han bao quan va chia theo timg loai twong tmg voi
cac dong cia cot A c¢6 dén thoi diém 31 thang 12 nam b&o c4o;

Cot 6: Ghi s6 cac quy dinh khéc vé luu trit va chia theo tung loai tuong tmg
v6i cac dong cua cot A c6 dén thoi diém 31 thang 12 nim béo céo.
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Bidu s6: 0907.N/BNV-VTLT SO TO CHUC LUU TRU Pon vi béo céo:

Ban hanh theo ... Nam... B9, co quan ngang B0, co
Ngay nhan béo céo: quan thugc Chinh phu;
Ngay 28 thang 2 nam sau Van phong Quoc hoi, Van

phong Chu tich nudc, Van
phong TW Dang; cac
Trung tim Luu trit qudc
gia; Kiém toan Nha nuéc;
Toa 4n nhan dan tbi cao;
Vién Kiém sat nhan dan
t6i cao; Doanh nghiép nha
nudc; Sé& NOi vu cac tinh,
thanh phé truc  thudce
Trung vong

Pon vi nhan bao cao:

Cuc Van thu va Luu trir

Nha nude

Trung tam A

X ~ N N 2 Bo

Ma 2z | luutrbva | Phong | TO luu A

X Tong so < - phan
sO tuong luu trix trir -
luu triv
duong

A B | 1=2+...5 2 3 4 5
I. Luu trir co quan 01
1. Co quan, t6 chirc cap I 02
2. Co quan, t6 chirc cap II 03
3. Co quan, to chirc cap 111 04
4. Co quan, t6 chirc cap IV 05
5. Cip huyén 06
6. Cap xa 07
II. Lwu trir lich s 08

Sy ngay ... thang ...nam...
Nguwoi 1ap bieu Thu truéng don vi
(Ky, ho tén) (Ky, ho tén, dong dau)
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Biéu s6 0907.N/BNV-VTLT: S6 t6 chire lwu triv

1. Khai niém, phwong phap tinh

a) Khdi ni¢m: T6 chic luu trir 13 td chic thue hién cac hoat dong thu thap,
chinh 1y, xac dinh gia tri tai liéu, bao quan, thong ké, sir dung tai liéu luu trit. Cac
t6 chirc luu tritgdm cac trung tdm luu trir hodc twong duong; phong luu trir; t6 luu
trtr; bo phan luu tri.

b) Phuwong phdp tinh: §6 t6 chuc luu trir 12 s6 cac trung tAm luu trit hodc
tuong duong; phong luu trir; t6 luu trir; by phan luu trlt c6 dén hét ngay 31 thang
12 nam bao cdo.

~ Trudng hop t6 chirc luu trir khong doc lap, bao gém cong tac van thu thi chi
thong k& ¢ mot trong hai: Biéu s0 t6 chirc van thu (Bi€u so6 0902.N/BNV-VTLT)
hodc ¢ Biéu s0 t6 chure luu trir (Biéu s0 0907.N/BNV-VTLT).

2. Cach ghi biéu

Cot 1: Ghi tél}g sO t6 chirc Iuu trir va chia theo tung loai twong mg voi cac
dong cua cot A c6 dén thoi diém 31 thang 12 nam bao cao;

Cot 2: Ghi s6 trung tim luu trir va twong duong va chia theo timg loai tuong
ung voi cac dong cia cot A c¢o dén thoi diém 31 thang 12 nam bao céo;

Cot 3: Ghi s0 phong luu trit va chia theo timg loai twong tmg véi cac dong
cua cOt A c6 dén thoi diém 31 thang 12 nam bao cao;

Cot 4: Ghi séq t6 luu trit va chia theo timg loai tuong tng véi cac dong cua
cOt A c6 dén thoi diém 31 thang 12 nam béo cao;

Cot 5: Ghi s6 bo phan luu trif va chia theo timg loai twong tmg voi cac dong
ctia cdt A ¢6 dén thoi diém 31 thang 12 nam béo céo./.
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Biéu s6: 0908.N/BNV-VTLT SO NHAN SULAM  Don vi béo céo:
Ban hanh theo ... CONG TAC LUUTRU B0, co quan ngang BO, co quan
Ngay nhan béo cao: Nim. .. thudc Chinh phu; Vin phong Qudc
Ngay 28 thang 2 nam sau hoi, Van phong Chu tich nudc, Van
phong TW Dang; cac Trung tam Luu
trir qubc gia; Kiém toan Nha nudc;
Toda an nhan dan tdi cao; Vién Kiém
sat nhan dan t6i cao; Doanh nghiép
nha nudc; S& Noi vu cac tinh, thanh
phé truc thude Trung wong
Don vi nhan bao cao:
Cuc Van thu va Luu trir Nha nude
Luu trt co quan
Co Co Co Co Luu
Ma quan, qu:im, quzim, qu:im, £ X trix
50 Tong sb t6 1o o to CaP Cap | lich
chitc chA’u?c chAuc chA’u?c huyén | xa | gy
2 cap | cap | cap
capll L m | v
A B 1=2+...7 2 3 4 5 6 7 8

1. Tong so nhan sw

(c6 dén 31-12 niim 01
béo cao)
- Trong d6: Nix 02
- Trong d6 chuyén 03
trach
2. Chia theo trinh d9
dao tao
a) So cap (tap huan

: 04
ngan han)
b) Trung cép 05
- Trong d6 chuyén
nganh van thu, luu 06
trir
¢) Cao ding 07
- Trong d6 chuyén
nganh van thu, luu 08
trir
d) Pai hoc 09
- Trong d6 chuyén
nganh van thu, luu 10

troe
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d) Trén dai hoc 11
- Trong d6 chuyén
nganh van thu, luu 12
trix
3. Chia theo ngach
cong chl'rc‘, chice
danh nghé nghiép
vién chl'rcz chire
danh nghe nghiép
van thw
- Luu tr@ vién chinh

. 13
va tuong duong
- Luu trir vién va

14

tuong duong
- Luu tr¥ vién trung

N 15
cap va tuong duong
- Khéc 16
4, tha theo nhom
tuoi
- Tur 30 tro xudng 17
- T 31 dén 40 18
- Tir 41 dén 50 19
-Tu 51 d&n 55 20
- Tir 56 dén 60 21
- Trén 60 tudi 22

..... ngay ... thang ...nam...
Nguoi lap bieu Thu truwéng don vi
(Ky, ho tén) (Ky, ho tén, dong dau)




Biéu s6 0908.N/BNV-VTLT: S6 nhan sw 1am cong tic luu trir

1. Khai niém, phwong phap tinh

a) Khdi ni¢m: Nhan sy lam cong tac luu trit 1a nguoi thuc hién cac hoat dong
luu trit theo quy dinh cua phap luat tai cac co quan, to chuc.

b) Phwong phdp tinh: S6 nhan sy lam cong tac luu trir 12 s6 nguoi lam
chuyén trach luu trit hodc nguoi lam cong tac luu trilr kiém nhiém cong tac khac
c6 dén hét ngay 31 thang 12 nam béo céo.

Truong hop ngudi lam cong tac luu trir kiém nhi€ém cong tdc van thu thi chi
théng ké mot trong hai biéu: Biéu sé nhan sy 1am coéng tac van thu (Biéu sb
0903.N/BNV-VTLT) hodc Biéu s nhan sy lam cong tic luu trit (Biéu sd
0908.N/BNV-VTLT).

2. Cach ghi biéu

Cot 1: Ghi tong s6 ngudi 1am cong tac luwu triv tai Luu trit co quan va chia
theo tung loai tuong img véi cadc dong cua ¢t A co dén thot diém 31 thang 12 nam
bao céo;

Cot 2: Ghi s6 ngudi 1am cong tac luu trit & cic co quan, to chic cap I va chia
theo tung loai twong g véi cac dong cua ¢t A c6 dén thot diém 31 thang 12 nam
bao cao;

Cot 3: Ghi s6 nguoilam cong tac luu trir cac co quan, to chirc cap 11 va chia
theo tirng loai twong img véi cac dong cua cdt A c6 dén thoi diém 31 thang 12 nam
béo cao;

Cot 4: Ghi s6 nguoi lam cong tac luu trit & cac co quan, to chic cap 11l va
chia theo tung loai tuong img véi cadc dong cua ¢t A c6 dén thoi diém 31 thang 12
nam béo cao;

Cot 5: Ghi sb6 nguoi lam cong tac luu trir ¢ cac co quan, to chirc cap VI va
chia theo tung loai tuong ting véi cac dong cua cft A c6 dén thoi diém 31 thang 12
nam béo cao;

Cot 6: Ghi s6 nguoi 1am cong tac luu trir & cip huyén va chia theo ting loai
tuong tng véi cac dong cua cot A ¢ dén thoi diém 31 thang 12 nam béo céo;

Cot 7: Ghi sd ngudi 1am cong tac luu trit & cdp xd va chia theo ting loai
tuong tng vdi cac dong cua cdt A ¢ dén thoi diém 31 thdng 12 nam béo céo;

Cot 8: Ghi s0 nguoi lam cOng tac luu trir lai Luu trir lich sir va chia theo ting
loai tuong (mg véi cac dong cta cot A co dén thoi diém 31 thang 12 nim bao céo.
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Biéu s6: 0909.N/BNV-VTLT SO TAI LIEU LUU TRU  Don vi bao cdo:

Ban hanh theo ... Niam... B9, co quan ngang B9, co quan
Ngay nhan béo céo: thugc Chinh phu; Véan phong
Ngay 28 thang 2 nam sau Quoc hoi, Van phong Chu tich

nudc, Van phong TW Dang;
cac Trung tAm Luu trit qudc
gia; Kiém toan Nha nuéc; Toa
4n nhan dan tdi cao; Vién
Kiém sat nhan dan tbi cao;
Doanh nghi¢p nha nudc; So
Noi vu cac tinh, thanh phé truc
thudc Trung wong

Pon vi nhan bao cao:

Cuc Van thu va Luu trir Nha

nuoc
Luu trr co quan
Co Co Co Co Luu
) tinh Téne s 2 to to to Cap | Cap | lich
g S0 to , , , A 5
. chuc | chuc | chirc | huyén | Xa St
chitc | " cip | cap | cdp
capll 'y L m | v
A B C 1=2+...7 2 3 4 5 6 7 8
1. Tong so Phong/
phong/suu tp/cong oL | Suu tap/
trinh lwu trir (c6 den cbng
31/12 nam bao cao trinh
-ATrong do: SO suu 02 | Suu tap
tap
- Trong d6: SO cong 03 Cong
trinh trinh
2. S6 tai liéu nén 04 | Hoso/
giay DVBQ
Q}Jy ra mét gia tai 05 | Mét gia
liéu
a) Muc do xu ly
A 06
nghiép vu
- So tai liéu da chinh 07 HO so/
1y hoan chinh DVBQ
Quy ra mét gia 08 | Métgia
- S0 tai ligu da chinh | o | HO so/
1y so bo bVBQ
Quy ra mét gia 10 | Met gia
- S6 tai liéu chua 11 | Mét gia
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chinh ly

b) S6 tai liéu bi hu 12 | Mét i
hong g
3.S6 tailitu bandd | 13 | Tam
a) S tai liéu da thong 14 | Tém
ké bién muc
b) S6 tai liéu bi hu 15 | Thm
hong
] Cuon,
4. S6 tailiéu ghi am | 16 | bang,
dia
Lo Gio
Quy ra so gio nghe 17 nghe
) SO thi lidu dathéng | o | poor
ké bién muc P ag’
N Gio
Quy ra gio nghe 19 nghe
b)Sé thilidubiby | o gzr‘l’g
hong dia ’
£ xe1en . Cudn,
5. So tai li¢u ghi 21 | bin
hinh e ag
Lo g Gio
Quy ra so0 gio chiéu 22 nghe
a) SO thi lidu da théng | . gggn
ké bién muc & ag,
oz Gio
Quy ra gio chiéu 24 nghe
b)Sétilidubiby | (];:I‘l’g
hdéng dia ’
6. SO tai liéu phim, 26 | Chide
anh
Trong d6: S6 phim £
Am ban 27 Chiéc
a) SO tai liéu da thong -
ké bién muc 28 | Chiec
b)ﬂ So tai liéu bi hu 29 Chie
hdéng
7. S6 tai liéu dién ti¢ | 30 | Hoso
Quy ra dung luong 31 MB
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Trong d6: S6 tai liéu

daco dit ligudicta | o> | HOsO
Quy ra dung lugng 33 MB
8. So tai liéu khac 34

(chi tiét theo tai liéu)

Ngudi 1ap biéu

(Ky, ho tén)

..., NEAy ... thang ...nam...
Thu truéng don vi
(Ky, ho tén, dong dau)
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Biéu s6 0909.N/BNV-VTLT: S6 tai liéu hru trir
1. Khai niém, phwong phap tinh

a) Khdi niém:

- Tai li¢u luu trir 1a tai li€u c6 gia tri phuc vu hoat dong thuc tlen nghién ctru
khoa hoc, lich sir dugc lya chon dé luu trir. Tai liéu luu trir bao gdm ban goc, ban
chinh; trong truong hop khong con ban gdc, ban chinh thi duoc thay thé bang ban
sao hop phép. Tai li€u luu trir ¢6 céac loai: Tai li€u nén giay; tai li¢u ghi am; tai liéu
ghi hinh; tai liéu phim, anh; tai liéu dién tir va tai liéu khac.

- Muc do xu ly ngl}iép vu la muc dophan loai, sép xép, t6 chirc khoa hoc tai
liéu theo quy dinh, bao gom: chinh Iy hoan chinh, chinh Iy so b6 va chua chinh Iy.
Cu thé:

+ Tai liéu chinh Iy hoan chinh la tai lidu da duoc thyuc hién day du yéu cau
cua nghiép vu chinh ly tai liéu theo quy dinh.

+ Tai liéu‘ chinh 1y S0 bo la tai li¢u da lap hd so, ¢b cong cu tra ctru nhung
chua thuc hién day du yéu cau cua nghi€p vu chinh 1y tai li¢u theo quy dinh.

’ + Tai liéu chua chinh 1y 1a tai liéu roi 1€, 16n x0n, chua duoc phan loai, sép
x€p khoa hoc theo quy dinh.

- Tai li¢u bi hu hong 1a tai liu c6 mot trong cac tlnh trang sau: gion, rach,
thung, dinh bét, 6 vang, chir mo, bay muc, bi axit, chua, nim méc, c6 cbn tring pha
hoai.

- Tai liéu luu trr dién tur 14 tai liéu duoc tao 1ap ¢ dang thong diép dir li€u
hinh thanh trong qua trinh hoat dong cia co quan, t6 chirc, c4 nhan duogc lya chon
deé luu trit hodc dugc so hoa tir tai li€u trén cac vat mang tin khac.

- Dir liéu dac ta cua tai liéu 1a thong tin mé ta noi dung, dinh dang, ngir canh,
cau trdc, cac yéu td cau thanh tai liéu; mdi lién hé cua tai lidu véi céc tai liéu khac;
thong tin vé chir ky s6 trén tai liéu; lich sir hinh thanh, sir dung va céc dic tinh
khac nham tao thuan loi cho qua trinh quan ly, tim kKiém va luu tri tai liéu.

- Mét gia tai liéu lachiéu dai cua 01 mét tai lidu kho A4 dugc xép dimg, sat
vao nhau trén gia (hodc tu); co thé quy d6i bang 10 cip (hop, bo) tai liéu, mdi cip
(hop, bod) c6 do day 10 cm.

b) Phwong phap tinh:

Tai liéu luu trir dugc quan ly theo cac phong luu trit/suu tap luu trit/cong
trinh va duogc tinh theo don yi tinh cta tirng loai hinh tai li€u c6 dén hét ngay 31
thang 12 nam bao cédo. Cu the:
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- S6 tai liéu luu trit nén gidy 1a tong s6 hd so/don vi bao quan (BVBQ) dugc
quy thanh s6 mét gia tai lidu;

- S6 tai liéu ban db 1a tong sb tam ban dd (Ban do 14 tai liéu nén gidy nhung
dugc bao quan theo phuong phap riéng);

- S6 tai liéu ghi am 1a tong s6 cudn, bang, dia duoc quy ra sb gid nghe;

- S6 tai liéu ghi hinh 13 tong s6 cudn phim, cudn bang video, dia dugc quy ra
sO gio chiéu;

- S6 tai liéuphim, anh la téng sb chiée phim, anh;

- S6 tai lidu dién tir 1a s6 ho so dién tir dugce quy ra s6 Megabye (MB) cia tai
lidu;

- S6 tai liéu khac.

2. Cach ghi biéu

Cot 1: Ghi tong sd tai lidu luu trir cia Luu trir co quan va chia theo ting loai
twong ung véi cac dong cia cdt A c6 dén thoi dieém 31 thang 12 nam béo cao;

Cot 2: Ghi s6 tai liéu luu trit ciia co quan, to chirc cap I va chia theo ting
loai twrong ing véi cac dong cuia ¢t A o dén thoi diém 31 thang 12 nam bao cao;

Cot 3: Ghi s6 tai liéu luu trit cia co quan, to chirc cap II va chia theo ting
loai twrong ing véi cac dong cuia ¢t A c¢6 dén thoi diém 31 thang 12 nam bao cao;

Cot 4: Ghi s6 tai liéu luu trit ctia co quan, to chire cap 111 va chia theo ting
loai trong ing véi cac dong cuia ¢t A c¢6 dén thoi diém 31 thang 12 nam bao cao;

Cot 5: Ghi s6 tai liéu luu trit ctia co quan, t6 chirc cAp IVva chia theo ting
loai twong tng vdi cac dong ctia ¢t A c6 dén thoi diém 31 thang 12 nam béo céo;

Cot 6: Ghi sb tai liéu luu trit ctia cAp huyén va chia theo timg loai trong tng
véi cac dong cua cot A ¢o dén thoi diém 31 thang 12 nam béo céo;

Cot 7: Ghi s tai liéu luu trir ctia cip x4 va chia theo ting loai twong Gmg véi
cac dong cta cot A c¢6 dén thoi diém 31 thang 12 nam béo céo;

Cot 8: Ghi s0 tai liéu luu trir ctia Luu trir lich st va chia theo ting loai tuong
g véi cac dong ctia cot A co dén thoi diém 31 thang 12 nam bao céo.
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Biéu s6: 0910.N/BNV-VTLT SO TAI LIEU LUU TRU THU

Ban hanh theo ... THAP
Ngay nhan béo cao: Nam...
Ngay 28 thang 2 nam sau

Pon vi bao cao:

B9, co quan ngang BO, co
quan thugc Chinh phu;
Vin phong Qudc hoi, Vin
phong Chu tich nudc, Van
phong TW Dang; cac
Trung tim Luu trit qudc
gia; Kiém toan Nha nuéc;
Toa 4n nhan dan tbi cao;
Vién Kiém sat nhan dan
t6i cao; Doanh nghiép nha
nudc; Sé& NOi vu cac tinh,
thanh phé truc  thudce
Trung vong

Pon vi nhan bao cao:

Cuc Van thu va Luu trir
Nha nudc

Luu trr co quan

Ma | Pon vi Co | Co anGn qS;] IZUP
a on vi ’ ) jy i
% b ., | 4uan, | quan, 3 3 5 5 :
O | tinh ) e |t |t 12‘; fl‘l’r hca?n (;(%p lich
chic | chic CC épc CC % pc uye su
capl | cap II i Y,
A B C 1=2+...7 | 2 3 4 5 6 7 8
1. Tai liéu nén gidy
a) So tai liéu luu trir da o1 H6 so/
thu thép trong ndm DbVBQ

Quy ra mét gia tai liéu | 02 | Métgia

b) Sb tai liéu luu trir da

dén han thu thap 03 | Métgia
nhung chua thu thép

2. Tai liéu ban d6

a) S6 tai liéu luu trir da

thu thdp trong ndm 04 Tam

b) SO tai liéu luu trir da ’

dén han thu thap 05 Tam

nhung chua thu thap

3. Tai liéu ghi am

a) S6 tai liéu luu trit da Cuon,
A < 06 bang,

thu thap trong nam dia
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.y Gio
Quy ra gio nghe 07 nghe
b) SO tai liéu luu trir da Cudn,
dén han thu thap 08 bang,
nhung chua thu thap dia
4. Tai liéu ghi hinh
a) S6 tai liéu luu trix da Cuon,
thu thap trong nam 09 bing,

) dia

S 4 x Gio
Quy ra gio chiéu 10 chiéu
b) SO tai liu luu trix da Cuon,
dén han thu thap 11 bang,
nhung chua thu thap dia
5. Tai liéu phim, dnh
a) SO tai liéu luu trir da 4
thu thap trong nam 12 Chicc
b) SO tai liéu luu trir da ’
dén han thu thap 13 Chiec
nhung chua thu thap
6. Tai li¢u dién tir
a) SO tai liéu luu trir da N
thu thdp trong ndm 14 Ho so
Quy ra dung luong 15 MB
b) S tai liéu luu trix da
dén han thu thap 16 MB
nhung chua thu thép
8. S6 tai li¢u khéc (chi
tiét theo tai liéu)

vy NEAY ... thang ...nam...
Nguwoi 1ap bieu Thu truwdédng don vi

(Ky, ho tén)

(Ky, ho tén, déng ddu)
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Biéu s6 0910.N/BNV-VTLT: So tai liéu luu trir thu thap

1. Khai niém, phwong phap tinh

a) Khdai ni¢m:Tai li€u luu trir thu thap 1a tai liéu c6 gia tri dugc lua chon dé
giao ndp vao cac to chure Iuu trir theo quy dinh cua phap luat Iuu trit.

S6 tai liéu da thu thapla s6 tai liéu do Luu trix co quan va Luu trit lich st da
thu hang nam tr nguén ndp luu theo quy dinh.

S6 tai liéu dd dén han thu thap nhung chua thu thap 1a sb tai liéu da dén han
Nop vao Luu trit co quan valLuu trir lich sir nhung chua thuc hién thu, ndp theo quy
dinh.

b) Phwong phap tinh:

S6 tai lidu luu trix d3 thu thapttr ngay 01 thang 01 dén ngay 31 thang 12 ndm
béo cao;

S tai liéu luu trir d3 dén han thu thap nhung chua thu thaptinh dén hét ngay
31 thang 12 ndm bao céo.

2. Cach ghi biéu

Cot 1: Ghi tong sb tai liéu luu trir da thu thap trong nam tir ngay 01 thang 01
dén ngay 31 thang 12 nam bao céo va sb tai liéu dén han thu thap nhung chua thu
thap co6 dén ngay 31 thang 12 nim béo cdo ciia Luu trit co quan va chia theo timg
loai twong trng vo1 cac dong cua cot A;

Cot 2: Ghi s6 tai liéu luu trit da thu thap trong nam tir ngay 01 thang 01 dén
ngay 31 thang 12 nim bao céo va so tai liéu dén han thu thap nhung chua thu thap
c6 dén ngay 31 thang 12 nam béo céo clia co quan, to chic cp I va chia theo ting
loai twong trng vo1 cac dong cua cot A

Cot 3: Ghi s6 tai liéu luu trir da thu thap trong nim tir ngay 01 thang 01 dén
ngay 31 thang 12 nam béo cao va s6 tai liéu dén han thu thap nhung chua thu thap
c6 dén ngay 31 thang 12 nam bao céo cua co quan, td chirc cap II va chia theo timg
loai tuong rng vo1 cac dong cua cit A;

Cot 4: Ghi tong sd tai liéu luu trix da thu thap trong nam tir ngay 01 thang 01
dén ngay 31 thang 12 nam bao céo va sb tai liéu dén han thu ‘thap nhung chua thu
thap c6 dén ngay 31 thang 12 nim bao cao ctia ctia co quan, to chire cap I1I va chia
theo tung loai twong trng véi cac dong cua cit A;

Cot 5: Ghi tong s6 tai liéu luu trit di thu thap trong nam tir ngay 01 thang 01
dén ngay 31 thang 12 nam bao céo va so tai liéu dén han thu thap nhung chua thu
thap c6 dén ngay 31 thang 12 nam bio cio clia clia ciia co quan, to chirc cap IV va
chia theo ting loai twong img véi cac dong cua cft A.
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Cot 6: Ghi tong sb tai liéu luu trit di thu thap trong nam tir ngay 01 thang 01
dén ngay 31 thang 12 nam bao céo va sb tai liéu dén han thu thap nhung chua thu
thap c6 dén ngay 31 thang 12 nim bao cio cua cip huyén va chia theo ting loai
tuong ing véi cac dong cua cit A;

Cot 7: Ghi tong sb tai liéu luu trir da thu thap trong ndm tir ngay 01 thang 01
dén ngay 31 thang 12 nam bao cao va sb tai liéu dén han thu thap nhung chua thu
thap c6 dén ngay 31 thang 12 nam bao cdo cuia cip xi va chia theo timg loai twong
ung voi cac dong cua cot A;

Cot 8: Ghi tong sb tai liéu luu trit di thu thap trong nam tir ngay 01 thang 01
dén ngay 31 thang 12 nam bao cao va sb tai liéu dén han thu thap nhung chua thu
thap c6 dén ngay 31 thang 12 ndm bao cdo cta Luu trit lich sir va chia theo timg
loai twong rng vo1 cac dong cua cot A.
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Bidu s6: 0911.N/BNV-VTLT

SO TAI LIEU LUU TRU PUA

Pon vi bao cao:

Ban hanh theo ... RA SU DUNG B0, co quan ngang B9, co
Ngay nhan béo céo: Nim. quan thugc Chinh phu;
Ngay 28 thang 2 nam sau Van phong Quoc hoi, Van
phong Chu tich nudc, Van
phong TW Dang; cac
Trung tim Luu trit qudc
gia; Kiém toan Nha nuéc;
Toa 4n nhan dan tbi cao;
Vién Kiém sat nhan dan
t6i cao; Doanh nghiép nha
nudc; Sé& NOi vu cac tinh,
thanh phé truc  thudce
Trung vong
Pon vi nhan bao cao:
Cuc Van thu va Luu trir
Nha nudc
Luu trr co quan
Ma | Ponvi A an(; qS;n o Py
6 | tih | ranes | w6 | | © | © | Cip | Cip| ich
chire | chire Cl’l’(u’C chA’uc huyén | xa SUr
cép I cép II CIEIlF (Kl})
A B C 1=2+...7 2 3 4 5 6 7 8
1. Tai liéu phuc vu
theo yéu ciu ciia doc
gid
a) SO lugt nguoi khai Luot
L N 01 .
thac su dung tai liéu nguoi
- Tai phong doc 02 Lu(%'t'
nguoi
- Truc tuyén 03 L‘I?'t.
nguoi
b) S6 Ho so/DVBQ 04 HS/
phuc vu doc gia bVBQ
- Trong do tai liéunén | o | HS/
giay DVBQ
2. Tai liéu do co quan
Luwu trit cdng b, gioi
thiéu
a) SO lugt nguoi khai Luot
L N 06 .
thac su dung tai liéu nguoi
b) S6 H6 so/DVBQ 07 HS/
dua ra st dung bVBQ
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- Trong d¢ tai liéu nén

HS/

gidy i 08 DbVBQ
fgiglcl) bai cong bo, gidi 09 | Bai viét
d) SO lan trung bay, A
trién 1am 10 Lan

- Trong d6 s6 lan trung

bay, trién 1am tryc 11 Lan
tuyén

d) S6 4n pham xuét 12 An
ban pham
- Trong d6 sb 4n pham 13 An
dién t pham

Nguoi 1ap biéu
(Ky, ho tén)

..., NGAY ... thang ...nam...

Thu truong don vi
(Ky, ho tén, dong dau)
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Biéu s6 0911.N/BNV-VTLT: So tai liéu luu trir dwa ra sir dung

1. Khai niém, phwong phap tinh,

a) Khai ni¢gm: Tai li¢u luu trit dua ra sir dung 1a tai liéu do cac co quan, to
chtrc Iuu trit dwa ra cong b, gio1 thiéu va phuc vu theo yéu cdu clia cac co quan, to
chtrc va c4 nhan (sau day goi tit 1a doc gia).

b) Phwong phdp tinh: S6 tai liéu luu trir dua ra st dung 1a s6 luong tai liéu
cac loai dugc dua ra sur dung. Chi tiéu nay tinh theo s6 h6 so/don vi bao quan
(DVBQ) va lugt nguoi khai thac sir dung tai liGu; sO bai viét,sb 1an trung bay trién
1am, s6 4n pham xudt ban tinh tir ngay 01 thang 01 dén ngay 31 thang 12 cua nim
bao céo.

2. Cach ghi biéu

Cot 1: Ghi tongsb tai liéu luu trit dua ra sir dung ctia Luu trit co quan va chia
theo tung loai tuong tmg véi cac dong cua cot A cé tir ngay 01 thang 01 dén ngay
31 thang 12 ctia nam bao cao;

Cot 2: Ghi sd tai liéu luu trir dua ra st dung cta co quan, to chire cap Iva
chia theo tung loai trong tmg vé1 cac dong cua cot A co tu ngay 01 thang 01 dén
ngay 31 thang 12 cua nam bao céo;

Cot 3: Ghi s6 tai liéu luu trit dua ra st dung cua co quan, t6 chirc cap IIva
chia theo tirng loai twong rng vdi cac dong cua cdt A c6 tir ngay 01 thang 01 dén
ngay 31 thang 12 ctia nam bao cao;

Cot 4: Ghi s6 tai liéu luu trit dua ra sir dung cta co quan, to chtc cap I1Iva
chia theo timg loai twong Gmg véi cac dong cua cdt A cd tir ngay 01 thang 01 dén
ngay 31 thang 12 ctia nam bao cao;

Cot 5: Ghi s6 tai liéu luu trit dua ra st dung cua co quan, to chirc cp IVva
chia theo ting loai twong tmg voi cac dong cia cot A co tir ngdy 01 thang 01 dén
ngay 31 thang 12 ctia nam bao cao;

Cot 6: Ghi s tai liéu luu trir dua ra str dung cta cap huyén va chia theo timg
loai twong ung voi cac dong ciia cot A co tir ngay 01 thang 01 dén ngay 31 thang
12 cua nam béo céo;

Cot 7: Ghi s6 tai liéu luu trir dua ra st dung ctia cip xa va chia theo timg loai
tuong Ung voi cac dong cia cot A co tir ngay 01 thang 01 dén ngay 31 thang 12 cia
nam bao c4o;

Cot 8: Ghi s6 tai lidu luu trir dua ra st dung ciia Luu trir lich sir va chia theo
ting loai twong Gmg véi cac dong cua cdt A co tir ngay 01 thang 01 dén ngay 31
thang 12 ctia nam bao cao.
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Biéu s6: 0912.N/BNV-VTLT SO TAI LIEU PUQC SAO CHUP Don vj béo cdo:

Ban hanh theo ... Nam... B9, co quan ngang B0, co
Ngay nhan béo céo: quan thugc Chinh phu;
Ngay 28 thang 2 nam sau Van phong Quoc hoi, Van
phong Chu tich nudc, Van
phong TW Dang; cac
Trung tdm Luu trir quoc
gia; Kiém toan Nhé’ nudc;
Toa an r}hén dan toi cao;
Vién Kiém sat nhan dan
toi cao; Doanh nghiép nha
nudc; Sé& NOi vu cac tinh,
thanh pho truc thude
Trung vong
Pon vi nhan bao cao:
Cuc Van thu va Luu trir
Nha nudc
Luu trr co quan
Ma | Pon vi Co | Co an(; qgfn IZUP
a on vi ’ ) jy i
¢ | Dol auan, fauan, | AR TR o o | g
w0 tinh Tong s 0 0 cli?ﬁ:c Cltl(l?l’c hgalé)n C;(%p hc"h
chic | chirc cip | cép ¥ su
capl | cap II i Y,
A B C 1=2+...7 2 3 4 5 6 7 8
1. S6 tai lidu nén giay | 01
2. S6 tai li¢u ban do 02
3. S6 tai liéu ghi 4m 03
4. S6 tai liéu ghi hinh | 04
5. S6 tai liéu phim, anh | 05
6. S6 tai lidu dién tir 06
7. SO tai ligu khac (chi |
tict theo tai li¢u)
..... ngay ... thang ...nam...
Nguwoi 1ap bieu Thu truwédng don vi

(Ky, ho tén)

(Ky, ho tén, déng ddu)
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Biéu s6 0912.N/BNV-VTLT: So tai liéu dwoc sao chup

1. Khai niém, phwong phap tinh

a) Khdi nigm: Sao chup tai liéu 1a viéc sao chép, nhan ban tai liéu bang cac
phuong phép sao chup (photocopy), in tir ban s6 hoéa nguyén van hodc mot phan
nodi dung thong tin cuda tai liéu luu trir d€ phuc vu doc gia.

b) Phuwong phdp tinh: S6 tai lidu sao chup la sO luong tai lidu cac loai duoc
sao chép,nhan ban tir ngay 01 thang 01 dén ngay 31 thang 12 ndm bao cdo.

2. Cach ghi biéu

Cot 1: Ghi téng s6 tai lidu duoc sao chép, nhan bancua Luu trit co quan va
chia theo tung loai trong tng véi cac dong cia cot A co tir ngay 01 thang 01 dén
ngay 31 thang 12 nam bao c4o;

Cot 2: Ghi s6 tai liéu duogc sao chép, nhan ban cua co quan, td chirc cép I va
chia theo tung loai tuong trng voi cac dong cua cot A ¢o tir ngay 01 thang 01 dén
ngay 31 thang 12 nam bao c4o;

Cot 3: Ghi s tai liéu duoc sao chép, nhan ban cua co quan, td chirc cép IT va
chia theo tung loai tuong trng vi cac dong cua cot A ¢o tir ngay 01 thang 01 dén
ngay 31 thang 12 nam bao cdo;

Cot 4: Ghi sb tai liéu duge sao chép, nhan ban cua co quan, td chirc cép 111
va chia theo tirng loai tuong Gmg vadi cac dong cua cot A c6 tur ngay 01 thang 01
dén ngay 31 thang 12 nim bao cio;

Cot 5: Ghi sb tai liéu duoc sao chép, nhan ban cua co quan, td chure cép 1Y
va chia theo tirng loai tuong Uung véi cac dong cua cot A céd tur ngay 01 thang 01
dén ngay 31 thang 12 nim bao cio;

Cot 6: Ghi sd tai liéu duoge sao chép, nhan ban cua co quan, td chire cép
huyén va chia theo tung loai tuong ting véi cac dong cua cot A co6 tir ngay 01 thang
01 dén ngay 31 thang 12 nim bao cio;

Cot 7: Ghi s6 tai liéu duge sao chép, nhan ban cua co quan, td chirc cép Xa va
chia theo ting loai tuong tmg voi cac dong cia cot A cd tir ngdy 01 thang 01 dén
ngay 31 thang 12 nam bao c4o;

Cot 8: Ghisd tai lidu dugc sao chép, nhan ban ctia Luu trit lich sir va chia
theo ting loai tuong mg vdi cac dong clia cot A c6 tir ngay 01 thang 01 dén ngay
31 thang 12 ndm béo céo.
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Biéu s6: 0913.N/BNV-VTLT  DIEN TiCH KHO LUU TRU  Don vi béo cdo:

Ban hanh theo ... Nam... B9, co quan ngang B0, co

Ngay nhan béo cao: quan thugc Chinh phu;

Ngay 28 thang 2 nam sau Van phong Quoc hoi, Van
phong Chu tich nudc, Van
phong TW Dang; cac
Trung tdm Luu trir quoc
gia; Kiém toan Nhé’ nudc;
Toa an r}hén dan toi cao;
\{ién Kiém sat nhan dan
toi cao; Doanh nghiép nha
nudc; Sé& N@i vu cac tinh,
thanh pho truc thude
Trung vong
Pon vi nhan bao cao:
Cuc Van thu va Luu trir
Nha nudc

Pon vi tinh: m?
Kho chuyén dung
M basi | G ong | Kn
a 2 Je ong 0
: 2 dun
sO Tong so TOI’Ig débfo d}:lng Chuyén tam
sO quén de bflO dung
O pe A quan
tai liéu | ...
tai liéu
A B 1=2+5+6 | 2=3+4 3 4 5 6

I. Lwu trir co quan 01

1. Co quan, t6 chirc cap I 02

2. Co quan, to chirc cap 11 03

3. Co quan, to chirc cap III 04

4. Co quan, t6 chirc cap IV 05

5. Cép huyén 06

6. Cap xa 07

II. Lwu trir lich s 08

Nguoi 1ap biéu

(Ky, ho tén)

..... ngay ... thang ...nam...
Thu truéng don vi
(Ky, ho tén, dong dau)
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Biéu s6 0913.N/BNV-VTLT: Dién tich kho luu trir

1. Khai niém, phwong phap tinh, cach ghi biéu

a) Khdi ni¢gm: Kho luu trir 1a noi dé bao quan tai liéu luu trir. Cac loai kho
luu trit bao gom: kho luu trir chuyén dung; kho luu trir khong chuyén dung va kho
tam:

Kho luu trir chuyén dung la noi duge dung dé bao quan tai liéu luu tri theo
quy dinh tai Myc II cua Thong tu s6 09/2007/TT-BNV ngay 26 thang 11 nam 2007
cua BO No1 vu hudng dan vé kho luu trit chuyén dung.

Kho khong chuyén dung la noi bao quan tai liéu Iuu trir chua bao dam cac
yéu cau cua Thong tu s6 09/2007/TT-BNV ngay 26 thang 11 ndm 2007 cua Bo Noi
vu hudng dan vé kho luu trit chuyén dung.

Kho tam }e‘t nha cép 4, nha tam, di¢n tich tdn dung (hanh lang, cau thang,
sanh,...) dung d€ bao quan tai licu luu tri.

b) Phwong phdp tinh: Dién tich kho luu trix 1a dién tich ctia kho luu trir tinh
theo mét vudng (m?).

2. Cach ghi biéu

Cot 1: Ghi téng d,ién tich lgho luu trit va chia theo tirng loai twong ing voi
cac dong cua cot A c6 dén thoi diém 31 thang 12 nam bao céo;

Cot 2: Ghi tong dién tich kho luu trir chuyén dung va chia theo tung loai
twong ing véi cac dong cia cdt A c¢6 dén thoi dieém 31 thang 12 nam béo cao;

Cot 3: Ghi dién tich kho luu trlr chuyén dung da sir dung va chia theo timg
loai twrong ing véi cac dong cuia ¢t A c¢6 dén thoi diém 31 thang 12 nam bao cao;

Cot 4: Ghi dién tich kho luu trix chuyén dung chua sur dung va chia theo tung
loai trong img v&i cac dong cua cdt A ¢o dén thoi diém 31 thang 12 nam béo céo;

Cot 5: Ghi dién tich kho luu trr khong chuyén dung va chia theo tung loai
tuong tng vdi cac dong cua cot A ¢ dén thoi diém 31 thang 12 nam béo céo;

Cot 6: Ghi dién tich kho Iuu trit tam va chia theo ting loai twong tng véi cac
dong cua cdt A c6 dén thoi diém 31 thang 12 nim béo céo.
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Biéu s6: 0914.N/BNV-VTLT SO TRANG THIET BI DUNG

Ban hanh theo ... CHO LUU TRU
Ngay nhan béo cao: Nam...
Ngay 28 thang 2 nam sau

Pon vi bao cao:

B9, co quan ngang BO, co
quan thugc Chinh phu;
Vin phong Qudc hoi, Vin
phong Chu tich nudc, Van
phong TW Dang; cac
Trung tim Luu trit qudc
gia; Kiém toan Nha nuéc;
Toa 4n nhan dan tbi cao;
Vién Kiém sat nhan dan
t6i cao; Doanh nghiép nha
nudc; Sé& NOi vu cac tinh,
thanh phé truc  thudce
Trung vong

Pon vi nhan bao cao:

Cuc Van thu va Luu trir
Nha nudc

Luu trr co quan

Ma | Ponvi Co | Co anGn qS;] P
a on vi ’ ) jy i
, : uan, uan, 2 2 £ £ :
sO tinh Téno s& a 2 a 2 to to Cap | Cép | lich
£ 50 to to chic | chic | huyén | xa ;
chirc | chire | = ip | cip e su
capl | cap II i Y,
A B C 1=2+...7 2 3 4 5 6 7 8
1. Chi€u dai giad/ta bao 01 | Métgia

quén tai liéu

- Trong d6 gia co dinh | 02 | Mét gia

- Trong d6 gia didong | 03 | Métgia

2. Camera quan sét 04 | Chiéc
3. Hé théng chéng dot Hé

A 05 £
nhap thong
4. Hé théng bao chay, 06 Hé
chira chay tu dong thong
5. Binh chira chay 07 | Chiéc
6. Hé thong dicuhoa | oo | HE
nhi¢t do trung tdm thong
7; May di€éu hoa nhiét 09 Chie
do
8. May hiit 4m 10 | Chiéc
9- Dung cudonhiét |4y | cpige
do, 30 am
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10. Thiét bi thong gi6 | 12 | Chiéc
1'1. May khtr trung tai 13 Chide
liéu
12. May khr axit 14 | Chiéc
13. H thong thict bitu | . | He
bo, phuc ché tai li¢u thong
A A H¢
14. Mang dién rong 16 théng
A A H¢
15. Mang ndi bo 17 théng
16. May chu 18 | Chiéc
17. O luu dit ligu 19 | Chiéc
18. May vi tinh 20 | Chiéc
19. May quét (scanner) | 21 | Chiéc
20.May sao chup 22 Chiéc
21. Cac trang thiét bi 23

khac

Ngudi 1ap biéu
(Ky, ho tén)

vy NEAY ... thang ...nam...

Thu truéng don vi
(Ky, ho tén, dong dau)
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Biéu s6 0914.N/BNV-VTLT: S6 trang thiét bi dung cho luu trir

1. Khai niém, phwong phap tinh

@) Khdi ni¢gm: Trang thiét bi dung cho luu trit 1a cac trang thiét bi duoc dung
de phuc vu cong tac luu tri.

~ b) Phuong phap tinh: S trang thiét bi dung cho luu trir 13 s6 cac loai trang
thiét b1 dugc dung dé€ phuc vu cong tac luu trir c6 dén 31 thang 12 nam béo céo.

2. Cach ghi biéu

Cot 1: Ghi tong s trang thiét bi dung cho luu trir ctia Luu trir co quan theo
tung loai twong ung vdi cac dong ciia cot A cd dén thoi diém 31 thang 12 nam bao
Cao;

Cot 2: Ghi s6 trang thiét bi dung cho luu trit ctia co quan, to chtic cap I theo
tung loai tuong ing véi cac dong cuia cot A ¢6 dén thoi diém 31 thang 12 nam bao
C4o;

Cot 3: Ghi s6 trang thiét bi dung cho luu trir ctia co quan, t6 chirc cap II theo
tung loai tuong ing véi cac dong cuia cot A ¢6 dén thoi diém 31 thang 12 nam bao
C4o;

Cot 4: Ghi s6 trang thiét bi dung cho luu trit ctia co quan, to chic cap I11 theo
tung loai tuong Umg véi cac dong ctia ¢t A c6 dén thoi di€m 31 thang 12 nam bao
cao;

Cot 5: Ghi sb trang thiét bi dung cho luu trir cia co quan, t6 churc cép 1A%
theo ting loai twong img véi cadc dong cua ¢t A c6 dén thot diém 31 thang 12 ndm
béo cao;

Cot 6: Ghi s trang thiét bj dung cho luu trit cua cap huyén theo timg loai
tuong img véi cac dong cua ¢t A ¢ dén thoi diém 31 thang 12 ndm bao cao;

Cot 7: Ghi sd trang thiét bi dung cho luu trir ctia cAp x3 theo timg loai tuong
ung véi cac dong cua cdt A cd dén thoi diém 31 thang 12 ndm bao c4o;

Cot 8: Ghi s6 trang thiét bi dung cho luu trir cia Luu trir lich st theo ting
loai trong tmg véi cac dong cua cdt A co dén thoi diém 31 thang 12 nim bao cho.
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Biéu s6: 0915.N/BNV-VTLT  KINH PHi CHO HOAT PONG  Don vj béo cdo:

Ban hanh theo ... LUU TRU B9, co quan ngang B0, co
Ngay nhén bao cdo: Nam. .. quan thugc Chinh phu;
Ngay 28 thang 2 nam sau Van phong Quoc hoi, Van

phong Chu tich nudc, Van
phong TW Dang; cac
Trung tim Luu trit qudc
gia; Kiém toan Nha nuéc;
Toa 4n nhan dan tbi cao;
Vién Kiém sat nhan dan
t6i cao; Doanh nghiép nha
nudc; Sé& NOi vu cac tinh,
thanh phé truc  thudce
Trung vong

Pon vi nhan bao cao:

Cuc Van thu va Luu trir
Nha nudc

DPon vi tinh: Triéu déng

Luu trit co quan

M Co Co qS;] qS;] I;u;u
d ) ) o
Sl auan fauan | EERFEER Lk ek | g
O | Tongsé | | © | 0| 0 hcaPn szp lich
chic | chic cc % ¢ cc % © | e su
capl | cap II ”F I\})
A B | 1=2+...7 2 3 4 5 6 7 8
I. Thu 01
1. Ngan sach cp 02

2. Thu phi su dung tai li¢u 03

3. Thu khac 04
Il. Chi (dong 5 =dong 6 + 05
dong 10)
1. Chi hoat dong thuong 06
Xuyén
a) Ngan sach cap 07
b) Tur phi st dung tai lidu

o 08
duoc dé lai
¢) Ngudn khac 09
2. Chi dau tu phat trién 10
a) Ngan sach cap 11
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b) Tur phi str dung tai liéu
duoc dé lai

12

¢) Ngudn khac

13

Ngudi 1ap biéu

(Ky, ho tén)

..., NEAy ... thang ...nam...
Thu truéng don vi
(Ky, ho tén, dong dau)
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Biéu s6 0915.N/BNV-VTLT: Kinh phi cho hoat dong lwu trir

1. Khai niém, phwong phap tinh

a) Khai ni¢gm: Kinh phl hoat dong luu trir 1a toan bo s6 thu, chi ctia cac co
quan, t6 chirc luu trlr, bao gébm cac ngudn thu, chi hoat dong thudng xuyénva chi
dau tu phat trién.

b) Phwong phdp tinh: S6 kinh phi hoat dong luu trir 13 sé kinh phi thu, chi
cuia cac co quan, to chuc luu trit phat sinh trong nam, tinh tir 01 thang 01 dén 31
thang 12 nam bao cao.

2. Cach ghi biéu

Cot 1: Ghi tong s6 kinh phi hoat dong ctia Luu trit co quan va chia theo ting
loai trong rng vadi cac dong cua cdt A tir thoi diém 01 thang 01 dén 31 thang 12
nam béo cao;

Cot 2: Ghi s kinh phi hoat dong luu trir cta co quan, t6 chirc cap I Vé, chia
theo ting loai twong tng véi cac dong cua cot A tir thoi diém 01 thang 01 dén 31
thang 12 nam bao cao;

Cot 3: Ghi s6 kinh phi hoat dong luu trit cia co quan, t6 chirc cap 11 va chia
theo ting loai twong tng véi cac dong cua cot A tir thoi diém 01 thang 01 dén 31
thang 12 nam bao cao;

Cot 4: Ghi sb kinh phi hoat dong luu trit cia co quan, to chtre cap I1I va chia
theo timg loai twong Gng véi cac dong cua cdt A tir thoi diém 01 thang 01 dén 31
thang 12 nam bao cao;s

Cot 5: Ghi s6 kinh phi hoat dong luu trit cia co quan, t6 chitc cap IV va chia
theo timg loai twong Gng véi cac dong cua cdt A tir thoi diém 01 thang 01 dén 31
thang 12 nam bao cao;

Cot 6: Ghi s6 kinh phi hoat dong luu trir cta cip huyén va chia theo timg loai
tuong ng v4i cac dong ciacdt A tir thoi diém 01 thang 01 dén 31 thang 12 nam
bao céo;

Cot 7: Ghi s6 kinh phi hoat dong luu trit ctia cip x3 va chia theo timg loai
tuong tng voi cac dong cia cot A tir thoi diém 01 thang 01 dén 31 thang 12 nim
bao céo;

Cot 8: Ghi sb kinh phi hoat dong luu trit ciia Luu trit lich str va chia theo
ting loai twong Umg véi cac dong clia cot A tir thoi diém 01 thang 01 dén 31 thang
12 nam bao cao.
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Biéu s6: 1001.5N/BNV-QG
Ngay nhan béo céo:

diéu tra

SO CO SO, LAO PONG
Ban hanh theo ... TRONG CAC CO SO HANH

‘ : ) _ CHINH CAP TRUNG UONG
Ngay 28 thang 2 ndm sau nam (g dén 31 thing 12 nim bio cio)

Pon vi bao cao:

Vu (Ban) T chirc can bd céac
bd, nganh

Pon vi nhan bao cao:

Vu Cong chirc — Vién chirc

SO co sd hanh

S lao dong trong
cac co s¢ hanh

M sb chinh >
(Co s6) chinh
(Nguoi)
A B 1 2
Tong so 01

Chia theo nganh Kinh té

(Ghi theo nganh kinh té cap II theo VISIC
2007)

Ngudi 1ap biéu
(Ky, ho tén)

ey NEAY ... thang ...nam...
Thu truéng don vi
(Ky, ho tén, dong dau)
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Biéu s6: 1002.5N/BNV-QG
Ngay nhan béo céo:

diéu tra

SO CO SO, LAO PONG
Ban hanh theo ... TRONG CAC CO SO HANH

, , ; _ CHINH CAP PIA PHUONG
Ngay 28 thang 2 nam sau ndm  (Cg gén 31 thing 12 nim béo céo)

Pon vi bao cao:

Pon vi nhan bg’lo cao:
Vu Chinh quyén dia phuong

SO co sd hanh

S lao dong trong
cac co s¢ hanh

M sb chinh >
(Co s6) chinh
(Nguoi)
A B 1 2
Tong so 01

Chia theo nganh Kinh té

(Ghi theo nganh kinh té cap II theo VISIC
2007)

2. Chia theo quan/huyén/thi xa/thanh
pho thudc tinh

(Ghi theo Danh muc cac don vi hanh
chinh)

Ngudi 1ap biéu
(Ky, ho tén)

wr, NEAY ... thang ...nam...
Thu truéng don vi
(Ky, ho tén, dong dau)
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Biéu s6 1001.5N/BNV-QG: S6 co s&, lao dong trong cic co sé hanh
chinh cAp Trung wong

Biéu s6 1002.5N/BNV-QG: S6 co s&, lao dong trong cic co sé hanh
chinh cdp dia phwong

1. Khai niém, phwong phap tinh, cach ghi biéu

a) Khai niém, phuong phép tinh

* S6 co s¢ hanh chinh

Co s¢ hanh chinh (don vi co s&) dugc khai niém nhu sau:

- La noi truc tiép dién ra hoat dong ctiia Pang Cong san Viét Nam, to chirc
chinh tri xa hé1, quan 1y nha nudc, an ninh, quoc phong, bao dam xa hdi bat budc;

- C6 chu thé quan 1y hodc nguoi chiu trach nhi¢m vé cac hoat dong tai dia
diém do;

- C6 dja diém x4c dinh, thoi gian hoat dong lién tuc.

Pon vi co s& ¢ thé 13 mot co quan hodc chi nhanh cua co quan hanh chinh.

S6 co s& hanh chinh 13 tong s6 lwong co sé théa méan khai niém néu trén,
hoat dong trong nganh O theo hé thdng nganh kinh t& qudc dan Hoat dong cua
Pang Cong san, to chirc chinh tri xd hoi, quan 1y nha nudc, an ninh, qudc phong,
bao dam x3 hoi bt budc tai thoi diém thong ké trén lanh thd Viét Nam.

* S6 lao dong trong cac co sé hanh chinh

S6 lao dong trong cac co s¢ hanh chinh 14 toan bd sb lao dong hién dng lam
viéc trong cdc co s& ndy tai thoi diém théng ké, gom lao dong trong bién ché; lao
dong hop dong (co thoi han va khong co thoi han). Ké ca nhiing ngudi dang nghi
cho viée hay cho ché do nghi huu, nhung van thudc don vi quan 1y.

b) Cach ghi biéu
Cot 1: Ghi s6 co sé hanh chinh twong tmg véi cac dong cia cot A.

Cot 2: Ghi sb lao dong trong cac co s¢ hanh chinh twong tmg véi cac dong
cua cot A.

2. Nguon sb liéu
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Két qua cua di€u tra co s& hanh chinh.
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