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Phu luc I

MAU SO PANG KY BI MAT NHA NUOC PI, MAU SO PANG KY Bi MAT
NHA NUOC PEN, MAU SO CHUYEN GIAO Bi MAT NHA NUOC,
MAU DAU KY HIEU PO MAT, MAU DAU TAI LIEU THU HOI,
MAU DAU CHI NGUOI CO TEN MOI PUQC BOC Bi

I. MAU SO PANG KY Bi MAT NHA NUOC PI

1. Miu so

S6 dang ky bi mat nha nudc di dugce in san, kich thudc 210 mm x 297 mm.
a) Bia va trang dau

Bia va trang d4u cua s6 ding ky bi mat nha nude di duoc trinh bay theo hinh minh
hoa dudi day:

‘ BO GIAO DUC VADAOTAO
TRUONG DPAI HQC MO THANH PHO HO CHi MINH

SO PANG KY Bi MAT NHA NUOC PI

Nam: ....(1)....
Tw ngay... ..... dén ngay... ... 2)......
Twso.......... dénso......... (3).......

Quyén sb: ..... 4).....




Ghi chu:

(1) : Nam mé S6 dang ky bi mat nha nuéc di.

(2) : Ngay, thang bat dau va két thuc dang ky vin ban trong so.

(3) : S6 thir ty dang ky vin ban mat di dau tién va cudi cing trong so.

(4) : S6 thir tw cia quyén so.

b) Phan ding bi mat nha nude di.

Phan quan 1y bi mat nha nude di duoc trinh bay trén trang gidy khd A4 (210mm x

297mm) bao gém 10 ¢t theo mau sau:

S6, ky | Ngay | Tén loai va Nguoi Noi
% .. | hiéu tai| thang | trich yéu noi ky tai | ' £ .
S0 thif jia0,, vat|xic dinh| dung tai licu, [Po mat| licu, “‘hi-‘f }.);’ o 50 C;lh,‘
tw chia | tai1iéu, | vat chia vat vaAy vi luu | lwgng | chu
BMNN [vat chiral  BMINN chira | Nhén
RNNN RNNN
ORI 3) (4) & | © | D] ® | O | 10

2. Huéng dan ding Ky

S6 ¢6 thé in theo khd ngang hodc kho doc g6m cac cot cu thé nhu sau:

Cot 1: Ghi sb tha tu tir 01 dén khi sir dung hét quyén sb.

Cot 2: Ghi so0 va ky hi¢u cua tai liéu, vat chira bi mat nha nudec.

Cot 3: Ghi ngay, thang, nim cta vin ban; ddi voi nhitng ngay dudi 10 va thang 1,
2 thi phai thém s6 0 & trudce, vi du: 03/01, 27/7, 31/12.

Cot 4: Ghi tén loai va trich yéu ndi dung tai li¢u, vat chira bi mat nha nudc; doi voi

bi mat nha nudc di c6 do mat "Tuyét mat" thi khong duogce ghi trich yéu.

Cot 5: Ghi rd d§ mat cua tai li€u, vat chira bi mat nha nudc (Tuyét mat, T6i mat,
Mat hoac ghi ky hi¢u A, B, C).

Cot 6: Ghi tén cua nguoi ky tai liéu bi mat nha nudec.

Cot 7: Ghi tén cac co quan, td chire, don vi va ky nhan ddi véi truong hop chuyén

giao tai li€u, vat chira bi mat nha nudc di thyc hi¢n tai S6 nay.

Cot 8: Ghi tén don vi luu tai lidu.

Cot 9: Ghi s6 lwong ban phat hanh tai liéu.

Co6t 10: Ghi nhirng ndi dung can thiét khac.
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II. MAU SO PANG KY Bi MAT NHA NUOC PEN

1. MAu sb

S6 dang ky bi mat nha nude dén duoc in san, kich thudc 210 mm x 297 mm.
a) Bia va trang dau

Bia va trang dau cua s6 ding ky bi mat nha nuéc dén dugc trinh bay twong ti nhu

bia va trang dau cta s6 ding ky bi mat nha nudc di, chi khac tén goi 1a “SO DPANG KY Bi
MAT NHA NUOC DEN”.

b) Phan ding ky bi mat nha nuée dén

Phan ding ky bi mat nha nudc dén duoc trinh bay trén trang gidy kho A4 (210 mm

X 297 mm) bao gom 10 cot theo mAu sau:

SO, Ngay ) Co qu‘an, t?.c}.l}r ¢ Sé, ky| Ngay Ter’1 loaliva bo D(‘rn ‘,’! Ghi
thw dén |daén ban hanh tai li¢u, hicu | than trich yéu mat va ky chi
tuw vat chira BMNN * g ndi dung *"| nhan

1 @ 13 4) S) | (6) (7 @ O (10

2. Huwémng din ding ky

S6 ¢6 thé in theo khd ngang hodc khd doc gdm cac cot cu thé nhu sau:

Cot 1: Ghi s tht tu theo nam cong tac tir 01 dén khi sir dung hét quyén s6.
Cot 2: Ghi theo ngay, thang duogc ghi trén dau dén.

Cot 3: Ghi theo s duoc ghi trén dau dén.

Cot 4: Ghi co quan, t6 chirc ban hanh tai liéu, vat chira bi mat nha nudc.
Cot 5: Ghi s6 va ky hiéu cua tai liéu, vt chira bi mat nha nuée dén.

Cot 6: Ghi ngay, thang, nim cta vin ban mat dén; dbi v6i nhirng ngay dudi 10 va

thang 01, 02 thi phai thém s6 0 & trude, vi du: 03/01, 27/7, 31/12.

Cot 7: Ghi tén loai va trich yéu ndi dung cua tai li¢u, bi mat nha nudc dén. Bi mat

nha nudc d6 “Tuyét mat” thi khong duoc ghi trich yéu.

Cot 8: Ghi rd do mat cua tai li¢u, vat chira bi mat nha nude (Tuyét mat, Ti mat,

Mat hodc ghi ky hiéu A, B, C).

Cot 9: Ghi tén don vi nhén tai li¢u, vat chira bi mat nha nudc dén va ky nhan doi véi

truong hop chuyén giao tai liéu, vat chira bi mat nha nudc dén thuc hién tai s6 nay.

Co6t 10: Ghi nhirng ndi dung can thiét khac.
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I1I. MAU SO CHUYEN GIAO BI MAT NHA NUOC

1. Miu s6

S6 chuyén giao bi mat nha nude duoc in sin, kich thude 210 mm x 297 mm.
a) Bia va trang dau

Bia va trang dau cua so duogc trinh bay tuong ty nhu bia va trang dau cua s6 dang
ky bi mat nha nuée di, chi khac tén goi 1a “SO CHUYEN GIAO BI MAT NHA NUGC”.

b) Phan chuyén giao bi mat nha nudc

Phén chuyén giao bi mat nha nudc duoc trinh bay trén trang gidy kho A4 (210 mm
X 297 mm) bao gom 06 cot theo mau sau:

Ngay chuyén |S6 dén hoic sé di |[Po mat| Pon vi hoic nguwoi nhin [Ky nhan|Ghi chu

(D) 2 3) 4) () (6)

2. Hwéng din ghi

S6 ¢6 thé in theo khd ngang hodc kho doc gém cac cot cu thé nhu sau:

Cot 1: Ghi ngay, thang, ndm chuyén giao bi mat nha nudc cho cic co quan, to chic,
c4 nhan; d6i voi nhimg ngay dudi 10 va thang 1, 2 thi phai thém s6 0 & trudc, vi du: 03/01,
27/7,31/12.

Cot 2: Ghi theo s van ban dén hodc s6 van ban di.

Cot 3: Ghi rd muc d0 mat cua bi mat nha nudc (Tuyét mat, Tbi mat, Mat hodc ghi
ky hi¢u A, B, C).

Cot 4: Ghi tén don vi hoac ca nhan nhan bi mat nha nudec.

Cot 5: Chir ky cua ngudi truc tiép nhan bi mat nha nuée.

Cot 6: Ghi ndi dung can thiét khac (nhu ban sao, ) lugng tai ligu...).

IV. MAU DAU KY HIEU PO MAT

1. Mau d4u chit “A”: Hinh tron, duong kinh 15 mm, c6 hai duong vién xung quanh,
khoang céch giira hai dudng vién 13 01 mm, chiéu cao cta chir “A” 1a 10 mm, dugc trinh
bay ¢ giita hinh tron, bang chit in hoa, ¢& chir 40, kiéu chit times new roman, dung, dam.
Mau dau “A” duoc st dung dé dong bén ngoai bi dyung tai liéu bi mat nha nude do Tuyét
mat.
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2. Mau déu chit “B”: Hinh tron, dudng kinh 15 mm, c6 hai dudng vién xung quanh,
khoang cach giita hai dudng vién 13 01 mm, chiéu cao cta chir “B” 1a 10 mm, dugc trinh
bay & giita hinh tron, bang chit in hoa, ¢& chir 40, kiéu chit times new roman, dimg, dam.
Mau diu “B” duoc sir dung dé dong bén ngoai bi dyng tai liéu bi mat nha nude d6 Toi mat.

10 mm @ 15 mm
N —— v

3. Mau ddu chir “C”: Hinh tron, duong kinh 15 mm, ¢6 hai duong vién xung quanh,
khoang céch giita hai dudong vién 13 01 mm, chiéu cao cta chit “C” 1a 10 mm, dugc trinh
bay ¢ gitra hinh tron, béng chit in hoa, c¢& chir 40, kiéu chit times new roman, dting, dam.
Mau dau “C” duoc st dung dé dong bén ngoai bi dung tai liéu bi mat nha nudc 46 Mat.

—a

10 mm IS mm

V. MAU DAU TAI LIEU THU HOI

Mau dau “TAI LIEU THU HOI”: Hinh chit nhat, kich thuéc 55 mm x 13 mm c6 hai
dudng vién xung quanh, khoang cach gitta hai duong vién 1a 01 mm; hang thir nhét 1a dong
chit “TAI LIEU THU HOI” duoc trinh bay br?mg chit in hoa, ¢& chit 14, kiéu chit times new
roman, dirng, dam; hang th{r hai 1a dong chir “Thoi han” & dau hang va cac dau chdm cho
dén hét, trinh bay bang chir thudng, ¢& chit 13, kiéu chir times new roman; khoang cach
giita hang chir thir nhat va hang chir thtr hai 1a 02 mm.

Dau “TAI LIEU THU HOI” sir dung trong truong hop tai liéu bi mat nha nuée duoc
phat ra trong mot thoi gian nhat dinh, nguoi sir dung chi duoc str dung trong thoi han d6
va nop lai cho noi phat tai liéu. Sau khi déng ddu “TAI LIEU THU HOI” ¢ dong “Thoi
han” phai ghi 16 thoi gian thu hoi tai lidu trude ngay, gid cu thé.
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VI. MAU DAU CHI NGUOI CO TEN MOI PUQC BOC Bi

Mau dau “CHI NGUOI CO TEN MGI PUGC BOC BI”: Hinh chit nhat, kich thuéc
70 mm x 9 mm, c¢6 hai dudng vién xung quanh, khoang cach giira hai dudong vién 1a 01
mm, bén trong 14 hang chit “CHI NGUOI CO TEN MOI BUGC BOC Bi” trinh bay bing
chit in hoa, c¢& chir 14, kiéu chir times new roman, dting, dam, cach déu dudng vién bén
ngoai 02 mm.

Dau “CHI NGUOI CO TEN MOI PUGC BOC BI” str dung trong truong hop
chuyén tai li€u, vat chtra bi mat nha nudc ma chi ngudi nhan mai dugc bdc bi dé bao dam
bi mat cua tai liéu; ngoai bi ghi rd tén ngudi nhan, bd phan chuyén tai liéu phai chuyén tan
tay nguoi cé tén trén bi.

| mm

—_—

CHI NGLT’(‘{l 6 TEN MG PUGC

—————4 2mm

____2mm




8

Phu luc II

VI TRI CAC THANH PHAN TREN TAI LIEU BI MAT NHA NUOC;
MAU DAU CHI PQ MAT; MAU PHIEU PE XUAT PQ MAT CUA VAN BAN;
MAU VAN BAN XAC PINH PO MAT POI VOI VAT, PIA PIEM, LOI NOI,
HOAT PONG HOAC HINH THUC KHAC CHUA Bi MAT NHA NUOC;
MAU DAU THOI HAN BAO VE BI MAT NHA NUOC

I. VI TRi CAC THANH PHAN TREN TAI LIEU Bi MAT NHA NUOC

Vi tri cac dau bao vé bi mat nha nudc, thé hién pham vi luu hanh, s6 luong tai li€u,
tén ngudi soan thao trén van ban hanh chinh theo kho gidy A4: 210 mm x 297 mm nhu
sau:

11 20-25mm 11a 15
16
2 1
P B ) 4
5b 5a Sc
10a 10c 9a
10d
10b 12
18-20mrh
30-35mm >
9 6 7a
13
Q 8 7c
b
14
20-25mmI
¢




Ghi chu:
O sb: Thanh phan thé thtc vin ban
1: Qudc hiéu
2: Tén co quan, to chirc ban hanh vin ban
3: 86, ky hiéu ca vin ban
4: Pia danh va ngay, thang, nam ban hanh van ban
5a: Tén loai va trich yéu noi dung van ban
5b: Trich yéu ndi dung vin ban
5¢: Dau ban in van ban dién tir bi mat nha nude
6: Noi dung van ban
7a, 7b, 7Tc: Quyén han, chtrc vy, ho tén va chir ky cua nguoi co tham quyén
8: DAu cta co quan, td chirc
9a, 9b: Pham vi luu hanh
10a: Dau chi d6 mat (Tuyét mat, Toi mat, Mat)
10b: DAu chi d¢ khan
10c: Dau giai mat
10d: DAu ting mat, giam mat
11: DAu thoi han bao vé bi mat nha nudce
11a: DAu tai liéu thu hdi hodc diu gia han thot han bdo v¢ bi mat nha nudce
12: Chi dan vé du thao vin ban
13: Tén ngudi soan thao, sé lugng tai liéu
14: DAu ban sao bi mat nha nude
15: Ky s6 clia nguoi c6 tham quyén trén ban sao van ban dién tir bi mat nha nudc
16: DAu van ban dién tir bi mat nha nudc dén

Ghi chii: D6i véi cac tai liéu khong duoc trinh bay theo thé thirc va ky thuat ciia
van ban hanh chinh thi vi tri cac loai du bao vé bi mat nha nude duoc thé hién udc lugng
nhu trén van ban hanh chinh. Myc dung dé doéng cac loai dAu bao vé bi mat nha nudc trén
van ban gidy 1a myc mau do.
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II. MAU DAU CHI PO MAT

1. Mau dau “TUYET MAT”: Hinh chit nhat, kich thuéc 40 mm x 8 mm, cé hai
duong vién xung quanh, khoang cach giita hai dudong vién 1a 01 mm; bén trong cua hai
duong vién 1a chit “TUYET MAT” duoc trinh bay bang chit in hoa, ¢& chit 13, kiéu chi
times new roman, dimg, ddm; cach déu dudng vién bén ngoai 1a 02 mm.

| mm
!

- |[TUYET MAT

oo

2 mm

2. Méu dau “TOI MAT”: Hinh chit nhat, kich thuéc 30mm x 8mm, co6 hai duong
vién xung quanh, khoang cach giita hai dudng vién 1a 01mm; bén trong ciia hai duong vién
1a chit “TOI MAT” duoc trinh bay bé“mg chit in hoa, ¢& chit 13, kiéu chir times new roman,
ding, dam; cach déu dudng vién bén ngoai la 02 mm.

I mm

2 mm

|[rér MAT

2 mm

3. Mau dau “MAT”: Hinh chit nhat, kich thudc 20mm x 8mm, co hai duong vién
xung quanh, khoang cach giita hai duong vién 1a 01mm; bén trong cua hai duong vién 1a
chit “MAT” duoc trinh bay béng chit in hoa, ¢& chit 13, kiéu chit times new roman, ding,
dam; cach déu dudng vién bén ngoai la 02 mm.

| mm
2 mm I — ‘

H— :

2 mm
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I1I. MAU PHIEU PE XUAT PQ MAT CUA VAN BAN; MAU VAN BAN XAC
PINH PQ MAT POI VOI VAT, PIA PIEM, LOI NOI, HOAT PONG HOAC HINH
THUC KHAC CHUA Bi MAT NHA NUGC

TRUONG DAI HOC MO CONG HOA XA HQI CHU NGHIA VIET NAM
THANH PHO HO CHI MINH Péc 1ap - Tw do - Hanh phiic
................... (1)
Sé: Thanh phé Hé Chi Minh, ngdy — thdng  nam 202...

PHIEU PE XUAT PQ MAT CUA VAN BAN

Kinh gtri: Ban Gidm hi¢u

Don vi chu tri xay dung van ban: ..........coeovvieiiiiiiiii e,
Ho va tén vién chirc soan thao van ban: ...........ccccceevveevvvvveeiieeeiiiiieeiennns
DE XUAt A0 ML ...

A e

7. SO luong ban phat BANK: .....o.ovoieeeeeeeeeeceeeeeeeeee e,

Y kién ciia ngudi ¢6 thim quyén Lanh dao don vi
(ky, ghi ro ho tén) (ky, ghi ro ho tén)

Ghi chu: Phiéu dé xuat do mdt cua van ban phai dvuoc luu trit cung van ban bi mat
nha nuoc.

(1) Tén don vi thudc, truc thudc Truong.

(2) Ghi 106 viéc xac dinh d§ mat can cur vao quy dinh tai diéu, khoan, diém nao cua
danh muc bi méat nha nudc cu theé.
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TRUONG PAI HOC MO CONG HOA XA HQI CHU NGHIA VIET NAM
THANH PHO HO CHI MINH Péc 1ap - Tw do - Hanh phiic
................... (1)
Sé: Thanh pho Ho Chi Minh, ngay — thdng  ndam 202...

VAN BAN XAC PINH PQ MAT POI VOI VAT, PIA PIEM, LOI NOI,
HOAT PONG, HINH THUC KHAC CHUA Bi MAT NHA NUOC

Kinh gtri: Ban Gidm hi¢u
Tén goi cua vat, dia diém, hoat dong, ndi dung 161 n61 hodc hinh thirc khac chira bi
00 01 0 F: 18 41 (0 1SR RRRRTRURRPRPRRRRRRNE
Pon vi XAC QINN: Lo
INGUOT A& XUAL: <.ttt
DO MAL () e e e
Can ¢l XAC AINN (3): weeiiiieeiie e e

Ngay, thang, ndm X4c GInh:.......ccooooieiiiie e

Y kién ciia ngudi ¢é6 thim quyén Lanh dao don vi
(ky, ghi ro ho tén) (ky, ghi ro ho tén)

Ghi chii: Mau nay duoc ap dung ddi vai vat, dia diém, 161 néi, hoat dong hodc hinh
thire khac chia bi mat nha nude ma khong thé dong dau do mat.

(1) Tén don vi thudc, truc thudc Truong.

(2) Ghi theo do mat cua vat, dia diém, hoat dong, ndi dung 161 nd1 hodc hinh thirc
khac chtra bi mat nha nudc. Truong hop trong vat, dia diém, hoat dong, ndi dung 161 nodi
chira nhiéu thong tin c6 d¢ mat khac nhau thi xac dinh theo d6 mat cao nhat.

(3) Ghi 10 viéc xac dinh d§ mat can cur vao quy dinh tai diéu, khoan, diém nao cta
danh muc bi mat nha nudc cu thé.
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IV. MAU DAU THOI HAN BAO VE Bi MAT NHA NUOC

Mau du “THOI HAN BAO VE BI MAT NHA NUOC”: Hinh chit nhat, kich thuéc
65 mm x 12 mm, ¢6 hai duong vién xung quanh, khoang cach giita hai duong vién 1a 01
mm; hang tht nhat 1a dong chir “THOI HAN BAO VE BMNN?”, trinh bay bang chit in hoa,
¢ chix 13, kiéu chit times new roman, dtimg, dam; hang tha hai la dong chit “Tu:...”, trinh
bay bang chir thuong, ¢& chir 13, kiéu chit times new roman; khoang cach giita hang chir
thir nhat va hang chit th hai 13 02 mm.

I mm

2 nm |

THOT HAN BAO VE BMNN l
T oo

Dau “THOI HAN BAO VE Bi MAT NHA NUGC” dugc thé hién trén tai lidu bi
mat nha nudce c¢6 thoi han bao vé ngén hon thot han quy dinh tai khoén 1 Diéu 19 Luét Bao
vé bi mat nha nuée. O dong “Tur:....” phai ghi rd thoi han bao vé bi mat nha nudc tu thoi
diém nao dén thoi diém nao.
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Phu luc ITI
MAU DAU BAN SAO BI MAT NHA NUOC; MAU VAN BAN GHI NHAN
VIEC CHUP Bi MAT NHA NUGC; MAU SO QUAN LY SAO,
CHUP Bi MAT NHA NUOC

I. MAU DAU BAN SAO Bi MAT NHA NUOC

Mau déu “BAN SAO BI MAT NHA NUGC”: Hinh chit nhat, kich thuéc 60 mm x
40 mm, phia trén 1a hang chit “BAN SAO Bi MAT NHA NUGC”, trinh bay bang chir in
hoa, ¢& chit 13, kiéu chir ding, dam; dudi hang chir “BAN SAO B MAT NHA NUGC”
1a cac hang chir “Co quan, t6 chirc sao” “Ngay, thang, nam”, “S6 lugng, Ban sao s6”, “Noi
nhan”, “Tham quyén sao”, trinh bay bang chir thuong, c¢& chir 13. Kiéu chit ciia cac hang
chit trong ddu “BAN SAO Bf MAT NHA NUOC” 14 kiéu chit times new roman.

Mau dau “BAN SAO Bi MAT NHA NUOC” dugce st dung khi thuc hién sao tai
liéu bi mat nha nude. Tai dong “Thadm quyén sao” ghi rd chirc vu clia ngudi cho phép sao;
khoang tréng bén dudi dong “Tham quyén sao” 1a chir ky ciia ngudi c6 thim quyén, con
dau ciia co quan, to chie (néu c6), ho, tén ciia ngudi c6 tham quyén cho phép sao.

Déiu “BAN SAO B MAT NHA NUOC” duoc dong ¢ phia dudi cing tai trang cudi
cung cua ban sao tai liéu bi mat nha nudec.

4+ BAN SAO BI MAT NHA NUGC

0mm | SO hrgng:........... Binsao so:..........

- - >
60 mm
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II. MAU VAN BAN GHI NHAN VIEC CHUP Bi MAT NHA NUOC
BO GIAO DUC VA PAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG PAI HQC MO Péc 1ap - Tu do - Hanh phiic
THANH PHO HO CHi MINH

VAN BAN GHI NHAN VIEC CHUP TAI LIEU,
VAT CHUA BI MAT NHA NUOC

Tén, loai tai li€u, vat chira bi mat nha nudc dugc chup: ...oooecvvvieiiiiiiiiiee
SO TUONE DAN CHUP: ..o
No1nhan bAn ChUup (1) oo e e
DJ mat cua tai liu, vat chira bi mat nha nudc dugce chup (2): .oooveeeeivieeeiiennnee,

Ngay, thang, ndm chuyp tai li€u, vat chira bi mat nha nudc: .......ccceveeivieennnennne.

Ngudi c6 tham quyeén cho phép chup Nguoi thuce hién chup tai liéu, vat
chira bi mat nha nwéc

(ky, ghi ré ho tén, chirc vu)
(ky, ghi ré ho tén)

Ghi chii: Mau nay ap dung ddi vé6i ban chup tai li¢u, vat chira bi mat nha nuéc khong
thé dong dau ban sao; mau nay dugc giri kém theo ban chup tai liéu, vat chira bi mat nha
nudc cho co quan, td chtrc nhan ban chup.

(1) Ghi 10 tén co quan, t6 chirc nhan ban chup.

(2) Ghi rd do mat cua tai li¢u, vat chira bi mat nha nudc dugc chup (Tuyét mat, Téi
mat, Mat hodc ghi ky hi¢u A, B, C).
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I1I. MAU SO QUAN LY SAO, CHUP BI MAT NHA NUOC

1. Miu s6

So quan 1y sao, chyp bi mat nha nuéc dugce in san, kich thudc 210 mm X 297 mm.
a) Bia va trang dau

Bia va trang dau cua sd quan 1y sao, chup bi mét nha nudc dugce trinh bay theo hinh
minh hoa dudi day:

‘ BO GIAO DUC VA PAO TAO ,
TRUONG PAI HOC MO THANH PHO HO CHi MINH

SO QUAN LY SAO, CHUP Bi MAT NHA NUOC

Nam: ....(I)....
Tw ngay... ..... den ngay... ... 2)......

Quyén s6: ..... (3).....

Ghi chu:
(1) : Nam mé sb quan 1y sao, chup bi mat nha nudec.
(2) : Ngay, thang bat dau va két thuc.

(3) : S6 thir tu ctia quyén so.
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b) Phan quan 1y sao, chup bi mat nha nuée

Phan quén 1y sao, chup bi mat nha nudc duoc trinh bay trén trang gidy kho A4
(210mm x 297mm) bao gdm 09 cot theo miu sau:

tlflg,ay’ Tén loai va Sé Negwoi
ang, , A As . N 1
S6thi | ™M | dung i igw | 8| nun i quyén € | G
tuw sa0, Vﬁgt chli’z{ '[Po mat ban ban éao cho qhg, hi¢n hu
" |chup tai| gy sao, | STOPASP | ga, | CHU
lidw. va BMNN dwgc chu chup | sao, chup chu
1@1111,’Vat sa0, chup up 1p
chira
(1) (2) A3) @ | & (6) (7) ®) | )

2. Huéng dan quan ly

S6 ¢6 thé in theo khd ngang hodc kho doc gém cac cot cu thé nhu sau:
Cot 1: Ghi s6 th ty tir 01 dén khi sir dung hét quyén s6.

Cot 2: Ghi ngay, thang, nam sao tai li¢u, vat chtra bi mat nha nudc; ddi voi nhirng
ngay duoi 10 va thang 1, 2 thi phai thém s6 0 & trude, vi du: 03/01, 27/7, 31/12.

Cot 3: Ghi tén loai va trich yéu ndi dung tai liéu, vat chira bi mat nha nudc duoc

Sao.

Cot 4: Ghi ro do mat cua tai li€u, vat chtra bi mat nha nuéc duoc sao (Tuyét mat,

Tbi mat, Mat hodc ghi ky hiéu A, B, C).

Cot 5: Ghi 15 s lugng ban sao, chup.

Cot 6: Ghi tén co quan, td chirc hodc don vi, cd nhan nhéan ban sao tai li€u, vat chira

bi méat nha nudc.

Cot 7: Ghi tén, chtrc vu ctia ngudi c6 thidm quyén cho phép sao, chup.

Cot 8: Ghi 10 ho tén va chir ky xac nhan cia nguoi thuc hién sao, chup.

Cot 9: Ghi nhitng noi dung can thiét khac.
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Phu luc IV

MAU DAU GIA HAN THOI HAN BAO VE Bi MAT NHA NUOC,
DAU PIEU CHINH PQ MAT, DAU GIAI MAT

I. MAU DAU GIA HAN THOI HAN BAO VE BI MAT NHA NUOC

Mau dau “GIA HAN THOI HAN BAO VE Bf MAT NHA NUOC”: Hinh chit nhat,
kich thuéc 70 mm x 12 mm, c¢é hai duong vién xung quanh, khoang cach giira hai duong
vién 14 01 mm; hang tht nhat 1a dong chit “GIA HAN THOI HAN BAO VE BMNN?”, trinh
bay bang chit in hoa, ¢& chit 13, kiéu chir times new roman, dimg, dam; hang tha hai la
dong chir “Tur:...”, trinh bay bang chit thuong, ¢& chit 13, kiéu chir times new roman;
khoang cach gitta hang chir thi nhat va hang chir th hai 1a 02 mm.

i 1 mm

Dau “GIA HAN THOI HAN BAO VE Bf MAT NHA NUOC” dugc st dung dé
dong trén tai liéu bi mat nha nude duge nguoi co thim quyén quyét dinh gia han thoi han
bao vé bi mat nha nude. Dau “GIA HAN THOI HAN BAO VE BI MAT NHA NUOC”
phai dugc dong trén tai liéu bi mat nha nudce trude khi hét thoi han bao vé bi mét nha nude
va & dong “Tur:....” phai ghi rd thoi gian gia han tir thoi diém nao dén thoi diém nao.

II. MAU DAU PIEU CHINH PQ MAT

1. Mau dau “GIAM XUONG TOI MAT”: Hinh chit nhat, kich thuéc 55 mm x 13
mm, c6 hai duong vién xung quanh, khoang cach gitta hai dudng vién 1a 01 mm; hang th
nhat 1a dong chit “GIAM XUONG TOI MAT?”, trinh bay bang chit in hoa, ¢ chir 14, kiéu
chir times new roman, dting, ddm; hang thtr hai 13 chit “Tir:....” & dau hang va cac dau
chdm cho dén hét, trinh bay béng chir thuong, cd chir 13, kiéu chit times new roman;
khoang cach gitta hang chir thi nhat va hang chir th hai 1a 02 mm.

{ GIAM XUONG TOI MAT|

2 mm

2. Méu dau “GIAM XUONG MAT”: Hinh chit nhat, kich thuéc 50 mm x 13 mm,
c6 hai dudng vién xung quanh, khoang cach giita hai dudng vién 12 01 mm; hang thr nhat
1a dong chit “GIAM XUONG MAT?”, trinh bay bang chit in hoa, ¢ chit 14, kiéu chit times
new roman, dung, dam; hang thw hai la chtt “Tu:...” & dau hang va céc d4u chidm cho dén
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hét, trinh bay bang chit thuong, c¢& chir 13, kiéu chit times new roman; khoang céch giira
hang chit thtr nhat va hang chir tht hai 1a 02 mm.

| mm

4( ;IAM XUONG MAT)|

Dau “GIAM XUONG TOI MAT” va dau “GIAM XUONG MAT” dugc st dung dé
dong trén tai liéu bi mat nha nude ké tir ngay c6 quyét dinh giam do mat ciia ngudi ¢6 thim
quyén va tlr ngay nhan dugc thong bao giam do mat. Sau khi dong dau “GIAM XUONG
TOI MAT” va diu “GIAM XUONG MAT” ¢ dong “Tir:....” phai ghi rd thoi gian giam
mat bat dau tir ngay, thang, nam quyét dinh giam mat.

3. Mau dau “TANG LEN TUYET MAT”: Hinh chit nhat, kich thuéc 55 mm x 13
mm, c6 hai duong vién xung quanh, khoang cach giita hai duong vién 1a 01 mm; hang thi
nhat 1a dong chit “TANG LEN TUYET MAT?”, trinh bay bang chir in hoa, ¢& chit 14, kiéu
chir times new roman, ding, dam; hang thw hai 1a chir “Tu: ...” ¢ dau hang va cic dau
chdm cho dén hét, trinh bay bang chir thuong, ¢ chir 13, kiéu chit times new roman;
khoang cach gitta hang chir thi nhat va hang chir th hai 1a 02 mm.

(1 mm

“miTANhlLNTUYETthF
] :Tu .........................................

4. Mau dau “TANG LEN TOI MAT”: Hinh chit nhat, kich thuéc 50 mm x 13 mm,
¢6 hai dudng vién xung quanh, khoang cach giira hai dudng vién 1a 01 mm; hang thi nhat
1a dong chit “TANG LEN TOI MAT”, trinh bay bang chit in hoa, ¢& chit 14, kiéu chit times
new roman, dang, dadm; hang thur hai la chir “Tu: ..... ” & dau hang va céc dau chdm cho
dén hét, trinh bay bang chir thudng, ¢& chit 13, kiéu chir times new roman; khoang cach
giita hang chir thir nhat va hang chir thtr hai 1a 02 mm.

I mm

rAN(, LEN TOI MAT |

2 mm

Dau “TANG LEN TUYET MAT” va ddu “TANG LEN TOI MAT” dugc sir dung
dé dong trén tai liéu bi mat nha nude ké tir ngay c6 quyét dinh ting d6 mat cua nguoi co
thAm quyén va tir ngdy nhan duoc thong béo ting d6 mat. Sau khi dong dau “TANG LEN
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TUYET MAT” va ddu “TANG LEN TOI MAT” & dong “Tir:...” phai ghi rd thoi gian ting
d6 mat bat dau tir ngay, thang, nim quyét dinh ting do mat.
III. MAU DAU GIAI MAT
Mau diu “GIAI MAT”: Hinh chit nhat, kich thuéc 30mm x 13mm, ¢ hai dudng

vién xung quanh, khoang cach giita hai duong vién 1a 01 mm; hang thir nhat 1a dong chir
“GIAI MAT?”, trinh bay bﬁng chit in hoa, ¢& chit 14, kiéu chit times new roman, ding,

thoi gian giai mat bat dau tir ngay, thang, nam quyét dinh giai mat.

Dau “GIAI MAT” duoc st dung dé déng trén tai liéu bi mat nha nudc ké tir ngay
c6 quyét dinh giai mat ciia nguoi co thim quyén va tir ngdy nhin duoc thong bao giai mat
hodc d6i véi truong hop quy dinh tai diém b khoan 1 Diéu 22 Luat Bao vé bi mat nha nudc.

1 mm

2 mm :JL;IXI MAT

P
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