Phu luc

CAC QUY PINH TRONG CONG TAC BAO VE Bi MAT NHA NUGC
(Kém theo Quyér dinh sé ........ /OD-DHTN ngay ....... thang 12 nam 2020

cua Truong Dai hoc Tay Nguyén)

I. DANH MUC CAC QUY PINH TRONG CONG TAC BAO VE BMNN
(Theo Thong tu s 24/2020/TT-BCA ngay 10/3/2020, cua B truéng Bo Cong an)

I\flflu SO , Noi dung ”

Mau s0 01 | Van ban xac dinh d6 mat doi voi vat, dia diém, 101 noi, hoat dong,
hinh thirc khac chira bi mat Nha nudce

Mau s6 02 | Dau chi d6 Tuyét mat, T6i mat, Mat

Mau s6 03 | Dau ky hiéu A, B, C

M 56 04 D’éu Thoi han bao vé bi mat Nha nudc; d4u Gia han thoi han bao vé
bi mat Nha nudc

Mau s6 05 | Dau Gidi mat

Mau s6 06 | Dau diéu chinh do mat

Mau s6 07 | Dau Tai liéu thu héi; diu Chi ngudi ¢é tén méi duge boc bi

Mau s6 08 | Dau quan 1y s6 luong tai liéu bi mat Nha nuéc

Mau s6 09 | Dau sao, chup bi mat Nha nudc

Mau s6 10 | Vin ban trich sao

Mau s6 11 | D4u Ban sao

Mau s6 12 | S6 quan Iy sao, chup bi mat Nha nuéc

Mau s6 13 | Vian ban ghi nhan viéc chup tai li¢u, vat chira bi mat Nha nudc

Mau s6 14 | SO dang ky bi mat Nha nudc di

Mau s6 15 | S6 dang ky bi mat Nha nuéc dén

Mau s6 16 | S6 chuyén giao bi mat Nha nudc

Mau s6 17 | Vin ban dé nghi cung cap, chuyén giao bi mat Nha nudc

Mau s6 18 | Théng ké bi mat Nha nuéc

Mau sd 19

So d6 vi tri dau mat trén van ban




I1. MAU QUY PINH CONG TAC BAO VE BI MAT NHA NUOC

MAU SO 01
............. (1) CONG HOA XA HQI CHU NGHIA VIET NAM
............. (2) Poc 1ap - Tw do - Hanh phac

VAN BAN XAC DINH PO MAT DOI VOI VAT, DIA PIEM, LOI NOI
HOAT PONG, HINH THU'C KHAC CHUA Bi MAT NHA NUOC

Tén goi cua vat, dia diém, hoat dong, noi dung 1oi néi hoic hinh thic khac
chra bi Mat Nha nuGC: ... o e,

Co quan, t6 Chite XAc dINN: ..ot
NGUOL A8 XUAL ..ot el
DO MaAL (B): o
Can clr Xac AINN (4): .o

Ngay, thang, nam xac dinh: ....... ...

Lanh dao co quan, t6 chirc xac dinh
bi mat Nha nudc
(ky, ghi vé ho tén, chirc vu)

Ghi chi: Mau nay dugc 4p dung ddi véi vat, dia diém, Ioi néi, hoat dong hoac hinh thic
khéc chtra bi mat Nha nudc ma khong thé dong dau do mat.

(1) Tén co quan chu quan.
(2) Tén co quan, to chirc xac dinh bi mat Nha nudc.

(3) Ghi theo do mat cua vat, dia diém, hoat dong, ndi dung loi néi hoac hinh thirc khac
chua bi mat Nha nude. Truong hop trong vat, dia diem, hoat dong, noi dung loi ndi chira
nhi¢u thong tin c6 d6 mat khac nhau thi xac dinh theo 6 mat cao nhat.

(4) Ghi rd viéc xac dinh d6 mat cin clr vao quy dinh tai diéu, khoan, diém nao cua danh
muc bi mat Nha nudc cu thé.
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MAU SO 02
1. Mﬁu dau “TUYET MAT”: Hinh chit nhat, kich thuéc 40mm x 8mm, ¢6 hai
duong vien xung quanh, khoang cach gitra hai duong vien la 01mm; bén trong cua
hai duong vién la chit “TUYET MAT” duoc trinh bay bang chit in hoa, ¢& chir 13,
Kiéu chir times new roman, dimg, dam; cach déu duong vien bén ngoai la 02mm.

|lmm

TUYET MAT

2 mm

2 mm

2. Mau dau “TOIl MAT”: Hinh chit nhat, kich thuéc 30mm x 8mm, c6 hai
dudng vién xung quanh, khoang cach giita hai dudng vién 1a 01mm; bén trong cua
hai duong vién 1a chit “TOl MAT” dugc trinh bay bang chit in hoa, ¢& chir 13, kiéu
chir times new roman, dimg, dam; cach déu duong vién bén ngoai 1a 02mm.

I]mm

TOI MAT

'

i
2 mm

2 mm

3. Mau dau “MAT”: Hinh chit nhat, kich thugc 20mm x 8mm, c6 hai
duong vién xung quanh, khoang céach gitta hai duong vién 1a 01mm; bén trong
cta hai duong vién 1a chit “MAT” dugc trinh bay bang chit in hoa, ¢ chir 13,
kiéu chir times new roman, dtng, dam; cach déu duong vién bén ngoai 1a 02mm.

| mm

MA T
|
2 mm

2mm .

MAU SO 03

1. Mau d4u chit “A”: Hinh tron, duong kinh 15mm, ¢6 hai dudng vién xung
quanh, khoang cach giita hai duong vién 1a 01mm, chiéu cao cua chir “A” 1a
10mm, dugc trinh bay & giita hinh tron, bang chit in hoa, ¢& chir 40, kiéu chix
times new roman, dung, dam. Mau dau “A” duoc sir dung dé dong bén ngoai bi
dung tai liéu bi mat nha nudc d Tuyét mat.

| 13 mm



4

2. Mau dau chir “B”: Hinh tron, dudng kinh 15mm, ¢6 hai duong vién xung
quanh, khoang céch gitra hai duwong vién 1a 01 mm, chiéu cao cua chir “B” 1a
10mm, dugc trinh bay & giita hinh tron, bang chir in hoa, ¢& chir 40, kiéu chir
times new roman, dung, dim. Mau dau “B” duoc sir dung dé déng bén ngoai bi
dung tai liéu bi mat nha nude do Toi mat.

AT

10 mm ilI

l |
=78

|5 mm

3. MAu dau chix “C”: Hinh tron, duong kinh 15mm, c6 hai duong vién xung
quanh, khoang cach giita hai duong vién 1a 01lmm, chiéu cao cua chit “C” la
10mm, duogc trinh bay & gitta hinh tron, bang chit in hoa, C& chir 40, kiéu chir
times new roman, ding, ddm. Mau dau “C” duogc sir dung dé dong bén ngoai bi
dung tai liéu bi mat nha nudc do Mat.

o

/—N
10 mm |IIC |} | 15mm

. — A

MAU SO 04

1. Mau dau “THOI HAN BAO VE BI MAT NHA NUGC”: Hinh chit nhat,
kich thugc 70mm x 12mm, c6 hai dudng vién xung quanh, khoang céch giira hai
duong vién 1a 01mm:; hang tha nhat 1a dong chir “THOI HAN BAO VE Bi MAT
NHA NUOC?”, trinh bay bang chit in hoa, ¢& chit 13, kiéu chit times new roman,
dung, dam; hang thi hai la dong chix “Tu ..ngay..thang..nam...dén
ngay...thang...ndm...”, trinh bay bang chir thuong, ¢& chir 10, kiéu chir times new
roman; khoang cach giira hang chit thir nhat va hang chit thi hai 1a 02mm.

Mau dau “THOI HAN BAO VE BI MAT NHA NUGC” dugc &p dung doi
vaéi thoi han bao vé bi mat nha nudce theo quy dinh tai khoan 2 bicu 19 Luat Bao
vé bi mat nha nudc.

| mm

... ___THOIHANBAO VE BMNN —]j
- | [Tu ngdy.....théng....nam......d¢n ngdy.... thing....ndm...... ]

([T ngdy....hang...

2. Mau dau “GIA HAN THOI BAO VE Bi MAT NHA NUGC”: Hinh chit
nhat, kich thudc 70mm x 12mm, ¢6 hai duong vién xung quanh, khoang céch
gitta hai duong vién 12 01mm; hang tht nhat 12 dong chir “GIA HAN THOI HAN
BAO VE Bi MAT NHA NUOC”, trinh bay bang chit in hoa, ¢& chix 13, kiéu chir
times new roman, dung, dam; hang tha hai la dong cher “Tu
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...ngéy...thg’mg...ném...dén ngay...thang...ndm...”, trinh bay bang chi thuong, 6
chir 10, kiéu chir times new roman; khoang céch gitra hang chir thir nhat va hang
chir tha hai 1a 02mm.

I mm

*******

_..GIA HA\I THOT HAN BAO VE BMNN

[lunz’n) théng....nam.......d€n ngdy....thing ... nm

2 mam

MAU SO 05

Mau dau “GIAl MAT”: Hinh chix nhat, kich thuéc 30mm x 13mm, c6 hai
duong vién xung quanh, khoang céch giira hai duong vién 1a 01mm; hang tha
nhat 14 dong chit “GIAl MAT” trinh bay bang chit in hoa, ¢& chit 14, kiéu chir
times new roman, dtmg, dam; hang thir hai la chir “Tu:.....” ¢ dau hang va cac
dau cham cho dén hét, trinh bay bang chit thuong, ¢& chir 13, kiéu chir times new
roman; khoang cach gira hang chir tha nhat va hang chit tht hai 1a 02 mm. Sau
khi dong dau “GIAl MAT” & dong “Tur:....” phai ghi r0 thoi gian giai mat bat dau
tir ngay, thang, nam lanh dao c6 tham quyén ky quyét dinh giai mat.

Dau “GIAl MAT” duoc st dung dé dong trén tai liéu bi mat nha nudc keé tur
ngay c6 quyét dinh giai mat ciia ngudi ¢ tham quyén va tir ngay nhan duoc thong
bao giai mat hoic d6i véi truong hop quy dinh tai diém c, khoan 2 biéu 22 Luat
Bao vé bi mat nha nudc.

| rwm

y %:mfm AT
P i';'_'.: -l i,

MAU SO 06

1. Mu dau “GIAM XUONG TOI MAT”: Hinh chi¥ nhat, kich thuéc 55mm
X 13mm, ¢6 hai duong vién xung quanh, khoang cach gitta hai duong vién la 01
mm; hang tha nhat 1a dong chit “GIAM XUONG TOI MAT”, trinh bay bang chix
in hoa, ¢& chit 14, kiéu chir times new roman, dung, dam; hang tht hai 1a chir
“Tir:....” & dau hang va cac dau cham cho dén hét, trinh bay bang chir thuong, ¢
chir 13, kiéu chit times new roman; khoang cach giita hang chir thi nhat va hang
chir tha hai 1a 02mm.

I mm

e

_..(:IA’VI XUO\(. TOI '\1AT

2 mm

2. Mau dau “GIAM XUONG MAT”: Hinh chit nhat, kich thuoc 50mm x
13mm, c6 hai duong vién xung quanh, khoang céach gitra hai duong vién 1a
01mm; hang thit nhat 1a dong chir “GIAM XUONG MAT?”, trinh bay bang chit in
hoa, ¢& chit 14, kiéu chir times new roman, dung, ddm; hang thi hai 1a chi
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“Tir......” & dau hang va cac dau cham cho dén hét, trinh bay bang chir thuong,
cd chir 13, kiéu chir times new roman; khoang cach gitra hang chi thir nhat va
hang chir thir hai 1a 02mm.

1lmm
.. [GIAM XUGNG MAT|
TR - RN -

Dau “GIAM XUONG TOI MAT” va déu “GIAM XUONG MAT” duoc str
dung dé dong trén tai li¢u bi mat nha nudc ké tir ngay c6 quyét dinh giam d6 mat
Cla nguoi c6 tham quyen va tur ngay nhan duoc thong bao giam d6 mat. Sau khi
dong dau “GIAM XUONG TOI MAT” va dau “GIAM XUONG MAT” ¢ dong
“Tu:....” phai ghi r0 thoi gian giam mat bat dau tir ngay, thang, nam lanh dao c6
tham quyén quyét dinh giam mat.

3. Mau dau “TANG LEN TUYET MAT”: Hinh chit nhat, kich thugc
55mm x 13mm, c6 hai dudng vién xung quanh, khoang céach gitta hai duong vién
la 02mm; hang thtr nhat 1a dong chit “TANG LEN TUYET MAT?”, trinh bay bang
chit in hoa, ¢& chit 14, kiéu chit times new roman, dimg, dam; hang th hai 1 chir
“Tir.......” & dau hang va cac dau cham cho dén hét, trinh bay bang chit thuong,
¢ chir 13, kiéu chix times new roman; khoang cach giira hang chir tha nhat va
hang chir thir hai 1a 02mm.

| mm

TAI\G LEN TUYET MAT

4. Mu dau “TANG LEN TOI MAT”: Hinh chit nhét, kich thuéc 50mm X
13mm, c6 hai duong vién xung quanh, khoang cach gitra hai duong vién la
01mm; hang thit nhat 12 dong chit “TANG LEN TOI MAT?, trinh bay bang chit
in hoa, ¢ chit 14, kiéu chit times new roman, duang, dam; hang tht hai 1a chit
“TU:....... » & dau hang va cac diu chim cho dén hét, trinh bay bang chir thuong,
¢ chir 13, kiéu chix times new roman; khoang cach giira hang chir tha nhat va
hang chir thir hai 1a 02mm.

I mm

__..TAN(; LEN TOI MAT

2mm*

Dau “TANG LEN TUYET MAT” va diu “TANG LEN TOI MAT” dugc
st dung dé dong trén tai liéu bi mat nha nudc ké tir ngay c6 quyét dinh tang do
mat cta nguoi cd tham quyén va tir ngay nhan dugc thong bao ting do mat. Sau
khi déng dau “TANG LEN TUYET MAT” va dau “TANG LEN TOI MAT” ¢
dong “Tu:......... » phai ghi rd thoi gian ting do mat bat dau tir ngay, thang, nim
lanh dao c6 tham quyén quyét dinh ting d6 mat.
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MAU SO 07

1. Mau ddu “TAI LIEU THU HOI”: Hinh chir nhat, kich thugc 55mm x
13mm c6 hai duong vién xung quanh, khoang cach giita hai duong vién 1a 01mm;
hang tht nhat 12 dong chix “TAI LIEU THU HOI” dugc trinh bay bang chit in
hoa, c¢& chir 14, kiéu chir times new roman, démg, dam; hang th hai 1a dong chi
“Thoi han” & dau hang va cac dau cham cho dén hét, trinh bay bang chir thuong,
¢ chir 13, kiéu chix times new roman; khoang cach giira hang chir tha nhat va
hang chir thir hai 1a 02mm.

Dau “TAI LIEU THU HOI” st dung trong truong hop tai liéu bi mat nha
nude dugc phét ra trong mot thoi gian nhat dinh, ngudi st dung chi dugc si dung
trong thoi han d6 va ndp lai cho noi phat tai liéu. Sau khi dong dau “TAI LIEU THU
HOI” & dong “Thoi han” phai ghi rd thoi gian thu hoi tai liéu trudc ngay, gio cu thé.

| mm

TAI LIEU THU HOT

2 mm

=
=2
o
E

2. Mau dau “CHI NGUOI CO TEN MOI bUGC BOC BI”: Hinh chir nhat,
kich thuéc 70mm x 9mm, c6 hai duong vién xung quanh, khoang céch giira hai
duong vién 1a 01mm, bén trong I1a hang chit “CHI NGUOI CO TEN MOI BUGC
BOC BI” trinh bay bﬁng chir in hoa, ¢ chir 14, kiéu chit times new roman, dung,
dam, cach déu duong vién bén ngoai 02mm.

Dau “CHI NGUOI cO TEN MOI BUGC BOC BI” sir dung trong trudng
hop chuyén tai liéu, vat chiza bi mat nha nuéc ma chi ngudi nhan méi dugc boc bi
dé bao dam bi mat cua tai liéu; ngoai bi ghi 16 tén ngudi nhan, bo phan chuyén tai
liéu phai chuyén tan tay nguoi cO tén trén bi.

lnm

CHI NGUOT CO TEN MO1 BUGC BOC Bi

2mm

MAU SO 08

Mau dau “BAN SO” hinh chit nhat, kich thuéc 30mm x 8mm, c6 01 duong
vién xung quanh, bén trong duong vién 1a hang chit “BAN SO”, duoc trinh bay
bang chit in hoa, c& chit 14, kiéu chit times new roman, ding, dam. Mau dau
“BAN SO” duogc st dung dé quan Iy s6 lugng tai lieu bi mat nha nuéc phat hanh
dén cac co quan, to chuc; mau dau “BAN SO” duogc dong trén trang dau cua tai
liéu, & phia trén bén trai. Vi du: Ban s6 1 duoc gui cho Bo Ngoai giao s& ghi nhu
sau “BAN SO: 01”.

smn | [BAN SO:........

30 mum
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MAU SO 09

Mau dau “BAN SAO BI MAT NHA NUOC”: Hinh chit nhat, kich thuéc
60mm x 40mm, phia trén la hang chit “TEN CO QUAN, TO CHUTC”, trinh bay
bang chit in hoa, ¢& chir 14, kiéu chit ding, ddm; dudi hang chit tén co quan, to
chuc 1a céc hang chit “Sao y ban chinh/Sao luc”, “ngdy, thang, nim”, “sb luong”,
“noi nhan”, “Tham quyén sao”, trinh by bang chit thuong, ¢& chir 13. Kiéu chit
cua cac hang chit trong ddu “BAN SAO BI MAT NHA NUGC” 1a kiéu chir times
new roman.

Mau dau “BAN SAO BI MAT NHA NUOC” duoc sir dung khi thyc hién
“Sao y ban chinh” hodc “Sao luc”. Néu la ban sao y ban chinh thi ghi r6 1a sao y,
ban sao lyc thi ghi rd 14 sao lyc. Tai dong “Tham quyén sao” ghi rd chirc vy cua
ngudi cho phép sao; khoang trong bén dudi dong “Tham quyén sao” 1a chir Ky
cua ngum céd tham quyén, con dau cia co quan, to chic (néu c6), ho tén cua
ngudi c6 tham quyén cho phép sao.

Dau “BAN SAO Bi MAT NHA NUOC” duoc dong ¢ phia dudi clng tai
trang cudi cua ban sao tai liéu bi mat nha nuéc.

"TEN CO QUAN, TO CHUC
Sao y ban chinh/Sao luc:..........cccoerueencs

40 mm

60 mm



................................. (1) TRICH SAO

..(3)../TS-...(4) wi(5)... . ,hgay thang nam 20...

Noi nhdgn:

Ghi chu:

(1) Tén co quan, té chtrc chu quan (néu co).

(2) Tén co quan, td chiic sao van ban.

(3) S6 cua ban trich sao.

(4) Ky hiéu cua van ban duoc trich sao, vi du: QD-TTg hoac BC-BCA.
(5) bia danh.

(6) Chirc vu ctia nguoi ¢6 thim quyén sao.

(7) Viét tat hoac ghi phién hiéu co quan, to chuc sao.

(8) Viét tat tén ngudi sao, ghi rd s6 luong ban sao, vi du: (Q, 05).

(9) Ghi rd ho tén ctia ngudi ¢ thim quyén cho phép sao.
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MAU SO 11

Mau dau “BAN SAO SO”: Hinh chit nhat, kich thuéc 37mm x 8mm, c6
mot duong vién xung quanh, bén trong 1a hang chit “BAN SAO SO”, trinh bay
bang chir in hoa, c& chir 14, kiéu chit times new roman, dting, dam. Dau “BAN
SAO SO” duoc dong & goc trén bén phai tai trang dau caa ban sao tai liéu bi mat
nha nuoc.

tom IBAN SAO SO.....

-

3T mim



11

. MAUsO12 o
SO QUAN LY SAO, CHUP Bi MAT NHA NUGC

1. Mau s

S6 quan ly sao, chup bi mat Nha nude duoc in sin, kich thugc 210mm x
297mm.

a) Bia va trang dau

Bia va trang dau cua sé quan ly sao, chup bi mat Nha nuée duoc trinh bay
theo hinh minh hoa dudi day:

SO QUAN LY SAO, CHUP Bi MAT NHA NUGC

Néam: ... (3)...

Tir ngay ....... dénngay ... (4)..........

Quyén $6: ....(5)...

Ghi cha:

(1): Tén co quan, to chirc cha quan cap trén tryc tiép (néu co).
(2): Tén co quan, t6 chic.

(3): Nam mo s6 quan ly sao, chup bi mat Nha nuéc.

(4): Ngay, thang bat dau va két thuc.

(5): S thir ty cua quyén sb.
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b) Phan quan 1y sao, chup bi mat Nha nudc

Phan quan 1y sao, chup bi mat Nha nudc duoc trinh bay trén trang giay kho
A4 (210mm x 297mm) bao gom 09 c¢ot theo mau sau:

NOaY. than Tén loai va
g‘y, 9 trich yeu noi £ .~ | Nguoico =
Z .. NAM Sao, N SO lugng Noi nhan |, : x| Nguol .
So thir +- 1. dung tai liéu, P . tham quyeén - Ghi
chup tai ligu, N b6 mat | ban sao, | ban sao, > thuc hién .
tu At vat chira cho phép chu
vat chira chup chup sao, chup
BMNN duoc sao, chup
BMNN
sao, chup
) (2) 3 4 ®) (6) ) (8 ©)

2. Huéng dan quan ly

Cot 1: Ghi s6 tht tu tir 01 dén khi st dung hét quyén s6.

Cot 2: Ghi ngay, thang, nam sao tai lieu, vat chtra bi mat Nha nuéc; ddi véi
nhimg ngay dudi 10 va thang 1, 2 thi phai thém so6 0 ¢ trudc, vi du: 03/01, 27/7, 31/12.
Cot 3: Ghi tén loai va trich yéu noi dung tai liéu, vat chaa bi mat Nha nudc
duoc sao.

Cot 4: Ghi rd do mat cua tai liéu, vat chira bi mat Nha nudc duogc sao
(Tuyét mat, Toi mat, Mat hoac ghi ky hiéu A, B, C).

Cot 5: Ghi 18 s6 lugng ban sao.

Cot 6: Ghi tén co quan, t6 chic hodc don vi, ca nhan nhan ban sao tai liéu,
vat chira bi mat Nha nuéec.

Cot 7: Ghi tén, chirc vu cia ngudi ¢ tham quyén cho phép sao.

Cot 8: Ghi rd ho tén va chit ky xac nhan ctaa nguoi thuc hién sao.

Cot 9: Ghi nhitng ndi dung can thiét khac.
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MAU SO 13
............. (D) CONG HOA XA HQI CHU NGHIA VIET NAM
............. () Doéc 1ap - Tw do - Hanh phuc

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

Tén, loai tai liéu, vat chira bi mat Nha nudc duoc chup: ..................

SO THONG DAN CRUP: « .o

Noinhan ban chup (3): ..o

Do mat cua tai liéu, vat chira bi mat Nha nude dugc chup (4): ...........

Ngay, thang, nam chup tai liéu, vat chira bi mat Nha nuoc: ...............
Nguoi thuc hién chup tai ligu,

vat chira bi mat Nha nudce
(ky, ghi ro ho tén)

Lanh dao co quan, t6 chirc cho phép chup
tai liéu, vat chira bi mat Nha nudc
(ky, ghi ro ho tén, chirc vu)

Ghi cht: Mau nay ap dung d6i vai ban chup tai liéu, vat chira bi mat Nha nudc khong
thé dong du ban sao, _chup hodc truong hop chyp tai liéu bi mat Nha nuéc dé gui co quan, to
chirc theo phap luat vé co yéu; mau nay duoc gui kém theo ban chup tai ligu, vat chira bi mat
Nha nuéc cho co quan, to chirc nhan ban chup.

(1) Tén co quan, t6 chuc.
(2) Tén co quan, t6 chtc quan Iy, sir dung tai liéu, vat chira bi mat Nha nuéc.
(3) Ghi 13 tén co quan, t6 chizc nhan ban chup.

(4) Ghi 16 do mat cua tai liéu, vat chta bi mat Nha nude duoc chup (Tuyét mat, Toi
mat, Mat hoac ghi ky hiéu A, B, C).
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0 MAUSO14
SO PANG KY Bi MAT NHA NUGC PI

1. MAu s6
S6 dang ky bi mat Nha nude di duoc in sin, kich thuéc 210mm x 297mm.
a) Bia va trang dau

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

SO PANG KY Bi MAT NHA NUGC DI

Nam: ... (3)...
Tit ngay ... ... dén ngay ... (4)
TS0 i dénse ........ (3)

Quyén §6: ....(6)...

Ghi cha:

(1): Tén co quan, to chirc chii quan cap trén truc tiép (néu o).

(2): Tén co quan, t6 chuc.

(3): Nam mé s6 ding ky bi mat Nha nuéc di.

(4): Ngay, thang bt dau va két thuc dang ky van ban trong s6.

(5): S6 thir ty ding ky van ban mat di dau tién va cudi cing trong so.
(6): S6 thur tu cua quyén so.
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b) Phan dang bi mat Nha nudc di.
Phan quan Iy bi mat Nha nuéc di duoc trinh bay trén trang gidy kho A4

(210mm x 297mm) bao gém 09 cot theo mau sau:

sé, ky hiéu Ngay thang | Tén loai va
S [tai ligu, vatXac dinh tai | trichyeunoi |~ 0 i | Noi [Ponvi| Sé | Ghi
hi , liéu, vat | dung tai liéu, |D06 mat . . .
the tu| chta chaa vat chia ky nhan | luu |luong | chu
BMNN BMNN BMNN
) (2) 3) 4) ®) (6) ) @8 | (9 |(10)

2. Hwéng dan ding ky

Cot 1: Ghi s6 thtr tu tir 01 dén khi st dung hét quyén sé.

Cot 2: Ghi s6 va ky hiéu cua tai liéu, vat chira bi mat Nha nuéc.

Cot 3: Ghi ngay, thang, ndm cua van ban; d6i voi nhimg ngay dudi 10 va
thang 1, 2 thi phai thém s6 0 ¢ trudc, vi du: 03/01, 27/7, 31/12.

- Cot4: Ghi tén loai va trich yéu noi dung tai liéu, vat chira bi mat Nha nudc;
doi voi bi mat Nha nudce di co d6 mat “Tuyét mat” thi chi dugc ghi vao cét trich yéu
ndi dung sau khi dugc phép cua lanh dao xac dinh o mat bi mat Nha nudc do.

Cot 5: Ghi rd d6 mat cua tai liéu, vat chira bi mat Nha nudc (Tuyét mat, Toi
mat, Mat hoac ghi ky hiéu A, B, C).

Cot 6: Ghi tén cta nguoi ky tai liéu bi mat Nha nudc.

Cot 7: Ghi tén cac co quan, to Chl’IC‘ hoac don vi, cd nhan nhan tai liéu, vat
chura bi mat Nha nude nhu duoc ghi tai phan noi nhan cua tai liéu.

Cot 8: Ghi tén don vi luu tai liéu.

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

Cot 10: Ghi nhitng noi dung can thiét khac.
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o “MAUSO1
SO PANG KY Bi MAT NHA NUGC BEN

1. MAu s

S6 dang ky bi mat Nha nudc dén duoc in sin, kich thudc 210mm x 297mm.

a) Bia va trang dau

Bia va trang dﬁg cua so dang ky bi mat Nha nudce dén duoc trinh bay tuong
tw nhu bia va trang dau cua s6 dang Ky bi mat Nha nuéc di, chi khac tén goi la
“SO PANG KY Bl MAT NHA NUOC DEN”.

b) Phan ding ky bi mat Nha nudc dén

Phan quan Iy bi mat Nha nudce dén duoc trinh bay trén trang gidy kho A4
(210mm x 297mm) bao gom 09 cét theo mau sau:

Lo X Co quan, t6 chuc oz | . . |Tén loai va n S .

Sot;h“ N9 55 dén | ban hanh tai licu, Sﬁi’éﬁy NI wricnyéu | PO fr)l"ggilnhhoéic Shhljl
; vat chira BMNN | ¢ 9 | noidung @ Mt 8 ;

1) (2) 3) 4) 5) (6) (1) (8) (9 (10

2. Hwéng din ding ky

Cot 1: Ghi so thir ty tir 01 dén khi st dung hét quyén so.

Cot 2: Ghi theo ngay, thang dugc ghi trén dau dén.

Cot 3: Ghi theo s6 dugc ghi trén dau dén.

Cot 4: Ghi co quan, to chic ban hanh tai lidu, vat chiza bi mat Nha nuéc.

Cot 5: Ghi s6 va ky hiéu cua tai liéu, vat chira bi mat Nha nuéce dén.

Cot 6: Ghi ngdy, thdng, nam ctia van ban mat dén; doi v6i nhimg ngay dudi
10 va thang 1, 2 thi phai thém s6 0 ¢ truéc, vi du: 03/01, 27/7, 31/12,

Cot 7: Ghi tén loai va trich yéu noi dung cua tai liéu, bi mat Nha nuéce dén.

Cot 8: Ghi rd d6 mat cua tai liéu, vat chira bi mat Nha nudc (Tuyét mat, Toi
mat, Mat hoac ghi ky hiéu A, B, C).

Cot 9: Ghi tén don vi hodc c& nhan nhan tai liéu, vat chira bi mat Nha nude dén.
Cot 10: Ghi nhitng noi dung can thiét khac.
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7 ~ MAUSO 16 o
SO CHUYEN GIAO Bi MAT NHA NUOC

1. Miu sb

S6 chuyén giao bi mat Nha nuée duoc in sin, kich thugc 210mm x 297mm.

a) Bia va trang dau

~ Biavatrang dau cta so duoc trinh bay tuong tur nhu bia va trang dau cua

S6 dang ky bi mat Nha nudc di, chi khac tén goi la “SO CHUYEN GIAO BI
MAT NHA NUOC”.

b) Phan chuyén giao bi mat nha nudc

Phan chuyeén giao bi mat Nha nude duoc trinh bay trén trang giay kho A4
theo chiéu rong (210mm x 297mm) hodc theo chicu dai (148mm X 210mm) bao
gom 06 cot theo mau sau:

Ngay chuyén| S6é dén hoicsoé di = P mat bon vi hof'lc Ky nhan Ghi cha
ngwoi nhan
) (2) 3 4) ®) (6)

2. Hwéng din ghi
Cot 1: Ghi ngay, thang, nam chuyén giao bi mat Nha nuéc cho cac co quan,

t6 chirc, c& nhan; ddi voi nhimg ngay dudi 10 va thang 1, 2 thi phai thém $60 ¢
trude; ndm duoc ghi bang hai chir s6 cudi cua nam, vi du: 03/01, 27/7, 31/12.

Cot 2: Ghi theo sé dugc ghi trén dau “dén”; s van ban di.

Cot 3: Ghi rd mac do mat cua bi mat nha nuéc (Tuyét mat, Toi mat, Mat
hoac ghi ky hiéu A, B, C).

Cot 4: Ghi tén don vi hoac ca nhan nhan bi mat Nha nuaec.

Cot 5: Chit ky cta nguoi truc tiép nhan bi mat Nha nuéc.

Cot 6: Ghi noi dung can thiét khac (nhu ban sao, s6 luong tai liéu...).
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MAU SO 17

............... (1) CONG HOA XA HQI CHU NGHIA VIET NAM
............... (2) Poc 1ap - Tw do - Hanh phic

VAN BAN PE NGHI CUNG CAP, CHUYEN GIAO Bi MAT NHA NUOC

Kinhgui: ... ()i,

Tén co quan, té chuc hoic ca nhan dé nghi cung cap, chuyén giao bi mat

Ho va tén nguoi dai dién cua co quan, to chiic hodc ca nhan dé nghi cung
cap, chuyén giao bi mat NNA nudcC: ..o

Vi tri cong tac cta nguoi dai dinhoac cdnhan: ..............................
Bi mat Nha nuéc dé nghi cung cap, chuyén giao:

................................................ ) oo
D6 mat caa bi mat Nha nudce dé nghi cung cap, chuyén giao..................
Muc dich str dung bi mat Nha nudC: ...
Cam két bao vé bi mat Nha nu6C:........oovvvneeieennn... () -

Co quan, td chirc hodc ca nhan dé nghi
(ky, ghi ré ho tén, chirc vu va déng dau)

Ghi cha:

(1) Tén co quan, to chtrc d& nghi cung cap, chuyén giao bi mat Nha nudc
(2) S6, ky hiéu caa vin ban d& nghi cung cap, chuyén giao

(3) Co quan, t6 chtic quan 1y, xac dinh bi mat Nha nudc

(4) Loai, trich yéu noi dung caa bi mat Nha nudc

(5) Truong hop cung cap, Chuyén’giao bi mat Nha nugce cho co quan, tf) chue, ca nhan nuéc
ngoai phai cam ket khdng cung cap cho bén tha ba, néu khéng ¢6 su dong y caa bén cung cap.
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MAU SO 18

THONG KE Bi MAT NHA NUOC

S6, ky hiéu cua | Tén loai, trich yéu Thoi gian xac | Co quan, t6 chirc
STT [tai liéu, vat chira| tai liéu, vat chira | mat| dinh hoac tiep |xac dinh hoac tiep| Ghi chd
bi mat Nha nudc| bi mat Nha nudc nhan, luu gitrt | nhan, luu gitr
(1) (2) (©) (4) ©)] (6) ()
Linh dao co quan, to chirc thong ké Nguoi thong ké
(ky, ghi ré ho tén, chirc vu) (ky, ghi ré ho tén)

Ghi chi: Mau thong ké bi mat Nha nudc dugc sir dung dé thong ke tai liéu, vat chira bi
mat nha nuwdc phéat hanh va tiép nhan trong nam céng tac.

(1): Ghi s6 thir ty tai liéu, vat chira bi mat Nha nude dugc phét hanh hoac tiép nhan, luu git.
(2): Ghi s6, ky hiéu, ngay, thang, nam xac dinh tai liéu, vat chira bi mat Nha nudc.

(3): Tén loai, trich yéu noi dung cua tai liéu, vat chira bi mat Nha nuée.

(4): Ghi do mat caa tai liéu, vat chica BMNN (Tuyét mét, T6i mat, Mat hozc ghi ky hiéu A, B, C).
(5): Ghi cu thé ngay, thang, nim xac dinh hozc tiép nhan, luu gitr.

(6): Ghi cu thé co quan, to chire xac dinh hoic tiép nhan, luu gitr bi mat Nha nudéc.

(7): Ghi nhitng noi dung can thiét khac (ban sao, sb lugng ban luu giit...).
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MAU SO 19

SO PO VI TRi CAC DAU MAT TREN VAN BAN
(Trén mét trang gidy A4: 210 mm 1297 mm)

11b 1 20-25mm1 a le
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2 I
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5h B sa
10a 10¢ Ga
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10b 12
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Ghi chu:
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11b
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12
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: Thanh phan thé thirc van ban

: Quéc hiéu

: Tén co quan, td chtrc ban hanh vin ban

: S6, ky hiéu cua van ban

: Bia danh va ngay, thang ndm ban hanh van ban

: Tén loai va trich yéu noi dung vin ban

: Trich yéu noi dung vin ban

: NO1 dung van ban

: Quyén han, chirc vy, ho tén va chit ky caa ngudi c6 tham quyén
: DAu caa co quan, t6 chuc

: Noi nhan

: DAu chi d6 mat (Tuyét mat, Ti mat, Mat)

- D4u chi do khan

- Dau giai mat

: DAu ting mat, giam mat

: Dau thoi han bao vé bi mat Nha nuéc

: DAu tai liéu thu hoi hoac dau Gia han thai han bao vé bi mat Nha nuée
: Dau “Ban $6”

: D4u “Ban sao0 s§”

: Chi dan vé du thao van ban

: Ky hiéu nguoi soan thao, sé lugng ban phat hanh; dugc phép hoic khong duoc
phép sao, chup

- D4u ban sao bi mat Nha nudc
: Logo: In chim duéi tén co quan, t6 chirc ban hanh van ban (néu c6)

: Pia chi co quan, t6 chue; dia chi E-Mail; dia chi Website; sé dién thoai; s6
Telex; so Fax



