
BQ GIAO DUC VA EAO TAO
TRTIoNG DAr Hoc rctN GrANG

ceNG Hoe xA Her cnu NGHie vrET NAM
EOc lflp - Tr3 do - H4nh phric

36: tJL) /eD-DHKG I{i€n Giang, ngdyC,lt thang !!. ndm 2019

Ban hinh Quy clinh
QUYETDINH

h6a tii liQu luu trfr tai Trulng Dei hg. Ki6n Giang

HrEU rntIoNG TRrIor{G DAr rrec xrtN GrANG

CIn cri Luflt luu trtr ngdy llllll2}ll cria Qu6c hQi nu6c CQng hda XI hQi Cht
ngtfia ViQt Nam;

Cdn cri Nghi tlinh sO 01/2013/Ir{D-CP ngdy 03/Oll2}l3 cria Chinh phri Quy dinh

chi titit thi hdnh mQt sd ditiu cria Luflt luu trt;
C[n cri Thdng tu s6 OTl2Ol2lTT-BNV ngiry 22llll2ol2 cria BQ NQi ru hu6ng

ddn quin ly v6n b6n, lAp hO so vd nQp luu hd so, tdi liQu vdo Luu trfl co quan;

Cdn cri Quytit ttinh s6 399/QD-DHKG ngity 07l9l2}l8 cria HiQu tru&ng Trucrng

D4i hgc Ki0n Giang v0 viQc ban hdnh Quy tlinh hopt dQng d6m b6o ch6t luong cta
Trudng D4i hgc Ki6n Giang;

Cdn cri Hucmg a6n sO O2IHD-DHKG ngdy Olllll2}lT oitaHiQu trudng Trucmg

Dai hqc Ki6n Giang vO viQc tap danh mgc hO so, l4p hO so vd giao nQp hO so, tdi liQu

vio Luu trii co quan;

Xet Ae nghi cria Tru&ng phdng Phdng Kh6o thi vd Dim b6o ch6t lugng,

QUYET D!NH:

D16u L B4n h{qh kdm theg Qlr (it dinh qay ld Quy rtinh s6 h6a tdi 1i0u !{u trr ta!

Trucrng Dai hgc Ki6n Giang.

OiCu Z. Quy6t etinh ndy c6 hiQu lUc k€ tu ngdy ky.

OiOu S. Phdng Khio thi vi Dim b6o ch6t lugng, Phdng

Trung tdm Th6ng tin - Thu vi€n, ciic don vi vd cd nhdn c6 li6n

thi hanh Quytit dinh nity.l tVz'.7
KT.

- Ban GiSm hieu (d6 b/c);
- Luu: VT, KT&DBCL.

fuV6o Tu6'n Khanh
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B0 cIAo DUc vADAo rAo
TNUONG DAI HOC ruPN GIANG

ceNG HoA xA HeI cut NGHie vIET NAM
Dgc I$p - iU do - H?nh phric

QUYDINH
SO h6a tii IiQu luu trfr tai Trudng Dai hgc Ki6n

(Ban hdnh kdm theo QuyAt dinh sri t.l?/Qb-irut<C ngdyCl!.

cila Hi€u traong Trudng Dqi hpc l{i1n Giang)

Giang
/ A. /201e

Di6u L. Mgc tiOu vh ph4m vi 6p dgng

1. Mpc ti€u cria viQc s6 h6a tdi liQu luu trtr:

a) K6o dai thdi h4n luu trft cria tdi liQu luu trir bin g6c;

U; OOng nhl,t cfuc loai hinh tdi liQu luu trfl;

c) Quin ly, khai th6c tdi liQu luu trt tflp trung;

O U6 trg c6ng tdcthtthflp, t6ng hgp minh chring trong ho4t dQng dim b6o chAt

luqng cta Nhi trudng.

2. Quy dinh ndy 6p dqng AOi vOi viQc s6 h6a cdc v[n b6n hanh chinh vi chuyCn

m6n duoc ban hdnh theo chrlc nf,ng, nhiQm vp tlugc giao cria c6c Khoa, ViQn, Phdng,

Ban, Trung tdm vit chc don vf kh6c (sau t16y ggi chung ld don vi) tr.uc thuQc Truong D4i

hgc Ki6n Giang.

Oidu 2. Giaithich tir ngil
t. Sii lrAa tdi lieutrong Quy dinh ndy li viQc 6p dung c6c biQn ph6p k! thudt, rin

dsng khoa hgc c6ng nghQ th6ng tin dC chuy6n ngutin tdi liQu giSy sang tdi 1i0u diQn

d6m b6o ve UO cpc tdi liQu gi5c vd c6c y6u cAu cria tdi liQu diQn tu.

Z. ni so ld mQt tflp tdi liQu c6 1i6n quan vdi nhau v6 mQt v6n d6, mQt sU viQc, mQt

tttii tuqng cU th0 hoflc c6 t14c di6m chung, hinh thanh trong qu6 trinh theo d6i, gi6i quytit

c6ng viQc thuQc pham vi chric n6rg, nhiEm vg cta don vi, c6 nhdn.

3. Lap h6 so ld viQc tap hqp vd sip xtip v[n bin, tdi liQu hinh thdnh trong qu6

trinh theo ddi, gi6i quytit c6ng viQc thanh hii scr theo nhirng nguyCn tic vd phuong ph6p

nn6t ainn.

4. Danh mwc hd sa ld bing k6 hO thdng c6c h6 so dg ki6n hinh thdnh trong qu6

trinh ho4t itQng cria don vi trong mQt n[m kdm theo ky hiQu, don vi @oAc nguoi) lflp vd

thdi h4n b6o quin cria mdi h6 so.

Didiu 3. Quy trinh viQc lfp hd scr, sri n6a Gi liQu luu trii
1. ViQc lap hO so, s5 h6a tdi liqu luu trt dugc thUc hiqn theo quy trinh sau:

a) Budc 1: Td chric Iflp h6 so ngay khi Uit OAu tiilp nhan c6ng viQc, trong qu6

trinh t6 chric thgc hiQn, tu thu thflp c6c thdng tin 1i0n quan d6n khi trinh l6nh t14o co

quan ky ban hdnh vdn bdn vd hoan t6t c6ng viQc; ,1aq
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Cdng tdcniry duoc thuc hiQn theo Hudng d6n sO OZfHO-EHKG ngiy 0li 1 U2Ot7
cria HiQu tru&ng Trucmg D4i hqc Ki6n Giang v0 viQc lflp danh mpc hd so, ldp h6 so vd

.>,giao nQp h6 so, tdi liQu vdo Luu trfl co quan (vitit tit la Huong d5n sii Ozfrn-DHKG).
b) Budc 2: Ngay sau khi hoan t6t viQc lflp hd so, ngudi giii quytit c6ng vi€c ph6i

ti6n hdnh chinh \1i hodn chinh h6 so theo dring quy dinh;

c) Bu6c 3: Chuy0n sang sO h6a tdi liQu, bQ phdn s6 h6a t6 chric thUc hiQn theo
eti6u kign cria m5i don vi, d6m b6o theo ciic nguy6n tlc v6 s6 h6a, sau khi hoan t6t vigc
s6 h6a, ti6n hdnh trao trhtdi li€u giSy cho ngudi gi6i quy6t c6ng viQc;

d) Budc 4: Ngudi gi6i quytit c6ng viQc sau khi tiiip nhfn tdi liQu gi6y tu b0 phdn

st5 h6a trao trh,ti6n hdnh giao nQp hd so, tdi liQu vdo Luu trfi co quan theo quy rtlnh t4i
Hudng d6n s6 O2IHD-DHKG.

2. Ngudi dugc giao nhiQm vu lOp h6 so, sO hOa tdi li6u luu trii ph6i dim b6o thuc
hiQn dAy thi c6c bu6c duoc quy elinh t4i khoin 1 Di6u niy.

Di6u 4. Nguy6n tic sii h6a tdri liQu tuu trfr
l. vi6c thgc hiQn qu6t (scan) tdi liQu phii tudn thri theo nguyEn t[c v6 nghiQp vr,r

luu trfi va ky thu4t c6ng nghQ thdng tin.

2.Ph ib6o dim tfnh chfnh xdc, gitr nguy6n b6 cgc, nQi dung cria tdi liQu g6c.

3. ViQc s6 h6a phii t16m b6o theo thing mgc h,rc tdi liQu cAn sO h6a do ngudi gi6i
quytit cdng viQc lap vd chuytin giao tdi liQu gi6y, sti hOa theo dring quy dlnh vA luu trft.

4. ViQc sti dgng c6c ttinh d4ng file vIn bin cliQn tt sau khi qu6t phii th6ng nh6t
tltnh dang c6 dudi ".pdf'.

5. ViQc lrru trii, s[p xep c6c file tli€n tu phii duqc tfurc hi-6n thiSng nh5t, theo trinh t.u
khoa hgc, an todn thdng tin, c6 khA n5ng fruy cdp, khai th6c ngay khi tdi liQu duqc tpo Up.

6. viQc t4o ngudn luu trfi d[ liQu can tnong nhdt c6c lqi hiQu, phan quy6n truy
cap d6 dim bAo viQc giao nQp h6 so, tdi liQu dugc an todLn, tr6nh ttr6t tac hoflc sau khi
giao nQp v5n cdn luu l4i g6,y ldngphi thitit bi luu tr[.

Didu 5. Cich ilit t6n fite qu6t (scan) cria tii liQu sd h6a

Vi0c dat t6n cho file qu6t (scan) cria tdi liQu sd h6a dugc th6ng nh6t theo quy dinh
sau:

TAn file = DHKG + Don v! tham mwu/ban hdnh vdn bdn + Loqi tdi fiAu + Ndm
sO h,ia + SO th* try cfia tdi tiQu sO hda

Trong d6:

- DHKG: ld vii5t tgt cinDai hgc Ki€n Giang;

- Dcrn vi tham muu/ban hdnh van bin: ld viettitcria t6n tlcrn vi tham muuiban
henh tai HQu cdn sO h6a (Php lpc 3);

- Loai tii liQu: ld virlt tit t6n lo4i tdi liQu cAn sO h6a;

- Ndm sO h6a: ld ndm tdi liQu dugc s6hoa; ,y
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- SO thri t.u cria tdi 1i0u s6 h6a: la s6 thri tU s6 L6a cria tdi tiQu trong n[m tdi liQu

dugc sd h6a, g6m c6 06 cht s6.

Vi dp: TCn frle qu6t (scan) cria mQt Quytit ilinh b6t kj,do Phong Kh6o thi vd D6rn

b6o ch6t lugng tham muu/ban hdnh vd ld tdi liQu thri hai dugc sti h6a trong ndm 2019 sO

td: DHKG - KTDBCL - QD - 2019 - 000002.

Eidu 6. NQi dung cdng tdc sti h6a tni IiQu t4i :6c tlon vi

1. Trdn ccv s0 h6 so dugc lfp vd chinh ly hoin chinh, ngudi gi6i quytit c6ng viQc
I 

rh6i t6 chric bdn giao tl6n b0 phfln s0 h6a t10 ti6n hinh qudt (scan) tdi liQu c6ng viQccan p

d6 thanh tdi 1i6u di6n tri.

Tru6c khi bAn giao cho b0 phfln sO h6a, nggdi gi6i quy6t cdng viQc phii titin hdnh

lflp Mpc lpc tdi liQu cdn s6 hOa (Phu luc D d|chuy6n giao cho bQ phan thuc hiQn sti h6u.

TrCn co s& tham muu cria vi€n chric, ngudi lao ttQng phg tr6ch c6ng t6c v[n thu, lanh

d4o c6c don vi c6 tr6ch nhiQm xem x6t, x6c dfnh vd chiu tr6ch nhiQm v0 viQc lua chgn

c6c h6 scr, tdi liQu cAn sO h6a.

2.YiQcthUc hiqn cdng tdc sO h6a do mdi dcrn ,i dinh gi6di0u kiQn cria minh dC

phdn c6ng viOn chric, ngudi lao dQng ho{c ngudi phU trdch c6ng t6c vdn thu thUc hiqn.

3. Sau khi sO h6a tdi liqu, b0 phfln s6 h6a th6ng ntr6t tcll hiOu, ngudn luu trfr tr6n

dfr liQu chung vi ti6n hdnh bdn giao 14i h6 so, tai He gi6y cho ngudi gi6i quytit c6ng

viQc tI€ thgc hiQn viQc giao nQp yio Luu trii co quan theo quy dinh.

4. Tei [0u cliQn tu duqc sO h6a sE dugc bQ phfln vdn thu ki6m tra dtii chi6u vdi

, Mpc lpc tdi li6u cAn s5,h6a trong'qu5 trinh titip nhan hO so, tdi liQu nQp luu.

Didu 7. Quy trinh sii h6a tiri liQu luu tril
1. ViQc thUc hiQn sO h6a tdi 1i0u luu trii dugc t rgc hiQn theo quy trinh sau:

a) Budc 1: Xdy dung ki5 hoach s5 h6a tdi lipu;

b) Budc 2:LQp mgc lpc tdi liQu cAn sO h6a;

c) Bu6c 3: Ti6n hanh tra trung tdi liQu cin sti 6a. Trudng hgp tdi liQu bi trung'

lflp thi ngudi dugc giao nhiQm v.u sO h6a tdi liOu phii loai b6 tdi lieu trtng. Trudng hgp

tdi 1i0u kJr6ng bi trirng lflp thi ti6n hanh thUc hiQn c6c bu6c ti6p theo;

d) Bu6c 4: ThUc hiQn qudt (scan) tdi liQu can s h6a;

e) Budc 5: Xri ly file hd scv, tdi liQu ttd qu6t (scan);

f) Budc 6: Ki0m tralqi frle hO so, tdi liQu da qu6t (scan). Trudng hqp file h6 so,

budc 4 qry dinh tai di6m d khoan 1 cria Di0u ndy. Tru g ho. p file hd so, tdi liQu dpt yOu

cAu thi ti6n hdnh thUc hiqn cdcbulctitip theo;

g) Budc 7: Ti6n hdnh luu trii h6 so, tdi liQu dd 6 h6a trOn dtr liOu chung;

h) Budc 8: Ban giao h6 so, tdi liQu giSy cho d vi chric n[ng quan ly luu trii theo

qry dinh. ,yt1
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2.D6iv6i quy trinh chi titit hu6ng d6n sO h6a tdi 1i6u sE dugc thUc hiQn theo php

lpc I ban hdnh kdm theo Quy dinh ndy.

Di6u 8. T6 chrlc thgc hiQn

1. Phdng Kh6o thi vd DAm b6o ch6t luqng pfrOi trqp voi Phdng Harih chinh Tdng hgp

td chric thuc hi6n, kiOm tra c6ng tac s6 hOa tdi liQu luu trft tai Truong D4i hgc Ki6n Giang.

2. Tnng t6m Thdng tin - Thu viQn c6 trdch nhiQm xdy dgng phAn m6m luu trt
dfi liQu chung, quin ly dfi tiQu so h6a trcn phAn mAm, ph6n quyAn truy c4p chric nlng
cria phdn miim cho c6c don vi, cirnhdn cg th6 theo nhiQm vu, chfc n[ng.

3. Cdc Khoa, ViQn, Phdng, Ban, Trung tdm vdcdc dcrn vf kh6c tryc thuQc Truong
D4i hgc Ki6n Giang c6 tr6ch nhigm ph6n c6ng nhdn sg thgc hiQn c6ng t6c sti hOa tdi lidu
do dcrn vi minh ban hinh, dinh ky ki6m tra, cQp nhat he th6ng tdi liQu st5 h6a tr6n phAn

mOm luu trff dU liqu chung.

Trong qu6 trinh thgc hiQn, ntiu c6

don vi phhn Snhkip thdi vO ptrdng I(h6o

Ban Gi6m hiQu xem x6t, gitli quy}t.l . ry

kh6 kh[n, \ruong mdc, dA nghi circ c6 nhdn,

thi vd D6m b6o ch6t luqng dO tOng hqp, trinh

Xr'ra/
fluy6n Tufln Khanh
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Phu luc I
nixrr HI.I6NG nAx CHI TIE,T
HIE,I{ SO HOA TAI LIEI] LUI] TRT

aa

et dinh so t:T)tQp-DHKG ngdyC\.* / ..k /2019

Qu traong Trwdng Dqi hOc Ki1n Giang)

Bufc NQi dung thgc hiQn
chfi tho

thqc hiQn
Thdi gian
ti6n hhnh

Tii IiQu li6n
quan

I
Xf,y drlng kO ho4ch sii h6a
tiri li6u

Dcrn vi tham
muu/ban
hanh vdn bin
(\rB)

1 lan/thitng
K0 ho4ch sO

h6a

2

Lap MrJc lgc tii IiQu cAn sti
h6a:

XAy dUng danh mpc c6c tdi
l..r\ X '
1i0u cdn sd hoa;

a,

Chudn bi citc tei lieu theo
danh mpc d5 lpp.

Don vi tham
muu/ban
henh VB

1 ngay
MUc luc tdi liQu

xA
c0n s0 h6a

3

Tra trirng:
Ti6n henh ffa ciru tr6n dU

lieu chung danh mpc citc tai
liqu chuAn bi sd h6a;
- Lo?i b6 nhtng tdi liEu trtng.

Phdng Hnnh
chinh Tdng
hqp

1 ngay

4

Qu6t (scan) hO s0, thi liQu:
B6c, t6ch vi lirn phang tai

li0u;
ChuAn bi trang thi5t bi:

ki0m tra ngu6n diQn, l&0i
dQng miry tfnh, miry qu6t
(scan);

Ki0m tra
(scan);

phAn ,ndm qu6t

- Cai dAt th6ng sO pht hgp
v6i tirng loai tai Hqu kh6c
nhau:
+ Kfch cO: tiry tung tdi liqu
+ D0 phan gi6i: 300dpi
+ Ki0u file xu6t ra: pdf
+ Mdu sic: c6 mhu

Ti6n hanh quet (scan) sau

khi hodn tdtcdi dAt.

- Dcrn vi
tham
muu/ban
henh VB
- Phdng
Kh6o thi vd
Dam b6o
ch6t lugng
(KT&DBCL)

Ttry theo s0

tuqn$ tdi,
lieu cdn sO

hoa

File qudt (scan)
ctra tAi lieu cAn

Ai ,
so noa

tz



Bu6'c NQi dung thr;c hiQn
chfi

thgc
T
ti

tiQu li0n
quan

Tni,
e

F

5

Xfr ly file hO S0, tii liQu de
qu6t (scan):

Sti dUng chric ndng Preview
1 1X X ,, / \ ,'cria phan m6m quet (scan) de

xir l!/ file qudt (scan): xoay
trii (phai), clt fiang tring,
chinh md,Lr,. . .

- Don vi
tham
muu/ban
hanh VB
- Phong
KT&DBCL

Tuy theo sO

lugng file
qudt (scan)

(:

File qudt (scan)
cria tai Heu cAn

sO h6 a dd,hiQu

chinh

6

Ki6m tra hoirn chinh:
- Ki0rn tra cdc trang bi 16i:

dinh Hdn, ffid, den, thi6u cht,
Ar.

56, dung luong file l6n ...;
Ti6n hanh qu6t (scan) lai

file bi l6i;
Gi6m dung lugng d6i vdi

nhfrng file 16n.

- Don vi
tharn
muuiban
hanh VB
- Phdng
KT&DBCL

1 ngay

File qudt (scan)
hodn chinh cria
tei Hgu cAn s6

hoa

7

Luu trfr'tr6n dfi'tiQu chung:
- Ti6n hdnh dflt lpi tOn cho fiie
qudt (scan) cira tai HQu s6

hoa;
Cap nh4t file qudt (scan) dA,

dugc d6i tOn 10n dfr 1i0u

chung.

Trung tdm
Th6ng tin
Thu viOn

1 ngey

File qu6t (scan)
hodn chinh dd

dugc d6i t6n
cria tai Ugu cAn

sO hoa

8

Bhn giao hd scr, thi tiQu gi6y
cho ngudi gif,i quy6t cdng
vi6c

Nguoi thpc
hiQn qu6t
(scan) hO S0,

tai liQu

1 ngay

tU

v
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TRI.IONGDAI HQC KIEN GIANG
DON VI .....................

PhU hlc 2
C LUC TAI LTEU CAN SO HOA

At dinh s6 41.1'/QD-DHKG ngdy ii,i / !,+. /2019
u trahng Tradng Dqi hOc Ki1n Giang)

CQNG HOAXA HQI CHU NGHIEVIET NAM
DOc lflp - Tr; do - H?nh phric

o{
6

I

MUC LUC TAI LIpu cAN sO noa rnAxc ...t... ...

(Mwc luc g6m co ... tdi lieu cdn s6 h6a)

Lwu !,: Ntiu tdi liQu trong Mpc lpc bi trtrng vdi tdi liQu da dugc sti h6a tru6c d6, can b0

thFc hiQn cdng t6c sti hOa sE d6nh d6u X vdo cQt Trutring. ,rY

XAC NHAN CUA LANH DAO DOI{ VI
KiLn Giang, ngdy... thang ndm...

NGTIOI LAP MUC LUC

STT
56, ky hiQu

cria tii liOu
Trich y6u nQi dung thi liQu Tra trirng Ghi chri

1

2

3
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Phu luc 3

UC TPX VIE,T TAT CUA CAC DON VI
C TRI.IOI\G DAI HOC ruN,X GIANG

aa

Quy\t dinh sA..\1IC\QO-DHKG ngdyC!,tt / .'+t /2019
a Hi€u tru6'ng Tradng Dqi hqc KiAn Giang)

STT TOn dcrn vi TOn vi6t tdt
1 Ban Quf,n ly NQi tni QLNT
2 Khoa Chinh tri - LuAt CTL

3 Khoa Gi6o dUc QuOc phong - An ninh QPAN
4 Khoa Khoa hqc bi0n vd COng nghQ thuc phdm KHB
5 I(hoa Kinh G - Du lich KTDL
6 Khoa Ky thu4t - C6ng nghe I(TCN
7 Khoa Ngoai ngt NN
8 Khoa NOng nghiQp va Ph6t triOn Ndng th6n NNPTNl
9 Khoa Su pham - XA hQi Nh0n v[n SPXHNV

10 Khoa Tai nguyOn - MOi trudng TNMT
11 Khoa Th6ng tin - Truydn th6ng TTTT
t2 I(hoa Y dugc vd Di0u dudng YDDD
13 Phdng COng titc Sinh viOn CTSV

T4 Phong Hdnh chinh TOng hgp HCTH

15 Phong Hap titc Qu0c tO HTQT
t6 Phong Kheo thi va DAm b6o Chat luqng KTDBCL
r7 Phdng Quan ly ddo t?o Dai hQc vd Sau Dpi hgc QLDT
18 Phdng Quan ly Khoa hgc vd C6ng nghe QLKHCN
t9 Phdng Quin Iy Thiet bi - Du 6n TBDA
20 Phong Thanh tra- Ph6p ch5 TTPC

2t Phong TO chfc - C6n b0 TCCB

22 Trung tAm Ddo t?o Ngudn nh6n lgc vd Gi6i thiqu viqc lim NLGTVL
23 Trung tdm Th6ng tin - Thu viQn TTTV
24 Trung tdm Thgc hanh - Thf nghiQm THTN
25 ViQn Khoa hqc C6ng nghe vd Ddo t4o KHCNDT
26 Trung tdm SAt h4ch T6ng hgp SHTH

27 Trung tAm COng nghQ Th6ng tin CNTT

28 Trung tdrn Ng6n ngt Qu6c t€ ].INQT

29 Trung tdm Nghi0n criu Thuy s6n va Dich vu Du lich bien TSDL

30 Trung tdm Tu vAn Xdy dUng TVXD
31 Trung t6m Nghi0n criu biOn vi Ddo t4o TOng hqp NCBDT
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