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SO PANG KY
MUC LUC HO SO
(INVENTORY-REGISTER)

Tiéu chun nay quy dinh khuén khd va mau trinh bay Sé ddng ky muc luc hd so ap dung trong
cac lwu trik Nha nwéc, lwu trik chuyén nganh va khuyén khich ap dung & lwu trir co quan dé
théng ké, quan ly va tra ctru cac muc luc hd so.

1. S6 ding ky muc luc hd so duoc in sdn cé kich thwdc A4 (210x297), day 10-15mm.

2. S6 déng ky muc luc hé so’ duoc dong bang gidy tréng, dai, nhan déu hai mét, cé trong luong
60g/m? tr& 1én. Bia s6 lam bang loai gidy clrng, gay so boc vai.

3. M4u trinh bay Sé ding ky muc luc hé so

3.1. Trang bia

3.1.1. Cac yéu t6 thong tin trén trang bia gom:

- Tén lwu trik

- S0 dang ky muc luc ho so

3.1.2. Cac yéu t6 théng tin trén dwoc quy dinh trinh bay nhw sau:

- Tén lwu triv (Vi du: Trung tdm Lwu trir Quéc gia |, Lwu trik BO N6i vu...) dwoc in bang kiéu chir
VNTimeU 16 Bold (phéng chir trong Window) thanh mdt dong cach mép bia trén 50mm va cach
déu hai mép trai, phai.

- S6 dang ky muc luc hé so’ duoc trinh bay thanh hai dong. Dong trén S6 dang ky dwoc in
bang ki€u chir VNTimeU 26 Bold cach mép bia trén 125mm va cach déu hai mép trai, phai. Dong
duGi Muc luc hd so dwoc in bang kiéu chir VNTimeU 36 Bold cach déu 2 mép trai, phai.

3.2. Trang 01

CAac yéu t0 thodng tin trén trang 01 dwoc trinh bay nhw trén trang bia trong khung vién 2 nét cach
déu mép 20mm.

3.3. Trang 03

Trén trang 03 trinh bay phan Hwéng dan ding ky muc luc hd so’ trong khung vién 2 nét cach
mép trai, phai 20mm va cach mép trén, dwdi 50mm.

3.3.1. Dong Hwéng dan ding ky muc luc hd so’ duoc in bang kiéu chir VNTimeU 16 Bold cach
mép trén 80mm va cach déu 2 mép tréi, phai.

3.3.2. Tén céac codt muc dwoc in bang kiéu chir VNTimeU 12 Bold cach dong Hwéng dan ding
ky muc luc hé sor 20mm.

3.3.3. Phan huéng dan dang ky tirng cot muc dwoc in bang kiéu chi® VNTime 12.

3.3.4. Khodng céch gilra cac dong trong mdt ¢t muc cadch nhau 6mm va gitra cac cét muc cach
déu nhau 10mm.

3.3.5. Noi dung Hwéng dan diang ky muc luc hé so’ dvoc quy dinh trinh bay nhu sau:

1. S6 thr ty dang ky muc luc: Ghi s6 thi tw dang ky cac muc luc ho so trong lwu trir. S6 thir tw
chi dwoc ghi mét lan cho moi muc luc hé so. Triwedng hop muc luc hd so bi loai ra khoi S6 dang
ky muc luc ho so thi s6 thiy tw d6 bo tréng.

2. Phong so: Ghi s6 phéng da dwoc quy dinh trong S6 dang ky cac phong lwu trir.



3. Muc luc sé: Ghi sé clia muc luc hd so da dwoc quy dinh trong pham vi mét phong.
4. Tén muc luc ho so: Ghi tén goi day dd ctia muc luc ho so.

5. Thoi gian cua tai liéu trong muc luc: Ghi nam bat dau va nam két thac cla tai liéu dwoc thdng
ké trong muc luc ho so.

6. SO lvgng don vi bdo quan: Ghi s6 lwgng don vi bado quan duoc thdng ké trong muc luc ho so.
7. S6 t& clla muc luc: Ghi s6 lvgng to cila muc luc ho so.

8. S6 ban clia muc luc: Ghi s6 lwgng ban cia muc luc ho so hién c6 trong lwu trik.

9. Thoi han bao quan: Ghi thoi han bao quan cua tai liéu cé trong muc luc ho so.

10. Ghi chu: Ghi viéc huy, thay doi hoac chuyén giao muc luc ho so di noi khac.

3.4. Trang 04

TUr trang 04 dén hét s6 trinh bay phan théng ké cac muc luc hé so. Cac yéu to théng tin dwoc
trinh bay & dang ké c6t trai rong trén hai trang cé kich thwéc tong cong 400 x 297mm trong
khung vién 2 nét cach déu mép ngoai 10mm.

3.4.1. Tén goi cac cdt muc dwoc in bang ki€u chi* VNTime 12 Bold. Dugi tén goi cac cot muc 1a
dwdng ké ngang cach khung vién trén 15mm va cach déu nhau 10mm.

3.4.2. B0 rong tirng c6t muc duoc quy dinh nhw sau:
1. S6 thr ty dang ky muc luc: 25mm

. Phéng s6: 25mm

. Muc luc s6: 15mm

. Tén muc luc: 135mm
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5. Thoi gian cla tai liéu c6 trong muc luc: 50mm
6. SO lvong don vi bdo quan: 30mm

7. S0t clla muc luc: 20mm

8. S0 ban ctia muc luc: 20mm

9. Thoi han bao quan: 35mm

10. Ghi cht: 45mm

HUONG DAN DANG KY

1. S6 thtr tw dang ky muc luc: Ghi s6 thir tw dang ky cac muc luc ho so trong lwu trir. SO thir tw
chi dwoc ghi mét lan cho moi muc luc hé so. Trieong hop muc luc hd so bi loai ra khoi "So6 dang
ky muc luc hd so" thi s6 thi tw bo trong.

2. Phéng sé: Ghi s6 phong da dwoc quy dinh trong "S6 dang ky cac phéng lwu tri".
3. Muc luc sé: Ghi s6 muc luc hd so da dwoc quy dinh trong pham vi mdt phong.
4. Tén muc lyc: Ghi tén goi day du ctia muc luc ho so.

5. Thoi gian caa tai liéu trong muc luc: Ghi nam bat dau va nam két thic cda tai liéu dugc
thdng ké trong muc luc ho so.

6. SO Iwong don vi bao quan: Ghi s6 lwgng don vi bado quan dwoc théng ké trong muc luc ho
SO.

7. SO tor cia muc luc: Ghi s6 lvgng to clla muc luc ho so.



8. S0 ban cta muc lyc: Ghi s6 lwvgng ban ctia muc luc hd so hién cé trong Iwu trik.

9. Thoi han bao quan: Ghi thoi han bao quan cua tai liéu cé trong muc luc ho so.

10. Ghi cha: Ghi viéc huy, thay d6i hodc chuyén giao muc luc hd so di noi khéac...
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