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Nhirng diéu cin biét khi xin trich xuét hd so tai Phong hd tich quan Nam,
thanh phé Pai Trung
Chinh sua ngay 22/7/2022
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1. Bé huéng din quan chang nhan dén tra ctru, st dung hd so, Phong ho tich

quan Nam, thanh phé Dai Trung (sau ddy goi tit 1a Phong ho tich) 1ap ra ban

thong bao ndy nham cung cap dich vu cho phép tu van, xem doc, trich xuat va
sao chép cac thong tin tai liu.
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2. Nguoi ¢6 nhu cau xem doc, trich xuat va sao chép (sau day goi tat la sir dung)

cac thong tin tai lidu can dién vao Pon xin phép (xem phu lyc 1) hoic viét mot

ban tudng trinh néi r6 quy dinh kém theo ly do cu thé dé nop cho Phong ho tich.

Truong hop iy quyén cho nguoi khac 1am thay, can viét giay ty quyén (xem

phu luc 2), dinh kém ban sao céc gidy to chiing nhan lién quan.
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3. Sau khi Phong ho tich nhan duoc don xin phép, don vi phy tréch s& kiém tra
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noi dung don c¢6 phu hop quy dinh khéng va théng béo két qua déng y hoac tir
chéi bang vin ban cho nguoi dé don hodc nguoi duoc Gy quyén (sau day goi tat
1a nguoi dé don) trong vong 30 ngay ké tir ngay nhan hé so. Truong hop khdng
pht hop quy trinh thi tuc hozc thong tin khong day dil, can thong bao cho ngudi
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dé don bo sung ho so trong vong 7 ngdy, qua thdi han trén néu van khdng b
sung hoic khdng thé b sung hd so thisé khdng chap nhan don. Trudng hop co
b sung hd so, thoi han thdng bao két qua s& 12 30 ngay tinh tir ngay nop bod
sung gidy to.
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4. Sau khi Phong h¢ tich tiép nhan don xin str dung tai liéu, co quan phu tréch sé
guri Gidy thong bao dong y / tir chéi sir dung tai lieu (xem phu luc 3) va Ban
danh gia ddng y / tir chdi (xem phu luc 4) cho ngudi dé don.
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5. D6i vai tai liéu dugc cho phép sir dung, néu mot phan noi dung cua tai liéu bi
han ché vé mat cdng khai hodc cung cap thisé xir Iy theo nguyén tic tach riéng,
x0a bo phan ndi dung khong dugc phép cong khai hodc cung cap, nhiing noi
dung con lai s& cong khai hoic cung cap cho nguoi dé don.
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6. Nguoi dé don khi dén Phong ho tich xin st dung tai liéu can xuét trinh “Giay
thong bao dong y / tir chéi sir dung tai liéu” va gidy to tly than, sau khi hoan tat
tha tuc dang ky mai dugc sir dung tai liéu.
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7. Nguoi dé don néu co viée phai tam roi di thi phai giao lai tai liéu cho co quan
phu trach luu gitr, khong duoc mang theo ra ngoai; Sau khi sir dung xong tai li¢u
can tra lai, chd nhan vién phu trach kiém tra x4c nhén da tra dﬁy du mo1 duoc
ro1 di.
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8. Khi xin trich xuat hoac sao chép tai liéu, néu co lién quan dén van dé ban
quyén thiphai thuc hién theo Luat ban quyén va cac quy dinh lién quan. Ngoai
ra, khi xin xem doc va trich xuat tai liéu can giir gin dam bao tai liéu hoan chinh,
khong dugc c6 cac hanh vi sau day:
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(1) Mang theo nhimng vat c6 kha nang 1am ban hoic hong tai liéu nhu: do

an, nuoc uéng, ludi dao, muc, bat x6a, chét téy Vao.

(2) Théo roi tap tai lidu di duoc dong quyén.

(3) Ghi cht, tiy x6a, thay doi, rat bot gidy, vé khoanh tron danh dau hoic

lam hong tai liu.

(4) Nhitng hanh vi khac lam hong tai liéu hodc thay ddi ndi dung tai liéu.
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Truong hgp vi pham céc ndi dung néu trén, Phong ho tich s€ khong cho
phép tiép tuc doc hodc trich xuét tai liéu; Truong hop vi pham & muc do
trach nhiém hinh sy s& chuyén giao cho co quan kiém sat diéu tra, xir 1y.
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9. Viéc sir dung tai lidu phai dugc thuc hién tai Phong ho tich va can tra lai tai

liéu trong ngay, néu van cd nhu cau sir dung tiép thi co quan phu trach can ghi

chd tinh hinh sir dung vao Pon ky nhan st dung tai liéu (xem phu luc 5) ri thuc

hién viéc tra lai tai liéu, ngay khac dén xin st dung tiép.
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10. Khi xin str dung tai liéu ctia Phong ho tich thivé nguyén tic phai sir dung

thiét bi do Phong ho tich cung cap. Trudng hop ¢ nhu cau sir dung may tinh,

thiét bi dién tir, thiét bi hd trg doc tai liéu hoac cac thiét bi khac tw mang di thi
can ghi rd trong don xin phép, sau khi duoc sy dong y ctia Phong ho tich méi
duoc sir dung, ddng thoi khi sir dung can tuan tha cac quy dinh vé an toan bao
mat thong tin cta Phong.
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11. Ngudi st dung sau khi sir dung xong tai liéu va hoan tra can nop 18 phitheo

tiéu chuan thu phitrich xut, sao chép tai liéu do Cuc quan ly hd so thudc Uy

ban phét trién qudc gia quy dinh. Néu can giri hd so theo dudng buu dién dén
nha, co quan phu trach sé& thu truéc phivan chuyén, 18 phitha tuc va chi phiin
an, sau do6 s& guri ban sao tai liéu cung hoa don thu tién cho nguoi dé don.
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12. Nguoi xin st dung tai liéu can dén lam thu tuc tryuc tiép tai dia diém ma

Phong ho tich chi dinh. Thoi gian cho phép st dung tai li¢u 1a tur 8:00 — 12:00

sang va 1:30 — 5:30 chiéu cac ngay tir thir hai dén thtr sau trong tuan, khong bao

gbém ngay nghi cudi tudn va ngay 18.
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13. Nhitng ndi dung ma Ban hudng dan ndy chua dé cip dén sé& thuc hién theo

quy dinh trong Luat hd so va cac quy dinh phap luat lién quan.



