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P Hudéng dan dang ky va st dung hd so hd khau tai Van phong

dang ky hé khau quan Xitun, thanh pho Dal Trung
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1. Van phong ddng ky hé khau quan Xitun, thanh phé Pai Trung (sau day goi la
"Van phong") d3 ban hanh hudng din nay dé xi ly cac van dé lién quan dén viéc
ma& va st dung ho sa luu tri theo Luat Luu trit, cung cdp cac dich vu nhu tu van,
xem, sao chép va tai ban thong tin dang ky lwu tri.
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2. Dé yéu cau truy cap, sao chép va tai tao cac ho so (sau day goi la "HO so irng

dung"), can ndp don hodc van ban néu rd thdng tin can thiét va ly do cho van

phong nay. Néu cé ngudi dai dién duoc chi dinh, can ndp gidy Uy quyén cung véi
ban sao cac gidy to ho tro lién quan.
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3. Sau khi tiép nhan ho so, co quan cé tham quyén sé& kiém tra xem hd so cé tuan

thi quy dinh hay khéng va théng bado bang vin ban cho ngudi ndp don hodc
ngudi dai dién cla ngudi ndp don (sau day goi la ngudi ndp don) vé két qua
chap thuan hodc tir chdi trong vong 30 ngay ké tir ngay tiép nhan. Néu co bat ky
thi tuc khong tuan thd hoic tai liéu khdng day dd, ngudi nép don s& duoc
thong bao dé stra chita trong vong 7 ngay. Néu khdng slra chita hodc khéng thé
stra chita trong th&i han quy dinh, hd so cd thé bi tir chdi; néu ngudi ndép don d3
slra chita, thdi han 30 ngay dé tir chdi sé duoc tinh tir ngay ngudi noép don thuc



hién viéc stra chita.
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4. Sau khi chdp nhan don xin truy cip ho so, co quan cé tham quyén s& xac dinh
xem ndi dung hod sa cé phu hop dé st dung hay khong va sé glti théng bdo chap
thudn hodc tir chdi, mau don tir chdi va danh sach tir chdi cho ngudi ndp don.
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5. Néu bat ky phan nao cla tap tin ma viéc si dung d3 duoc thda thuan yéu cau
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han ché tiét 16 hodc cung cap, thi nguyén tac phan tach can duoc ap dung: phan

khong thé tiét 16 hodc cung cip can duoc loai bd, va phan con lai can duoc tiét

16 hodc cung cap.
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6. Khi dén van phong nay dé xin muon hod so, ngudi ndp don trudc tién phai xuat
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trinh "Théng bdo tir chdi don xin muwon hod sa" va céc gidy to tly than, ddng thoi
hoan tat quy trinh dang ky trudc khi cé thé si dung ho so.
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7. Néu ngudi ndp don can tam thdi roi di, ho nén giao hé so clia minh cho co quan
c6 tham quyén dé bao quan va khdng dugc mang chung ra khdi noi lam viéc.
Sau khi str dung, ho so phai dugc tra lai va kiém ké trudc khi roi di.
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8. Khi sao chép hodc tai ban tai liéu luu tri?, cdc van dé ban quyén phai duoc xir ly
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theo Luat Ban quyén va cac quy dinh lién quan. Hon nita, khi xem hodc sao chép
tai liéu lwu trlr, phai gitt nguyén tinh toan ven cua tai liéu luu trit, va cac hanh vi

sau day bi nghiém cam:



(i) Mang theo thirc 8n, d6 udng, dao cao, muc, dung dich tay xéa hodc cac vat

dung khéc ¢ thé dé Iam ban hodc hu héng tai liéu luu tri.

(ii) Thao roi tai liéu lwu trir da duoc dong bia.

(iii) Thém chu thich, stra d6i, thay thé, xda bd, danh dau hodc lam bién dang tai

lieu lwu tri.

(iv) Ldm hu héng tai liéu lvu trlt hodc thay ddi ndi dung cta chung bang cac

phuong tién khac.
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9. Moi hoat dong st dung tai liéu luvu trt phai duwgc thuc hién trong van phong nay

va phai duoc tra lai trong cung ngay. Néu can s dung tiép, bd phan cé tham
quyén trudc tién phai ghi lai chi tiét s& dung trén phiéu bién nhan s dung tai
liéu Iwu trit, sau d6 tién hanh tha tuc trd lai tai liéu va st dung lai vao mot ngay
khac.
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10. Khi s& dung cac tép tin cla cong ty nay, nguyén tac la si dung thiét bi do cong

ty cung cap. Néu can s dung may tinh xach tay, phuong tién luu tri, thiét bi
doc phu trg hodc thiét bi khac cla riéng ban, ban phai néu rd diéu nay trong
don dang ky va chi duoc s dung sau khi duoc su cho phép. Viéc st dung cac
thiét bi do phai tuan thd cac quy dinh vé bdo mat théng tin cé lién quan cla
cong ty nay.
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11. Sau khi ngudi xin st dung xong tai liéu luvu trit va tra lai, ho phai thanh toan phi

cho vin phong nay theo quy dinh vé phi xem, sao chép va tai ban tai liéu luu
trlt do Cuc Quan ly Luu trit thudc HOi ddng Phat trién Qubc gia ban hanh. Néu
ngudi xin can cung cap dich vu sao chép va gli tai liéu luu trit, bo phan cé

tham quyén sé thu trudc phi buu chinh, phi x Iy va phi sao chép do ngudi xin



thanh toan, sau do gt ban sao tai liéu lvu trit kem theo bién lai cho nguoi xin.
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12. Ngudi ndp don nén dén lay hd so tai dia diém do van phong ching tdi chi dinh.
Gioy 14y ho so la tlr thr Hai dén th Sau, tir 8:00 sang dén 12:00 truwa va tir 1:30
chiéu dén 5:30 chiéu, trir cac ngay |18 va ngay nghi qubc gia.
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13. Dbi v3i nhitng van dé khdng duoc dé cap trong thong bao nay, Luat Luu tri va
cac quy dinh lién quan khac sé duoc ap dung.



