MAu s6 20 - Muc luc ho so

1. Miu trang bia

BAO HIEM XA HOI VIET NAM
TRUNG TAM LUU TRU/BHXH TINH

MUC LUC HO SO

2. MAu to nhan dé

BAO HIEM XA HOI VIET NAM
TRUNG TAM LUU TRU/BHXH TINH




MUC LUC HO SO

- Phong N T Thot han bao quan
- Muc luc s6 (Quyén sd): ...........

- S6 trang: ................

3. Miu Bing ké cac ho so

. Ngay thang .
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°p Kkét thic
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Hwéng din sir dung, Muc luc hd so:

1. Muc luc ho so luu trit 1d mot trong nhimg céng cu tra ctru co ban trong luu tri¥,
dung dé thong ké cac ho so, ¢ dinh trat tir cic hd so theo phuong 4n hé thong hoa va
phan anh thanh phan, ndi dung cac hd so trong phéng luu trit. Muc luc hd so giup cho
vi€c quan ly chat ché, tra tim tai liéu luu trir sau khi da chinh ly.



2. Thanh phan Muc lyc hd so gdm c6:
- To bia;

- T& nhan dé;

- To muc luc;

- Loi néi dau;

- Bang chir viét tit;

- Bang ké céc ho so;

- Bang chi dan;

- Phan két thic.

2.1. T bia: ghi cac yéu té thong tin trén to bia nhue MAu to bia trinh bay Muc luc hd
SO.

2.2. To nhan dé: ghi ddy du thong tin nhu Mau trinh bay td nhan dé Muc luc hd so.

2.3. To muc luc 1a bang liét ke cac phén, chuong, muc trong ndi dung Muc luc hod so
tuong trng vai cac phan chuong muc 1a s6 thir tu trang da danh so6 tha tu dé tra tim
thuan tién.

2.4. Loi n6i dau: Noi dung 101 néi dau gdm céc thong tin sau:

- Lich str don vi hinh thanh phong;

- Lich str phong;

- Bic diém chinh trong qua trinh bién muc hd so;

- Céch st dung Muc luc ho so

2.5. Bang chit viét tat: dung dé giai thich cac khai niém dugc viét tat da dung trong
muc luc, cac khai ni€m viét tat sap xép theo van ABC va quy dinh trinh bay nhu sau:
chir vi€t tat bén trai, chir viét day du ghi bén phai trang giay.

2.6. Bang ké cac hd so: nhu Mu trinh bay phan bang ké cac ho so:

- Cot (1): Ghi s6 thu tu ting hop hodc cap tai li¢u;

- Cot (2): Ghi s6 tht tyr cho mdi hd so, néu ho so ¢ nhiéu tap thi mdi tap dugc ddnh
mot sO thar tu riéng;

- C6t (3): Ghi ding nhu tiéu dé ghi trén bia hd so, twong tng voi mdi tidu dé 1 sb the
tu cua ho so do. Truong hop nhiéu hd so cé cung mot ti€u de thi chi viét mot 1an cho
ho so dau, sau do viét “nt” va chi ghi nhiing diém khac nhau nhu: Tap 1, Tap... Trong
cot ti€u de ho so con ghi tén nhom ho so;

- Cot (4): Ghi thoi gian cta hd so;

- C6t (5): Ghi s6 lwong to bén trong hd so sau khi tai lidu dugc hé thdng hoa va danh
s6 thir tu;



- Cot (6): Ghi nhitng dic diém vé hinh thirc ciing nhu ndi dung cua hd so, dic diém
trong viéc quan 1y ho so luu trir.

2.7. Bang chi dan: 1a bang ké tén cac su vat, van dé, dia danh, tén, nguodi da gap trong
tieu dé ho so keém theo chu giai ¢6 tac dung gitp cho viéc tra tim thong tin dugc dinh
hudng nhanh chéng.

2.8. Phan két thuc: gdbm cac ndi dung sau:

Muc Tuc hd SO CO ..vvvneeieeiieeii to (ghi bang s6 va chit)
GOM e hé so (ghi bang s6 va chit)
TUSO e dénsé.......ccoooiin.l.
Trong d6cd oo s6 dap

Nguwoi lap Phu trach don vi ky xdc nhan



