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KEHO~CH
Ki~m tra cong tac Van thO', Luu trfr narn 2022

Thuc hien KS hoach s6 33/KH-UBND ngay 01/3/2022 cua Uy ban nhan dan
tinh Quang Tri vS cong tac van thu, luu trir tinh Quang Tri nam 2022 va KS hoach
~6122/KH-UBND ngay 03/3/2022 cua Uy ban nhan dan huyen Huorig H6a v~ cong
tic van thir, hru trir nam 2022, Uy ban nhan dan huyen ban hanh KS hoach kiern tra
cong tac van thir, luu trir nam 2022 nhir sau:

I. Ml)C etcn,YEU CAl]
1. Ml}c dich
- Nharn danh gia tinh hinh trien khai thuc hien cac quy dinh cua Nha nuoc v~

cong tac t6 chirc, bien chS va dao t(;10b6i duong cong chirc, vien chirc lam cong tac
van thu, hru trir; tinh hinh thuc hien cac hoat dong nghiep V~I van thu, luu trCrva lrng
dVng cong ngh~ thong tin trong cong tac van thu, luu tru'; tL1'd6 chi ra h(;lnchS, thao
gO' nhung kh6 khan, vuo-ng m~c trong qua trinh tri~n khai thvc hi~n g6p ph~n nang
cao hi~u Ivc, hi~u qua hO(;1td(mg qu~m ly nha nuo-c d6i vo-i cong tac van thu, luu tru
tren dia ban huy~n.

2. Yeu c§u
- HO(;ltdQng ki~m tra phai thllC hi~n dung quy dinh cua phap lu?t; danh gia

dung thvc tr(;lng, tninh hinh thuc, dam bao c6 tn;mg lam, trQng di~m, dap Lrng yeu
c~u quan ly nha nuoc vS 11nh vvc van thu, luu tru'; cac s6 Ii~L1,thong tin ph\lc V\l
trong cong tac kiSm tra cua cac cO'quan, t6 ch(rc phai d~y du, chinh xac, trung thl)'c,

- Thong qua cong tac kiSm tra nh~m danh gia tinh hinh th~rc tS, nhu'ng m~t
lam duQ'c, chua lam duQ'c v~ cong lac van thu, luu tru' t(;1icO'quan, don vi; ttl' d6 chi
ra nguyen nhan t6n t(;li, bi~n phap xu ly, thao gO' nhu'ng )(h6 khan, vu6ng m~c trong
qua trinh tri~n khai thvc hi~n cong tac van thu, luu tru' t(;1icO'quan, don vi

- KSt qua ki~m tra phai duQ'C t&ng hQ'p, bao cao UBND hLly~n va thong bao
cho cac cO'quan, don vi duQ'c ki~m tra,

II. NQI DUNG KIEM TRA
1.Cong tac quan Iy
- Cong tac quan ly, chi d(;1o,di~u hanh cua Hlnh G(;10 d6i v(Yicong tac van thu,

luu trl1:

+ YS t& ch(rc, bien chS, nhan S\l' lam cong tac van tllu, lu'u tru'; th\l'c hi~n ch~
dQ ph\] c~p d6i vo-i cong chu-c, vien chuc lam cong tac van thu, lu'u tru',
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+ T6 chirc tuyen truyen, pho bien cac van ban quy pham phap luat va cac
huang d~n v~ cong tac van thu, hru trir.

+ Ban hanh moi hoac sua d6i, b6 sung cac van ban quan 11',chi dao va huang
d~n v~ cong tac VTLT gorn: Quy ch~ cong tac VTL T, Danh muc h6 so co quan; k~
hoach cong tac VTL T hang narn; Bang thai han bao quan h6 so, giao n9P h6 so va
Luu trfr co quan, quy dinh v~ t6 chirc SLr dung tai lieu;

+ B6 tri phong, kho va trang thiet bi bao quan tai lieu
+ Thuc hien ch~ dQ thong tin, bao cao dinh ky va dot xuat v~ cong tac VTL T

thea yeu c~u,
2. Hoar d(>ng nghiep vu van thu:
- Soan thao, ban hanh van ban, quan 11'van ban di, d~n; thvc hi~n cong tac I~p

h6 sO'va. giao nQP h6 sO'vao Luu tru cO'quan, Luu tru Ijch sLr;
- Cong tac quan 11'va slr dVng con d~u, quan 11'tai li~u di~n tll'; cong tac bao

v~ bi m~t Nha nuac trong lInh V\1Cvan thu, luu trO';

3. Ho~t d(>ng lu'u trfj:
- Cong tac thu th~p, b6 sung tai Ij~u; phan lo~li tai li~u; chinh 11'taj lieu; xac

dinh gia tf! taj li~u va tieu huy tai li~u h~t gia tr!; t6 cht:l'c cac cong CI,-I tra tim tai li~u,
- Cong tac bao quan h6 so, tai Ii~u (co kho lu'll trO/ chua co kho luu trO'; di~n

tich kho Iu'll trfr; trang thj~t bi va cac bi~n phap kh~c phl,-lcd~ bao quan tai li~u Iu'll
tru),

- T6 chuc khai thac, sU'dVng tai li~u luu trQ' (t6ng s6 IU9t nguo'j va so IUQ'ng
h6 sO',tai li~u duQ'c khai thuc SLr d~mg m9t nam)

4. Ung d\lng cong ngh~ thong tin vao cong tac van thO', hi'll tru'
III. DOl TU'<}NG,THOI GIAN, DfA DIEM, HiNH THUC KIEM TRA
1. D6i to'Q'ng, th()'i gian va dia di~m ki~m tra
- D6i tugng ki6m tra: Cac phong, ban dO'n vi va UBND cae xa, thi tr~n (se co

thong bao C\l th6 sau),
- Thai gian: Quy II va Quy III nam 2022

- Dia di6m: t?i tr\1 sa cac cO'quan, dO'n vi, UBND cae xa, thi tr~n duQ'c ki6m
tra,

2. Hinh thu'c ki~m tra
- Ki6m tra tr\1c ti~p: Tham muu UBND huy~n thanh l~p doan ki6m tra ti~n

hanh ki6m tra t?i cac co quan, dO'n vi, UBND cae xa, th! tr~n.

- Tv ki6m tra: Cac co quan, dan vi, UBND cae xii, thi trAn: T~I'ki~m tra trong
n(>ibQ co quan, dO'n vi thea cae nQi dung cLlad~ euang va hoan thi~n bao cao gt:l'iv~
UBND huy~n (qua phong NQi VV)thea dung quy dinh,

IV. THANH PHA.Nf)OAN KIEM TRA



1.Thanh phfin Doan ki~m tra
- Dai dien Lanh dao Phong NQi vu;

- Dai dien Van phong HDND va UBND huyen;

- Cong chirc, vien chirc phu trach cong tac van thir, luu trir huyen;

2. Thanh phAn doan lam vi~c ciia cac don vi ki~m tra
- D6i voi cac co quan chuyen mon thuoc UBND huyen: Dai dien Lanh dao

phong, ban chuyen mon; cong ChlJ'Cphu trach cong tac van thu, luu trfr; cac thanh
phan khac c6 lien guano

- D6i voi UBND cac xa, thi tran: Dai dien Lanh dao UBND cap xii, Cong chirc
phu trach Van phong - Th6ng ke; cac thanh phan khac co lien quan.

V. TO CHUC THUC HUtN. .
1. Phong NQi V\I
- Thanh lap Doan kiSm tra cong tac van thu, luu trir tai co quan, dun vi.

- Xay dung dS cuong kiern tra, chi dao t6 ehll'c, tiSn hanh ki@mtra t~i cac cO'
guan, dan vi, UBND cac xii, thi tr~n d~un bao ch~t Im;mg, hi~u qua.

- CU thu ky doan kiSm tra co trach nhi~m t6ng h9'P bao cao kSt qua thong qua
Truong doan kiSm tra va bao cao vS UBND huy~n.

2. Cac co' quan, do'n vi, UBND cac xa, thi trfin
- Can Cll'vao KS ho~ch kiSm tra, cac cO'quan, dun vi c6 trach nhi~m t6 Chll'C

th\fC hi~n KS ho~ch nay va tiSn hanh t\}' kiSm tra cong tac van thu, Iuu trti' t~i cO'
quan, dan vi dung quy dinh. Xay dl,l'ng bao cao kSt qua thve hi~n cong tac VTL T
cua co guan, dun vi (theo d~ cU'ongbao cao k~t qua cong tdc van thU',/u'Utru' kern
theo k~ hot;lchnay) va gU'i vS Phong NQi Vl,ltruac ngay 20/5/2022 dS chu~n bi cho
doan kiSm tfa lam vi~c.

- Cac phong, ban, dun vi thuQc UBND huy~n, UBND cae xii, th, tr~n thuQc
d6i tuqng kiSm tfa c6 trach nhi~m chu~n bi bao cao, tai li~u theo yeu e~u ella Doan
kiSm tra.

Tren day la KS ho~ch kiSm tra cong tac van thu, lUll trO' nam 2022. DS nghi
cac cO'guan, t6 chue lien quan nghiem tuc triSn khai. Trong qua trinh thl)'Chi~n nSu
co kh6 kh~n, vuang m~e lien h~ vS UBND huy~n (qua Phong NQi Vl,l)s6 di~n tho~i:
053.3880.568 dS duqc huang d~n C\l thS./.~

No'i nh~n:
- SO' NQi V\J;
- Cae phong, ban, dan vi thuQe huy~n;
- UBND cae xii, thi tr~n;
- Luu: VT, LT.



DE ClfONG BAo cAO
K~t qua cong tac van thu, luu tr"' (til' narn 20 17 d~n nay)

(Ban hanh kem thea Ki hoach s6:JJ.YKH-VBND ngay 1R thong 4 nam 2022
cua VBND huyen Huang Hoa)

I. KET QuA THT!C HI~N CONG TAc VAN THU', LU'V TRO'

1. Tuyen truyen, phB bi~n phap lu~t v~ cong tac van thtr, hru trfr

a) T6 chirc thirc hien cong tac tuyen truyen, phc bien cac quy dinh cua phap
luat hien hanh, van ban quy pham phap luat va van ban huong d~n nghiep vu ella
Trung uong, cua tinh, cua BQ nganh lien quan v~ cong tac van thu, luu trir.

b) Cac hinh thirc, tuyen truyen ph6 bi~n,

c) K~t qua t6 chirc thuc hien,

2. TB clurc b{}may va nhan su larn cong rae van thu, luu trfr

- sf> IUQ'ng cong chirc, vien chuc, lao dong hop dong chuyen trach va kiern
nhiern lam cong tac van thu, luu tru'; trinh oQ chuyen mon,

- Cong tac oao t~lO,b6i duong nghi~p V\l v~ van thu, luu tru' thea tieu ehuftn
nghi~p V\l.

- Thvc hi~n ch~ dQ ph\l c~p trach nhi~m, dQc h~i va eac eh~ dQ khae cho can
bQ, eong chuc, vien chuc lam cong tac van thu, luu trt}' thea quy djnh hi~n hanh.

3. Xay d\l'ng ban hanh van ban chi d~o, quan Iy, hU'o'ngd~n cong tac van
thU', lU'utrfr.

- Tham muu ban hanh mO'iho?e b6 sung, su'a ct6i cae van ban v~ cang tac van
thu, lUll trfr phu hQ'p vo-i quy dinh cua phap lu~t hi~n hanh va thl)'c t~ t~i cac cO'quan,
t6 chuc, dO'n vi, Cl,lthS:

K~ ho~ch cong tac van thu, luu tru' hang nam; quy ch~ cong tac van thu, luu
tn1'; danh m\lc h6 so cua co quan, don vi; bang thai h~n bao quan h6 sO',tai li~u vao
Luu trfr co quan, don vi; hU011gd~n l~p h6 so va nQP h6 sO', tai li~u vao Luu trfr co
quan, don vi; nQi quy v~ kbai thac va Slr d\lng tai li~u lu'u trO' cO'quan".

4. Ho~t d{}ngnghi~p vI}v~ cong tac van thU', lU'u tr"'

a) Thvc hi~n ho~t dQng v~ cong tac van thu, luu t1'1)'

- Cong tac so~n thao va ban hanh van ban hanh chinh, van ban quy ph~m phap
lu~t (n~u co);

- Cong tac quan Iy van ban di, d~n; thl!C hi~n cong tac l(\iph6 sO'va giao nQP
h6 so vao Luu trfr co quan, Luu trfr ljch su';

- Cong tac quan Iy va su' dl)ng con d~u, thl)'c hi~n cang tac baQ v~ bi m~t Nha
nuo-c trong linh Vl)'Cvan thu, luu trfr;
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b) Cong tac Iiru tnr

- Cong tac thu thap, b6 sung tai lieu; phan loai tai lieu; chinh Iy tai lieu; xac
dinh gia tri tai lieu va tieu huy tai lieu h~t gia tri; t6 chirc cac cong CI,1 tra tim tai lieu.

- Cong tac bao quan h6 so, tai lieu (c6 kho luu trO/ chua co kho hru trir; dieJ:F~ ...... .._. HU6

tich kho hru tnr; trang thiet bj va cac bien phap khac phuc a~ bao quan tai lieu IUlttj_tvQ-s- ..
trir) .~~ 0;. ,~ ~

- Tong s6 met gia thu duoc (chua chinh Iy va ail chinh IY)· ..~~t1j f.
;, - ,~6. :huc khai th.ac, ,Slr ~l,1ngtai li~u 1~'L1trir (tong s6 Itrot nguoi va s6 IUQ'ng~~~

ho sc, tal lieu oUQ'ckhal thuc su dl,1ngm9t nam). .._

- Ung dvng cong ngh~ thong tin vao cong tac Iuu trO', xay d~rng cO'sa dfr li~u
d~ qufm Iy tai li~u luu trfr.

5. (rng dl}ng cong ngh~ thQng tin vao cong tac van thU', hl'U tru'

- Ung dVng cong ngh~ thong tin vao quan Iy van ban ai, a~n.

-Ung dvng cong ngh~ thong tin vao quan Iy, Slr dVng h6 sO', tai li~u lUll trfr
t~i cO'quan.

6. B6 tri kinh phi d~ thl}'c hi~n cong tac van thU', ho~t dQng lu'u tru',

Vi~c b6 tri kinh phi oS thl,1'chi~n cong tac van thu, h00t aong luu tru' theo Quy
dinh t~i DiSu 39 cua Lu?t Luu tru': mua s~m trang thiSt bi, phuO'ng ti~n bao quan;
chinh Iy tai li~u; ung dl,1ngcong ngh~ thong tin vao cong tac van thLl',lUll trCr.

n. NH~NXET, DANH GIA CHUNG

1. Uu di~m

2. H~n ch~

III. DE XUAT, KIEN NGHJ eVA co QUAN, TO CHUC


