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KEHO~CH
Cdng tac van thU', It..u trfi' narn 2022

Thuc hien K€ hoach sb 33/KH-UBND ngay 0 I13/2022 cua (Jy ban nhan dan
tinh Quang Tri v~ cong UtCvan thir, luu trir tinh Quang Tri nam 2022. Uy ban nhan
dan huyen ban hanh K€ hoach cong tac van thu, luu trir nam 2022 nhu sau:

I. Ml)C DICH, YEU cAu
1.Ml)c dich

, - Nang cao trach nhiem cua Thu truong cac co quan, t6 chirc trong viec chi
dao, t6 chirc trien khai cong tac van thir, luu trfr, I~p h6 sa, quan Iy h6 sa, tai lieu
luu trir va cac hoat dong chuyen mon, nghiep vu v~ cong tac van thu, luu trir trong
nam thea dung quy dinh phap luat, phu hop voi tinh hinh thuc t€ tren dia ban
huyen. Nang cao trach nhi~m clla cong chuc, vien chuc trong vi~c ch~p hanh cac
quy d1nh v~ cong tac van thu, luu tru·.

- Tang cuemg cong tac quan Iy nha nuac v~ cong tac van thu, luu tru'; dua
vi~c th\l'c hi~n cong tac van thu, luu tru dung quy dinh clla Nha nuac.

2. Yeu c~u
ThLl tru'o-ng cac phong, ban, dan vi S\l' nghi~p trvc thu(>c huy~n; Chll tich

UB1'rD cac xa, thi tr~n (g9i chung la ca quan, dan vi) can Cll' k€ hOgch nay dS xay
dvng K€ hOgch cLla ca quan, dan vi minh nhAm nang cao trach nhi~m cLla cac c~p,
cac. nganh v~ vi tr1, vai tro, t~m quan tr9ng cLla cong tac van thu, lUll tru' dam bao
cac yeu c~u nhanh chong, chinh xac, thong subt, plwc Vl;! kip thai, hi~u qua cong
tac lanh dgo, di~u hanh cLla cac ca quan, dan vi.

II. NHI:¢M Vl) TRQNG TAM
1) Tuyen truy~n, ph8 bi~n cac quy dinh v~ cong tac van thU', IU'u tru'
a) Cac ca quan, t6 chu'c ti€p wc ph6 bi€n, quan tri~t cac van ban chi dgo,

di~u hanh v~ van thu, luu tru' t6'i cac ca quan, t6 ChLI'Ctrvc thu<)c va can b<), cong
chuc, vien chuc thu<)c phgm vi qwin Iy, g6m: Lu~t Luu tru' ngay 11/1112011; Nghi
dinh s6 30/2020/ND-CP ngay 05/3/2020 clla Chinh phL'1v6 cong tac van thLJ',
Thong tu sb 02/2019/TT-BNV ngay 24/01/2019 Clla B<) N<)i Vl;! quy dinh tieu
chuJn du' li~u thong tin d~u van va yeu c~u bao quan tai li~L1luu trCrdi~n tll' trong
cac ca quan hanh chinh hi~n nay va cac van ban phap lu~t quy dinh v~ cong tac
van thu, luu trfr.

b) Hinh thuc ph6 bien, tuyen truy~n: Dang tai tren c6ng thong tin di~n tCrcLla
huy~n, trang Website phong N<)iV\l va cac phong, ban qua h~ th6ng ph~n m~m van
ban di~n t11,H<)i nghi t~p hu~n ...

2. Ban hanh van ban quan Iy, chi d~o, hll'{rng dfin cong tac van thU', lu'u
trfr



, .
a) Phong N<)i vu tham muu UBND huyen, Chu tich UBND huyen ra soar,

danh gia cac van ban quan Iy nha nuoc v~ cong tac van thu, luu trir va tai lieu hru
tnr trong hoat dong cua co quan t6 chirc tren dia ban huyen. Dong thai, tham rnuu
trinh UBND huyen, Chu tich UBND huyen sua d6i, b6 sung, ban hanh 1116ivan
ban quan ly, chi dao, huang d~n vS cong tac van thu, luu trir. Xay dung, ban hanh
cac van ban huang dftn nghiep vu v~ cong tac van thu, luu trtr theo quy dinh hien
hanh.

b) Cac co quan, dan vi thuong xuyen cap nhat cac quy dinh cua phap luat
hien hanh vS cong tac van thir, luu tnr va [(1 soat, sua d6i, b6 sung, ban hanh cac
van ban theo quy dinh hi~n hanh, C\l th~:

- KS ho?ch tri~n khai cong tac van thu, luu trO' nam 2022;

- Quy chS cong tac van thu, luu trO';
- Bang thai h?n bao quan h6 So', tai li~u cua Co' quan, t6 chuc;

,..Danh m\lc h6 So'Co' quan, t6 ch(I'Cnam 2022;
- TriSn khai thvc hi~n KS ho?ch s6 3535/KH-UBND ngay 04/8/2020 cua

UBND tinh vS thvc hi~n D~ an Luu trD' di~n tu' cua cac Co' quan nha nuac tren dia
bim tinh Quang Tri giai do?n 2020 - 2025;

- Cac van ban chi d?o, quy dinh, quy chS va cac van ban khac co lien quan
(nSu co).

3. Th\l'c hi~n ho~t dQng nghi~p V\Ivan thu, Iu'u tru'
Cac Co' quan, t6 chuc chi d?o va tri~n khai d§y du cac nQi dung cong tac van

thu, luu tnj' t?i Co' quan, t6 chuc dam bao dung quy djnh, Cl,lth~:

a) Ho?t d<)ng nghi~p V\l van thu
- Cong tac so?n tha~, ban hanh van ban gi~y va van ban di~n tu:;

- Cong tac quan Iy van ban dSn va van ban di;
- L~p danh m\lc h6 So'; I~p h6 So', n<)p luu h6 So', tai li~u gi~y va h6 sO'di~n tu'

va~ 1uu tru Co' quan;
- Quan Iy, su d\lng con d~u, cong tac bao v~ bi m~t Nha l1uac,

- D~y m?nh vi~c tiSp nh~n, xu Iy, phat hanh va quan Iy van ban tren H~
th6ng qu~m Iy van b~mva h6 So' cong vi~c, Sll'd\mg thu d

i~n tu ph\lc V\l cong vi~c.
b) Ho?t d<)ng nghi~p Vl,lIuu trO'.
- Cong tac thu th~p, b6 sung, chinh Iy tai li~u luu trO';
- Cong tac xac dinh gia tri tai li~u, huy tai li~u hSt gia trj;
- Cong tac bao quan, th6ng ke, t6 Chll'Ckhai thac su' d\lng tai li~u luu tru.

- S6 hoa tai li~u luu trli';

, - TiSp ,t\lC tri~n khai thvc hi~n co hi~u qua va cac n<)i dung quy djnh t?i
Quyet dinh so 458/QD- TTg ngay 03/4/2020 Clla Thu tuang Chinh phu.

4. T~p hu~n, bBi duo'ng nghi~p v\I v~ van thU', IU'u tru'

a) Phong N<)iV\l
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Tham rmru xay dung n9i dung, chuang trinh va t6 chuc b6i duong ng~i~p VI,}
v~ cong tac van thir, hru trir phu hop voi tinh hinh thuc t~ va tren co so Ke hoach
dao tao, b6i duong can b9, cong clurc, vien chuc huyen Huang H6a nam 2022. Tap
trung van cac noi dung: soan thao, ky ban hanh van ban dien tLI',quan Iy van ban
dien nr; lap, n9P hru va quan ly h6 so giay, h6 so dien nr; su dung thiet bi luu kh6a
bi mat trong cong tac van thir, s6 h6a tai lieu hru trfr.

b) Cac co quan, dan vi
Ra soat va ctr cong chirc, vien chirc lam cong tac van thu, hru trfr chua dam

bao tieu chuan ngach tham gia cac lop dao tao, b6i duorig d~ dap ung yeu du v~
tieu chuAn, chuc danh thea quy dinh; Cll'tham gia cac lap t~p hu§n, b6i duang dap
ung yeu c~u ung d\1ng cong ngh~ thong tin van cong tae van thu, luu trO' trong tinh
hinh maio

5. CODg tac thaDh tra, ki~m tra
a) Phong N9i v1) xay d\mg k~ ho~ch va t6 chLl'e ki~m tra vi~c th\l'c hj~n cac

quy dinh cua phap lu~t v~ van thu, luu trO' d6i vai cac co quan, t6 chue tren ph~m
vi to an huy~n.

b) Cac co quan, dan vi ta~g cucmg thanh tra, ki~m tra vi~c th\1'c hi~n cac quy
dinh cua phap lu~t v~ cong tac van thu, Iuu trti' t~i co quan, dan vi.

6. v~quaD Iy tili li~u Lifu trfi· co· quaD
Can cu quy dinh phap lu~t hi~n hanh, cac co quan, dan vi tang cuo'ng th\l'c

hi~n d~y du cac ho~t d9ng nghi~p V\1Iuu tru', t~p trung van cae n9i dung trQng tam
sau day:

- Yeu c~u cong chuc, vien chuc don vi thu th~p tai Ii~u ca nhan giai quy~t,
l~p h6 so cong vi~c va thvc hi~n n9P h6 so van luu trO'co quan.

- B6 tri kho, phong luu trti' d~ bao quan h6 so, taj li~u luu trCr.

- Thvc hi~n cac bi~n phap d~ bao quan an to an h6 sO', taj Ij~u (trang bi thj~t
bi bao q'uan tai li~u, khu trung, di~t m6i mQt, con trung, v~ sinh, ... kho, phong thea
dung dinh mu'c kinh t~ - ky thu~t quy dinh).

- Th6ng ke, hoan thi~n m\1c l\1c, cong C\1tra cu·u ph\1c V~Ikhai thac, Sll'd\1ng
h6 so, tai li~u luu trfr c6 hi~u qua.

- Tang cuemg thvc hi~n cac ho~t d9ng nghi~p V\1luu tri} va giao n9P h6 so,
tai li~u c6 gia tri bao quan vinh viSn van lu'Utrfr Lich Sll'tinh theo dLlng quy dinh

- Xay dl)'ng kS ho~ch, t6 chuc chinh Iy h6 sO', tai li~u, tlmg bu6e giai quySt
dLrtdi~m h6 so, tai li~u b6 g6i, t6n d<.mgtai li~u co quan, t6 chuc thea yeu e~u ella
Chi thi s6 35/CT-Tfg ngay 07/9/201? cua Thu tuang Chinh phu v~ vi~e tang
cuo'ng cong tac l~p ho so va giao n9P h6 so van luu trfr co quan.

- T6 chuc xac dinh gia tri tai li~u luu tru' aa h~t h~n, e6 tho'i h~n va tai li~u
luu trfr lich Stf cua co quan, t6 chuc.

- Th6ng ke, l~p ml,le ll,lc h6 so, tai li~u (da ehinh Iy) c6 gia tri bao qwin vinh
viSn d~ thl)'c hi~n cac trinh t\l' giao, nh~n h6 so, tai li~u Luu tru' Iich Sll'tinh thea K~
ho~ch
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7. Hien dai hoa cong tac van thu, IO'u trfr• • I

a) D~y manh viec ling dung cong nghe thong tin van cong tac van thu, luu
trir cua co quan, dan vi;

b) TiSp t\1C hoan thien, nang cap h~ thong Quan ly van bin va h6 so cong
viec cua tinh, trong do chu trong viec lap h6 so dien tir va thu thap h6 so dien nr
vao Luu tnr co quan theo quy dinh tai Quyet dinh s6 500/QD-UBND ngay
03/03/2021 cua UBND tinh.

c) Sir dung h~ thong thu dien nr cong V\1,phuc vu cong viec; duy tri trao d6i,
chia se thong tin dam bao nang cao ch~t luong, hieu qua cong viec.

8. Kinh phi thuc hi~n hoat d()ng van thtr, luu trfi'
1. Kinh phi hoat dong van thu, luu trfr: Cac co quan, dan vi b6 tri kinh phi

dS thuc hien t6t cong tac van thu, luu trO' thea quy dinh t~i Di~u 39 Lu~t LUll trO'
narn 2011 va thea quy dinh t~i DiSu 36 Nghi djnh s6 30/2020/ND-CP d6i v6i kinh
phi vS cong tac van thu.

2. Cac co quan, dan vi b6 tri di~n tich phil hQ'p lam kho luu trO', d~u tu kinh
phi cai t~o, nang c~p rna rQng kho luu trO' dLIdi~n tfch va l1lua S~11l cac trang thiSt
bi bao quan an toan tai li~u theo quy dinh, chinh ly tai li~u t6n dQng.

III. NHI:¢M Vl) Cl) THE
(Chi tdt Ph~lC11:lcdinh kernKi hO(lch nay)
IV. TO CHI]'C THVC HI:¢N
1. Phong NQi V\l huong d§.n, theo dai, don d6c va ki~m tra vi~c th\l'c hi~n KS

ho~ch cong tac van thu, luu trO' narn 2022; huang d~n, giam sat vi~c th\l'c hi~n
cong t:lc' van thu, luu trfr cua cac co quan, dan vi va t6ng hgp bao cao gui Sa NQi
V\I thea quy dinh.

2. Phong Tai chinh - KS ho~ch co trach nhi~m ph6i hgp vai Phong NQi V\I
th~rn dinh b6 tri kinh phi dS t6 chtl'c lap t~p hu~n ky thu~t so~n thao van bim va
cong tac l~p h6 so, ban hanh danh m\lc h6 so trong cac co quan, dan vi; kinh phi
kiSm tra cong tac van thu, luu trfr t~i cac co quan, dan vi. Huang d~n cac co quan,
dan vi b6 tri kinh phi mua s~m trang thiSt bi, van phong ph~m ph\lc V\l t6t cong tac
van thu, luu trfr.

3. Cac phong, ban, dan vi s1,l'nghi~p thuQc huy~n, ChLI tich UBND cac xa,
thi tr~n xay d\l'ng kS ho~ch, chi d~o t6 chtl'c triSn khai cac nhi~m V\I v~ cong tac
van thu, luu trfr t:;tidan vi./. '!-

NO'i nh~n:
- UBND tinh;
- Sa NQi V\l;
- Chi C\lC VT -LT tinh;
- Cac phong, ban, d0"l1vi Sl,.l' nghi~p thuQc hlly~n;
- UBND cac xa, thi trAn;
- Cac tmo-ng h9C tren dia ban hlly~n;
- LUll: VT \_..,

TM. UY BAN NHAN DAN
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NHIEM VU TRONG TAM CONG TAc VAN THU, LUU TRU NAM 2022
(Ba~ hanh kern theo Ki h09Ch s6: AJJ..IKH-UBND ngay O.3thang 03 nam 2022

cua Uy ban nhdn dan huyen Huang Hoa)

DO'nvi thuc hi~n Th()'igian GhiTT N{}idung tlurc hien chu. .
I. QUAN LY, CHi D~O CONG TAc VAN THU, LUU TRU
I Ban hanh K~ hoach cong tac van thir, hru trfr huyen nam 2022 Phong NQi vu Quy I

Ban hanh K~ hoach cong tac van thu, hru trir cua cac co quan, don Cac phong, ban thuoc
2 huyen; UBND cac xa, Quy Ivi nam 2022

thi tr~n

3 Tham muu UBND cac c~p ban hanh cac van ban chi dao di~u hanh
Phong NQi vu Ca namcong tac quan ly nha nurrc v~ linh V\fCvan thu, luu tnr

4 Ban hanh k~ hoach ki€m tra cong tac van thu, hru tru' nam 2022 Phong NQi vu Quy II

Ban hanh Quyet dinh quy dinh Quy ch~ cong tac van thu, luu trir
co quan, dun vi. Cac phong, ban thuQc Hoan thanh

5 Danh I11\lCh6 sO"cua cO"quan, dO"nvi nam 2022; huy~n; UBND cac xa, truac
Danh m\lc thanh ph~n tai li~u nQP luu vao Luu tru' cO"quan. thi tr~n 30/4/2020
Quy dinh danh m~c, thanh ph~n tai li~u m?t eua cO"quan, t6 chuc

II. CONG TAc DAO T~O, BOI DUONG
T6 chuc t~p hu~n huang dan nghi~p V\l cho -cong chilc, vien chuc

1
v~: So~n thao va ban hanh van ban, l?p h6 so", quan ly van ban di~n

Phong NQi V\l Quy IIt11',nQP luu h6 so", tai li~u cO"quan.va ph6 bi~n cac van ban mO'i v~
cong tac van thu, luu tru-,



TT NQidung' Don vi th ,!C hi~n
Th(ri gian Ghi
thuc hi~n chu

III. BIEN CHE, PHT) cAp LAM VAN THU, LUU TRU
B6- tri cong chirc, vien chirc lam cong tac van thu, hru trtr chuyen Cac phong, ban thuoc

1 trach dam- bao tieu chuan nghiep vu ngach cong chirc, vien chirc huyen; UBND cac xa, Ca nam
van thir, hru trif thi tdn

Thirc hien ch~ d<)phu cap trach nhiem, phu c~p d<)c hai, b6i duong Cac phong, ban thuoc
2 bang hien v~t va cac ch~ d<)khac cho can bo, cong chirc, vien chirc huyen; UBND cac xa, Ca nam

lam cong tac van thir, hru tnr thi tr~n

IV. CONG TAc KIEM TRA

1 Ban hanh K~ hoach ki~m tra cong tac van thu, luu trfr d6i voi mot
Phong N<)iV\! Quy IIsa co quan dan vi tren dia ban huyen.

V. HI:¢N D~I HOA CONG TAc VAN THU, LUUTRU
Ti~p t\lC nfmg c~p hoan thi~n h~ th6ng quan Iy van ban va l~p h6 sa
cong vi~c nh~m t:;to cO'sa dfr li~u tai li~u luu tru di~n til t:;ti cac cO'

Van phong1 quan, t& chuc theo K~ ho:;tch sa 3535/KH-UBND ngay 04/8/2020 Canam
cua UBND tinh v~ th\fc hi~n D~ im Luu tru' di~n til cua cac cO'quan HDND&UBND

nha nuac tren dja ban tinh Quang Tri giai do?n 2020 - 2025

(Tng dl:mg cong ngh~ thong tin vao cong tac van thu, luu tru' eua cO'
Cac phong, ban thu<)c

quan, t& ChLI'C;Quan ly tii li~u di~n tu', d~c bi~t cong tac l?p h6 sO'2
tr~n moi trU'ong m?ng, Slr d\lng chu ky sa va Lmg dvng cac ph~n huy~n; UBND cac xii, Canam

th! tr~nmem dung chung clla UBND tinh

VI. QUAN LVTAl LI:¢U T~I LU'U TRU co QUAN

1 Ban hanh K~ ho:;tch t&ChLJ'C,s~p x~p, chinh ly toan b<)tai li~u hlnh Cac phong, ban thu<)c Ca nam
thimh trong qua trinh ho?t d9ng c·ua cO' quan, don vi tu nam 2020 huy~n; UBND cae xii,

-fU-
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TT NQi dung Don vi thuc hi~n
Thiri gian Ghi
thuc hi~n chu

tro ve tnroc. thi tran

2 NQP hru h6 sa, tai lieu co quan co gia trj bao quan vinh viSn vao Cac phong, ban thuoc Ca nam
Luu trir lich str tinh thea quy dinh huy~n

TiSp tuc thuc hien suu tarn, thu thap tai lieu quy hiSm cua cac ca
nhan, gia dinh, dong he)tieu biSu qua cac thai ky lich Slr dang duoc

UBND cac xa, thi tdn3 bao quan nhieu noi trong va ngoai tinh, tir nam 1975 tro vS truce Ca nam
thea noi dung yeu c~u cua Cong van s6 3254/UBND-NC ngay
28/9/2014 cua Uy ban nhan dan tinh


