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iTY BAN NHAN DAN
THJ xA BiM SON

sf>: ?,r /KH-UBND

CONG HoA xA HOI CHiT NGHiA VIET NAM. . .
DQc l~p- TV do - H~nh phuc

Blm San, ngay;(O thang 5 nam 2017

KEHOACH
Tri~n khai thvc hi~n cong hic'van thu, lUll trrr nam 2017

Th\fc hi~n KS ho~ch s6 199/KH-UBND ngay 30 thang 12 nam 2016 cua
Chu tich Uy ban nhan dan tinh Thanh Hoa vS KS ho~ch cong tac Van thu - Luu
tru nam 2017. Chu tich Uy ban nhan dan thi xa Bim Son xay dvng KS ho~ch
cong tac Van thu - Luu tru nam 2017, vai cac nQi dung nhu sau:

I. Ml)C BicH, YEU cAu.
1. Ml}c clich:
Tang cUOng ho~t dQng qwin ly nha nuac vS van thu, luu tru nh~m phat huy

hi~u l\fc, hi~u qua va gia tri cua tai li~u luu tru. D6ng thai, nang cao nh~n thilc
va trach nhi~m cua cac cfip, cac nganh vS t~m quan tn;mg cua cong tac van thu,
luu tru; t~o buac chuySn biSn tich qrc, dua cong tac van thu, luu tru di vao nS
nSp, khoa hQc, dam bao dung quy dinh cua phap lu?t.

2. Yell cAll:
TriSn khai ho~t dQng van thu, luu tru theo dung quy dinh hi~n hanh cua

phap lu?t va cac van ban huang dftn cua Trung uong; dam bao xay d\fng va t6
chilc th\1'c hi~n KS ho~ch cong tac van thu, luu tru theo quy dinh, ho~t dQng
nang cao hi~u qua cong tac quan ly Nha nuac vS van thu, luu tru, d6ng thai,
th6ng nhfit quan ly cong tac van thu, luu tru phu hQ'Pvai cac yeu c~u cua Thi xa,
dua ho~t dQng van thu, luu tru di vao nS nSp, t6 chilc van thu, luu tru va h~
th6ng kho luu tru tung buac duQ'c cung c6, tai li~u luu tru duQ'c bao v~, bao
quan an toan va dap trng ngay cang t6t han cong tac cua cac ca quan, t6 chilc
cling nhu yeu c~u khai thac, su d\lng.

II. NOI DUNG TRIEN KRAI.
1. Nhi~m vI} thuO'ng Xllyen.
a) Quan ly, chi d~o, huang dftn cong tac van thu, luu tru.
Cac phong, ban, ca quan, don vi, UBND xa phuOng (gQi chung la cfip xa)

t6 chilc tuyen truySn, ph6 biSn Lu?t Luu tru ngay 11/11/2011, QuySt dinh s6
4115/2014/QD-UBND ngay 25/11/20104 cua UBND tinh vS Quy chS cong tac
van thu, luu tru tren dia ban tinh Thanh H6a, cac van ban huang dftn cua C\lC
Van thu va Luu tru Nha nuac, cua tinh vS cong tac van thu, luu trfr, QuySt dinh
s6 o 1/20 15/QD-UBND ngay 13/3/2015 cua UBND Thi xa vS vi~c ban hanh Quy
chS cong tac van thu, luu tru tren dia ban Thi xa Bim Son.

b) Xay d\fng ban hanh van ban vS cong tac van thu, luu tru.
- T?p trung xay d\1'ng Danh m\lc h6 sa cua ca quan, t6 chilc nQp luu vao

luu tru ca quan; Danh m\lc thanh ph~n h6 sa, tai li~u thuQc ngu6n nQp luu vao
Luu tru lich su tinh;
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- Ra socit, sua d6i, b6 sung Quy chS cong tac van thu, luu tni ca quan, dan

vj cho phil hQ'Pvai Quy~t djnh s6 4115/2014/QD-UBND ngay 25/11/20104 cua
UBND tinh Thanh Boa, Quy~t djnh s6 03/2015/QD-UBND ngay 13/3/2015 cua
UBND Thj xa Bim San. Dua vi~c l~p h6 sa cong vi~c cua can bQ, cong chuc,
vien chuc va nguai lao dQng vao Quy chS cong tac van thu, luu tni lam ca sa
binh xet thi dua, khen thu6ng cu6i nam cua ca quan, dan vj;

- Xay d\ffig Bang thai h1}.nbao quan h6 sa, tai li~u luu tru nQp vao LUll tni
ca quan; lI!a chQ tai li~u co gia trj bao quan vinh viSn giao nQp vao lUll tni Ijch
su tinh (qua Chi C\!CVan thu - LUll tru) theo quy djnh t~i Thong tu s6
09/2011/TT-BNV ngay 03 thang 06 nam 2011 cua BQNQi V\!quy djnh vS thai
h~n bao quan h6 sa, tai li~u hinh thanh ph6 biSn trong ho~t dQng cua cac ca
quan, t6 chuc va Thong tu s6 13/201 1/TT -BNV ngay 24/10/2011 cua BQNQiV\!
quy djnh thai h~n bao quan tai li~u hinh thanh trong ho~t dQng cua Uy ban nhan
dan cac tinh, thanh ph6 trvc thuQc Trung uang.

c) Cong tac t6 chuc can bQ,t~p hulin, b6i duang nghi~p V\!.
- VS cong tac t6 chuc va can bQ.
+ Phong NQi V\l tham mUll cho UBND Thj xa ki~n toan t6 chuc van thu,

lUlltni t~i ca quan Uy ban nhan dan Thj xa, chu trQng ca quan quan ly !'Ina nuac
cua Thj xa vS cong tac van thu, lUll tni dS hoan thanh t6t chuc nang, nhi~m Vt,1
duQ'cgiao.

+ B6 tri cong chuc lam cong tac van thu, luu tru dam bao dung tieu chufin
ng~ch cong chuc van thu, lUll tni theo quy dinh Thong tu s6 13/2014/TT-BNV
ngay 31 thang 10 nam 2014 cua BQNQi V\!quy djnh rna s6 va tieu chufin chuc
danh nghS nghi~p vien chuc chuyen nganh lUll tru va Thong tu s6 14/2014/TT-
BNV ngay 31 thang 10 nam 2014 cua BQNQi V\! quy dinh chuc danh, rna s6
ng~ch va tieu chuAn nghi~p Vt,1chuyen mon cac ng~ch cong chuc chuyen nganh
van thu;

- VS cong tac t~p hulin, b6i duang nghi~p V\!.
+ 86 tri kinh phi T6 cht:rccac lap t~p hulin, b6i duang nghi~p V\!,hQi nghj

truyen truySn vS cong tac van thu, lUll tru cho can bQ, cong chuc, vien chuc tit
Thj xa dSn ca sa. T~p trung sau vao cac nQidung: L~p h6 sa va giao nQph6 sa, tai
li~u vao lUll tni ca quan; quan ly van ban di, van ban dSn va l~p h6 sa trong moi
truang m~ng; chinh ly, xac djnh gia trj tai li~u, bao quan, s6 hoa tai li~u lUlltm.

T Thl!c hi~n chS dQ tiSn luang va cac chS dQph\! clip trach nhi~m, dQc h~i
cho cong chuc, vien chuc van thu, lUlltru theo quy dinh cua phap lu~t.

d) KiSm tra, huang d~n thl!c hi~n cong tac van thu, luu tni: UBND Thj xa
ph6i hQ'Pcac dan vj co lien quan thanh l~p doan kiSm tra vi~c th\l'c hi~n cac quy
dinh cua phap lu~t vS van thu, luu tru d6i vai cac dan vj thuQc ph~m vi qWln Iy.

+ Vi~c th\l'c hi~n tuyen truySn ph6 biSn Lu~t Luu tru; Quy chS cong tac van
thu, lUll tru thj xa Bim San, va cac quy djnh huang d~n cua Trung uang, cua
tinh va cua Thj xa.

+ Cong tac t6 chuc, bien chS (vS t6 chuc: trinh dQ chuyen mon, nghi~p V\!;
v~ ch~ dQpht,1clip d6i vai cor.g chuc, vien chuc lam cong tac van thu, lUlltru).
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+ Vi~c ban hanh cac van bfm qwin Iy vS cong tac van thu, luu till.
+ Thgc hi~n nghi~p V\l cong tac van thu: So~n thao va ban hanh van ban

theo Thong tu 01/2011/TT-BNV ngay 19/9/2011 cua BQ NQi V\l; quan Iy van
ban di, quan Iy van ban dSn, quan Iy va su d\lng con d~u; I?p h6 sa cong vi~c va
giao nQp tai li~u van luu tru ca quan, luu tru c~p xa theo quy dinh.

+ Thgc hi~n nghi~p V\l cong tac luu tru: Vi~c xay dgng kS ho~ch va t6 chuc
thu th?p h6 sa, tai li~u van Luu tru ca quan; th6ng ke s6 luqng tai li~u da chinh
Iy hoan chinh, tai li~u chua duQ'c chinh Iy; tinh tr~ng kho tang, trang thiSt bi bao
quan tai li~u; t6 chuc khai thac tai li~u luu tru.

e) (rng d\lng cong ngh~ thong tin van cong tac van thu, luu tru:
- TriSn khai thgc hi~n van ban s6 822/HD- VTL TNN ngay 26/8/2015 cua

C\lC Van thu va Luu tru Nha nuac huang d~n quan Iy van ban di, van ban dSn
va l?p h6 sa trong moi truang m~ng; van ban s6 169/HD- VTL TNN ngay
10/3/2010 cua C\lC Van thu va Luu tru Nha nuac vS huang dan xay d\l'llg ca So'
du li~u luu tru.

- TiSp t\lC triSn khai vi~c ap d\lng h~ th6ng quan Iy ch~t luqng theo tieu
chu~n TCVN ISO 9001:2008 van cong tac van thu, luu tru.

f) B6 tri kinh phi dS thgc hi~n cong tac van thu va ho~t dQng luu tru:
UBND Thi xa, Truang cac phong, cac dan vi sg nghi~p trgc thuQc, cac ca

quan dan vi tren dia ban, UBND c~p xa, phuang chu dQng b6 tri kinh phi cho
cong tac van thu, luu tru va chu dQng su d\lng kinh phi vao cac cong vi~c:

- T6 chuc hQi nghi ph6 biSn, triSn khai cac van ban mai vS cong tac van
thu, luu tru, cong tac dao t~o, b6i du5ng nghi~p V\l;

- Xay dgng, cai t~o, nang c~p khO luu tru;
- Mua s~m thiSt bi, phuang ti~n bao quan va ph\lc V\l vi~c su d\lng tai li~u

luu tru;
- Chinh Iy tai li~u;
- Thgc hi~n cac bi~n phap ky thu?t bao quan tai li~u luu tru;
- Nhung ho~t dQng khac ph\lc V\l hi~n d~i h6a cong tac van thu, luu tru.
2. Nhi~m vI} tr<~mgtam Dam 2017:
a) Truang cac phong, ban chuyen mon, Truang cac dan vi sg nghi~p trgc

thuQc, cac ca quan dan vi tren dia ban, Chu tich UBND cac xa, phuang chi d~o
can bQ cong chuc, vien chuc thgc hi~n nghiem tuc vi~c I?p h6 sa cong vi~c va
giao nQp h6 sa, tai li~u van Luu tru ca quan theo Thong tu s6 07/2012/TT-BNV
ngay 22/11/2012 cua BQ NQi V\l; dfru tu kinh phi cho vi~c chinh Iy tai li~u nh~m
giai quySt dlit diSm tinh tr~ng tai li~u t6n d<;mgt~i cac phong, ban, ca quan, dan
vi; thgc hi~n chS dQ ph\l c~p dQc h~i, b6i duang b~ng hi~n V?t cho can bQ, cong
chuc, vien chuc lam cong tac luu tru dung quy dinh hi~n hanh; quan tam dSn
chS dQ ph\l c~p cho can bQ kiem nhi~m lam cong tac van thu, luu tru.

b) Phong NQi V\l huang d~n thgc hi~n cong tac van thu, luu tru t~i cac
phong, ban, ca quan dan vi, UBND cac xa, phuang; huang d~n vi~c su d\lng
kinh phi vao vi~c cai t~o, nang c~p, mua s~m cac trang thiSt bi bao v~, bao quan
an toan tai li~u theo quy dinh t~i Khoan 3, m\lc III, Thong tu s6 09/2007/TT-
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BNV ngay 26/11/2007 cua BQNQi V\l huang dfin vS kho luu tru chuyen d\lng;
T6 chuc t~p hu~n, b6i duang nghi~p V\l chuyen sau vS vfm thu, lUll tru phu hQ'P
vai tung d6i tUQ'llgcong chuc, vien chuc tu Thi xa dSn ca So'.

III. TO CHUC THVC HI~N:
1. Truang cac phong, ban chuyen mon, Truang cac dan vi S\fnghi~p tr\fc

thuQc, cac ca quan dan vi tren dia ban, Chu tich UBND cac xa, phuong din cu
KS hOi;lChnay va chuc nang nhi~m V\l duQ'c giao xay d\fng KS hOi;lChcong tac
van thu, luu tru nam 2017 cua phong, ban, dan vi, dia phuang.

2. Phong NQi V\l huang dfin, don d6c, kiSm tra cac ca quan, dan vi tnJc
thuQc, UBND cac xa, phuong th\fc hi~n cac nhi~m V\l duQ'c giaob dinh ky t6ng
hQ'P,bao cao kSt qua th\fc hi~n vS Uy ban nhan dan Thi xa (qua phong NQi V\l)
theo dinh ky 6 thang (truac ngay 15/6/2017) va bao cao narn (truac ngay
05/12/2017).

Trong qua trinh triSn khai th\fc hi~n nSu c6 kh6 khan, vuang m&c,cac ca quan,
dan vi phan anh vSUBND Thi xa (qua phong NQivv) dSph6i hQ'Pth\TChi~n. ~

No'inlt~n: ,,''f-~~. .; TICH
_ SaNQi vv (b/c); t/~w@t~~~,\fICH
_UBND cac xa, phuo'ng; c,'[ ")">. .:-,:;~ ~
_Cac ph6ng, ban, don vi SN tnJc thuQc; \.~ \ iii\d ...~~'Y''i I .
_Luu: VT, NY. I ~'\;;~i<::<c'/z,,~ 'wP'. ~.
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