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KE HOACH 
Cong tac van thu, km 	nom 2017 

Cy ban nhan dan huyn,ban hanh Ke hooch cong tac van thu, 	tra nom 
2017, voi nhung not dung cu the nhu sau: 

I. MUC BICH, YEU CAU 

1. Muc Bich 

Nang cao hien qua quasi l)2 Nha nude ye cong tac van thu, luu tar, phat huy vi 
tri, vai tre cua cong tac van thu, luu trir trong hoot Ong,crta cac ca quan. Nang cao 
nhOn thirc va trach nhiem cua cong chirc, vien chirc ve tarn quan twig cna cong tac 
van thu, luu trir. 

2. Yeu cAti 

Cac ca quan, don vi tren dia ban huyen thirc hi'en tot cong tac van thtr, luu tat; 
xay dkrng ke hooch cong tac van thu, luu tra nom 2017 va thtrc hi 'en theo ke hooch. 

II. NOI DUNG HOAT BONG 

I. Quail 13'7, chi dao cong tac van thy, luu 

a) Cong tac tuyen truyen 

Cac co quan, don vi tren dia ban huyen trong phom vi nhiem vu, quyri hon 
cua minh 	trung tuyen truyen, pH) bier' cac quy Binh cua phap ltfat ve van thu, luu 

dac b* la LI* Luu trLr ngdy 11/11/2011, Nghi dinh s'(') 01/2013/ND-CP, 	ngay 
03/01/2013 dm Chinh 	quy dinh chi tiet thi hanh mot so dieu cua Li* Ltru 
Quyet Binh so 4115/2014/QD-UBND ye Quy che cong tac van thu, luu tru tren dia 
ban tinh Thanh Floa, cac quy dinh cua phap luOt hi@ihanh va cac van ban huarng an 
cua huyen ve cong tac van thu, luu 

b) Cong tkc to chirc can b12 
- ye to chirc va bien che: Tiep tpc kien toan bien che lam cong tac van tint, tau 

trir tai cac co quan, don vi tren dia ban huyen. 
- Ve thtrc hiesn che do tien Wong va che dO phy cap khac: Darn boo viec thirc 

hien che d() chinh sach theo quy dinh hien hanh. , 
- Ve cong tac dao too, bai cluOng can bO: To chirc cho can bO, cong chirc, vien 

chirc lam cong tac van thu, luu till di dao tao, boi dual-1g nghiep vu do cap tren to 
chirc. 

c) Cong tac xay rhrng, ban hanh win ban quail 1Y, htrang Sin ye cong Mc 
van thtr, 	&Cr 

Can cd Lu4t Luu tat, cac van ban quy phom phap 1114t va van ban chi dao cda 
BO NOi vu, van ban huong dan nghiep vu cna Cyc Van thu va Luu tar Nha mak va 



van ban chi daoctla tinh ve linh vise van thLr, luu tar", cac co quan, don vi tiep tuc ra 
soat, sira doi, 1)6 sung hoc ban hanh rnai cac van ban quan ly ve cong tac van thu, 
luu trir phii hop voi quy dinh hien hanh: 

- Danh muc ho so ciia cac co' quan, don vi thuc huyen; 
- Bang thari han bao quan ho so, tai lieu (can cir hung dan tai Thong tu so 

13/2011/TT-BNV ngay 24/10/2011 dm BO NOi vu); 
Hung dan cong chuc, vien chirc trong co quan ljp hO so hien hanh va giao 

nOp ho so, tai lieu vao luu trit cUa co quan, to chirc; 
- Xay dung not quy kho Ltru frit co quan va quy dinh ye to chdc, sir dung tai 

lieu; 
- TO chirc thus hien tot cac quy trinh nghiep vu ve cong tac van this, luu trU 

theo Thong tu sO 07/2012/TT-BNV ngay 22/11/2012 huong an quan ly van ban, ljp 
ho so va nOp luu ho so, tai lieu vao luu tar co quan; 

- Ra soat ho so, tai lieu du dieu kien nOp luu vao luu 	lich sir va thuc hien 
thit tuc thu, nop theo ding quy dinh; 

- BO tri kinh phi thuc hien cac hoat dOng ye van thu, ltm till; to chirc pho bien, 
trien khai cac van ban mei ve cOng tac van this, 	tril; cong tac dao tap, bOi dtrOng 
nghiep via; dau tu cai tao, nang cap he thong kho luu trir, mua sam trang thiet bi bao 
quan tai lieu; chinh ly ton dOng tai lieu va irng dung cong nglie thong tin trong cong 
tac van thu, luu tra. 

2. Cong tac kiem tra, hu'o•ng dan 
Ph6ng NOi vu phoi hop veri Van ph6ng HDND&UBND huyen tham muu cho 

UBND huyen viec kiem tra cong tac van this, luu trix tai cac co quan, don vi va 
UBND cac xa, thi tran. Viec kiem tra, huong dan tap trung vao mot so not dung sau: 

a) Viec tuyen truyen, ph6 bien Lujt Lim tri, Quy che cong tac van thu, luu trir 
cua huyen va cac van ban quan ly, chi dao ciia cap tren. 

b) Ve cOng tac to chirc can bO: ve bien che, trinh dO can bO cong chdc, vien 
chirc; thuc hien che dO chinh sach doi vd'i dOi ngii lam cong tac van this, luu tar'  theo 
quy dinh cua nha nugc. 

c) ye viec ban hanh cac van ban chi dao, quan 1Y, huOng dan cong tac VTLT. 
d) Thuc hien cac khau nghiep vu: 
- Dai 	cong tac vein thu': 
+ Cong tac soar' thao va ban hanh van ban: cac quy trinh nghiep vu soan thao, 

ban hanh van ban dung the thirc, tham quyen va k'y thujt trinh bay theo quy dinh tai 
Thong tu 01/2011/TT-BNV ngay 19/01/2011 ciia BO NOi vu; 

+ TO chirc tiep nhjn, xir ly, quan ly van ban di, van ban den va ljp hO so cong 
viec, thuc hien nOp luu 116 so tai lieu vao luu frit co quan theo huang dan tai thong tu 
sO 07/2012/TT-BNV ngay 22/1 1/2012 ciia BC? NOi vu; 

+ Viec Ung dung cong nghe thong tin, m6 cac to ti so clang ky theo quy dinh; 
+ Cong tac quan ly va sir dung cac lc* dau; 
+ Cong tac quan ly tai lieu mat. 
- Doi vol cong tcrc lu'u 
+ Viec thu thjp, chinh ly tai lieu ton dong, ke hoach thu thjp ho so tai lieu da 

chinh ly nOp vao luu trix Lich sir theo quy dinh; 
+ Cac trang thiet bi bao quan 116 so tai lieu tai kho luu trir; 
+ TO chirc khai thac, sir dung, cong bO, suu tam tai lieu Mu trir; 



+ U'ng dung cong nghe thong tin vao quan lY hO so luu tar; 
+ Kinh phi cal tao, nang cap kho 	mua sam cac trang thiet bi ban quan 

tai lieu; 
+ Thirc hien cac che do bdo cao dinh ky va clOt xuat theo quy dinh. 
3. BO tri kinh phi d thtrc hien cong tac van thu va hoat ding tau tar 
Cac co quan, don vi chit dOng bo tri kinh phi cho cong tac van thu, luu trC 

trong dtx toan ngan sach hang nam va duoc sir dung vao cac cong, viec sau: 
- To chirc hOi nghi pho bien, trier' khai cac van ban mai ve cong tac van thu, 

luu tat, cong tac dao tao, boi duang nghiep 
- Xay dung, cdi tao kho luu trir. 
- Mua sam thiet bi, phuong tien bdo quan va phgc vu viec sir clung tai lieu luu 

- Chinh lY tai lieu. 
III. TO CHIJC THUC HIVN 
1. Cdc co quan, don vi, UBND cac xa, thi tran chi dao thuc hien ke hoach nay 

va can cir tinh hinh thuc to xay clung Ke hoach cong tac van thu, 1Cxu tit nam 2017 
cua co quan, don vi minh. 

2. Phong Noi vv, Van phong HDND&UBND huyen phoi hop kiem tra, giam 
sat viec thuc hien ciia cac co' quan, don vi, UBND cac xa, thi tran va tong hop tham 
muu bao cao cho UBND huyen vol So' NOi vu theo quy dinh. 

Tren day la Ke hoach cong tac van thu, luu tit nam 2017 huyen Nga Son, de 
nghi thu truong cac co quan, don vi nghiem tuc trien khai thuc hien./.gam  

No'i nhein: 
- Chu tich, cac pho Cho tich; 
- Cac ca quan nganh(t/h); 
- UBND cac za, thi tran(t/h); 
- Luu: VT, NV. 
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