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Binh Duvng, ngay .72.5 thong 0.2,neim 2016 s6: 5-2,571(.11-UBND 

KE HOACH 
Cong tic van tint., luu tr.& nam 2016 

en Cong van se) 1302NTLTNN-NVDP ngay 18 thong 12 Wain 2015 
dm Cue Van thu va Ltru trir Nha nu6c ve viec huong clan phuong huong, nhiem vu 
cong tac van thu, luu tru nam 2016 doi vai cac tinh, thanh pito truc thu6c Trung 
ucmg; Uy ban nhan dan tinh Binh Duong ban hanh Ke hoach ding tac van thu, luu 
tilt ten dia ban tinh nam 2016, v6i cac not dung nhu sau: 

I. MVC RICH, YEU CAU 

1. Muc dich 

Nang cao hieu qua quan ly nha nu6c ve cong tac van thu, km trot, phat,huy vi 
tri, vai tro 	cong tac van thu, km 	trong hoat dOng 	cac co quan, to chirc. 
Bao quan an toan ho so, tai lieu va to chuc sir dung tai lieu luu trir c6 hieu qua nham 
cung cap thong tin chinh xac, kip thoi cho su chi ciao, 

to 
hanh 	lanh dao, gop 

phan nang cao chat luting hoat dOng 	cac co quan, to chirc ten dia ban toan tinh. 
Tao buoy chuyen Bien, dua cong tac van thu, km trot cua tinh dan di vao ne nep va 
thtrc hien dung quy dinh cua phap luat hien hanh. 

2. Yeu cau 

Tren co so.  Ke hoach cong tac van thu, luu tru cua tinh nam 2016, cac co quan, 
to chile xay dung ke hoach ding tac van thu, km tit phit hop vai tinh hinh hog Ong 
oh co van, to chirc,  minh nhung phai dam boo cac yeu cau: viec ban hanh van ban 
dung tham quyen, the thdc va ky-  thuat trinh bay; lap ho so cong viec va giao n6p ho 
so vao luu tru theo dung quy dinh; boo quan ho so, tai lieu, khai tilde va sir dung hieu 
qua tai lieu luu tilt; img dung cong nghe thong tin trong hog dOng van thu, luu tat. 

II. NOI DUNG 

1. Nh*n vu thterng xuyen 

a) Quan ly ve cong tac van thu, km trit 

- Tuyen truyen, phe) bien phap luat ve cong tac van thu, km 

+ Cac co quan, to chirc tier, tuc day manh viec tuyen ft-1134n, ph6 Wen cac van 
ban quy dinh, twang dan nghiep vu va kip died cap nhat cac quy dinh moi ye cong tac 
van thu, km tit; 

+ B6 tri kink phi to chirc dao tao, tap han, b6i &rang nghiep vu van thu, km 
tar'  cho toan the ding chirc, vien chirc dr cap tinh, cap huyen den cap xd. 

- Cong tac to chirc, nhan skr: 



+ Trong chi tieu bien the dugc giao hang nam, cac ca quan, to chirc 1)6 tri cong 
chirc, vien chdc lam ding tac van thu, luu till' dam bao du ye so lugng va dap irng 
tieu chudn theo quy dinh tai Thong to so 14/2014/TT-BNV ngay 31 thang 10 nam 
2014 dm 130i NOi vu quy dinh chirc danh, ma so ngach va tieu chuan nghiep vu 
chuyen mon cac ngach cong chirc chuyen nganh van thu; Thon to so 13/2014/TT-
BNV ngay 31 thang 10 nam 2014 dm BO NOi vu quy dinh ma so va tieu chuan chirc 
danh nghe nghiep vien chirc chuyen nganh luu trot; 

+ Cac co quan, to chirc cho dOng phi h9p voi So' NOi vu tang cuang cong tac 
dao tao, boi clang, tap huan nang cao nghiep vu cho dOi ngu cong chirc, vien chirc 
lam cong tac van thu, km trit tai don vi minh; 

+ Thuc hien tot cac the dO, chinh sach, phu cap dOc hai cho cong chirc, vien 
chirc truc tip lam luu trir theo dung quy dinh. 

- Cong tac xay dung va ban hanh van ban: 

+ SO. Noi vu tip tuc tham muu US,  ban nhan dan tinh ban hanh quyat dinh va 
danh muc thanh phan tai lieu Op luu vao Luu trir lich sir dm cac co quan, to chirc 
ten dia ban tinh; 

+ Thu tn.rang cac so., ban, nganh, doanh nghiep nha nu6c va Chu tich Uy ban 
nhan dan cac huyen, thi xa, thanh phi') can cir cac quy dinh moi cua Trung ucmg, cua 
tinh hoc huang dan dm So. NOi vu ye cong tac van thu, luu trit, chi dao ra,soat 
nhang van ban da ban hanh khong con 	h9p de sira d6i, b6 sung hoc thay the cho 
phu h9p,cu the: Quy the cong tac van thu, luu tra; danh muc ho so co quan; quy , 
dinh ve chirc, sir dung tai lieu; van ban huang dan lap ho so hien hanh va giao nOp 
ho so, tai lieu vao luu till co quan; quy trinh quail ly van ban di, van ban den (ke ca 
van ban dien tir). 

- Kim tra cong tac van thu, luu tril: SO.  NO vu xay dung Ka hoach kiam tra 
cong tac van thu, km trit,ndm 2016 nhdm kip thoi phat hien nhang eon tai, han the va 
có giai,phap 	h9p de chdn chinh, neu cao trach nhiem 	nguoi ding dau co 
quan, to chirc trong cong tac chi ciao, dieu hanh, dua cong tac van thu, luu trir tai cac 
co quan, to chirc di vao ne nep; not dung kiam tra tap trung vao mot so van de sau: 

+ To chirc, bien cha, ba tri nhan su lam cong tac Van thu, luu tit; 

+ Tap hudn, trian khai cac van ban quy pham phap luat, van ban huOng clan 
nghiep vu cua Trung ucmg ve ding tac van thu, km trir; 

+ Ban hanh cac van ban chi ciao, huang clan va cong tac van thu, km trir; 

+ Thuc hien hog dOng nghiep vu van thu: The thirc va ky thuat trinh bay van 
ban hanh chinh; quan 1S,  van ban di, van ban dan va van ban mat; quan 1Yr va sir dung 
con dau; tham quyan ban hanh van ban; cong tac lap ho so dm can b0, cong 
vien chirc theo Danh muc he, so co quan va thuc hien nOp luu vao Luu tit co quan; 
img dung cong nghe thong tin trong quan ly van ban, sir dung he thong thu dien tir; 

+ Thuc hien hog &Ong nghiep vu km tril: Cong tac quail lyr va bao quan an 
town tai lieu tai kho luu 	chinh ly khoa hoc ho so tai lieu; xac dinh gia tri tai lieu; 
c8ng tac 114 tai lieu het gia tri; thuc hien thu thap va nOp luu h6 so, tai lieu vao Luu 
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tit co.  quan, Ltru trix lich sir theo quy dinh; to chirc khai thac, sir dung tai lieu luu tru 
hieu qua; tinh tang thvc to kho km trir va cac trang thiet bi phvc vi ding tac bao 
quan tai lieu luu tit; 

+ Kiem tra cac to chirc va Ca nhan hoat d6ng dich vv luu trir tren dia ban tinh 
theo quy dinh tai Thong to so 09/2014/TT-BNV ngay 01/10/2014 cila BO N6i vv 
huang dan ye quan lyr chung chi hanh nghe km tit va boat d6ng dich vv km tri.1; 

+ Thvc hien the do bao cao thong ke co. s6, bao cao thong ke tong hop thuong 
xuyen, d6t xuat ve. Cong tac van thu, luu tit va tai lieu luu 

Doi voi cac co.  quan, to chirc khong dugc kiem tra theo Ke hoach,,chit dOng ra 
sok tinh hinh thvc hien trong co.  quan, don vi minh va to chirc kiem tra doi vai cac co 
quan, don vi tivc thu6c theo cac not dung neu tren de bao cao Uy ban nhan dan tinh. 

b) Hien dai boa cong tac van thu, km tax' 

- Trien khai thvc hien Huang clan so 822/HD-VTLTNN ngay 26 thang 8 nam 
2015,cita Cvc Van thu va Ltru 	Nha nuOc ve quan van ban di, van ban den va 
lap ho so.  ten moi truong mang. 

- DAy manh,viec 	dung ding nghe thong tin vao cong tac van thu, ltru tit; 
trien khai phan mem quan ly van ban den cap huyen, cap ,x5., thvc hien lien th6ng 
giaa cac co. quan, to chirc; tirng bu6c trien khai hieu qua de an s6 boa tai lieu va ap 
dung chu ky s6, luu tit tai lieu dien to tren moi truOng mang. 

- Tang ctrong viec sir dung he thOng thu dien tit trong hoat d6ng cua cac co. 
quan, to ark theo Chi thi so 14/CT-UBND ngay 30 thang 5 nam 2014 dm Chit tich 
UBND tinh ve viec tang cuong sir dung van ban dien tit trong boat d'Ong oh co. quan 
nha nuac ten dia ban tinh va Quyet dinh so 69/2014/QD-UBND ngay 30 thang 12 
nam 2014 dia. Uy ban than dan tinh ban hanh Quy the quan157va sir dung chimg thu 
se dm cac co quan nha nuot tren dia ban tinh. 

- Cac co.  quan, to chirc duy tri, cai tien N thong quart lyr chAt luung theo tieu 
chuAn ISO bao dam pha hug) vai chile nang, nhiem vv va tinh hinh thvc to cua co.  
quan, don vi not chung va doi vai ding tac van thu, km tilt not rieng. 

c) Bo tri kinh phi de thvc hien cong tac van thu, boat dOng km Ira 

- Viec bo tri kinh phi de thvc hien cong tac van thu va boat dOng km tru theo 
quy dinh tai Dieu 39 Lust Lint tit 

- Thit truang cac co.  quan, to chirc, Chit tich UBND cac huyen, thi xa, thank 
pho bo tri kinh phi de tiep tic giai quyet tai lieu ton dung; thvc hien chink 15,  khoa 
hue hO so., tai lieu, dam bao quan lyr chat che, nang cao gia tri tai lieu km tilt va thvc 
hien nap km vao Luu tit lich sir theo quy dinh cita phap luSt. 

- Tiep tic trien khai du an du to xay dung kho chuyen dung cita tinh. 

- Tang cueng bao ve va phat buy gia tri tai lieu km trir theo Chi thi se 
05/2007/CT-TTg ngay 02 thang 3 nam 2007 oh Thu Wong Chinh phi:, cv the: be) tri 
dien tich kho luu tit phit hop nham bao quan tot tai lieu luu 	trang bi day du cac 

3 



phuong tien de phuc vu cong tac luu trUr theo quy dinh; chu tong ding tac phong 
chay, chaa chay, phong chong am not va nam moc, con trung tai kho km tit 

2. Nhqm v9 trong tam dam 2016 

Thu throng cac sa, ban, nganh, doanh nghiep nha nuac, Chu tich UBND cac 
huyen, thi xa, thanh pho tap trung chi dao thtrc hien nhang nhiem vu tong tam sau: 

a) Lap h6 so cong viec va nOp luu h6 so, tai lieu 

- Thu twang cac co quan, to chirc chi dao, quan triet viec lap h6 so cong viec 
dm can beo, cong chirc, vien chirc dam bao quan 1T chat the ho so, tai lieu, thtrc hien 
nOp km vao Luu tit co quan theo quy dinh cua phap luat. Dua nOi dung cong tac lap 
ho so ding viec vao mot trong cac tieu chi de danh gia va phan loci cong chtk, vien 
chirc cuoi n'am; 

- Uy ban nhan dan cap huyen htrang clan Uy ban nhan dan cap xa thtrc hien 
quan ly cong tac van thu, luu trir thong nhat cac not dung theo quy dinh tai Thong to 
s6 14/2011/TT-BNV ngay 08 thang 11 n'arn 2011 cila B6 N6i vu quy dinh quan ly 116 
so, tai lieu hinh thanh trong hoat dOng cua H6i dng nhan dan va Uy ban nhan dan 

phuong, thi trAn va Quy& dinh s6 53/2012/QD-UBND ngay 12 thang 12 ndm 
2012 oh Uy ban nhan dan tinh ban hanh quy dinh quan 15,  ding tac van thu, luu trtt 
cua HOi d6ng nhan dan va Uy ban nhan dan xd, phuong, thi trdn ten dia ban tinh. 

b) Tri6n khai cac van ban ve cong tac van thu, km 	Giao Sa N'6i vu chu tri: 

- Huang an, ki&n tra viec thtrc hien cong tac van thu, km tit tren dia ban tinh 
theo quy dinh tai Quyat dinh s6 01/2014/QD-UBND ngay 13/01/2014 ciia Uy ban 
nhan dan tinh quy dinh ding tac km trtt ten dia ban tinh va Quyet dinh so 
41/2014/QD-UBND ngay 20/11/2014 oh Uy ban nhan dan tinh quy dinh cong tac 
van thu ten dia ban tinh; 

- Huang dan, ki&n tra ding tac lap h6 so cong viec theo quy dinh tai Thong to 
s6 07/2012/TT-BNV ngay 22 thang 11 ndm 2012 ciia B6 NOi vu hu(mg dan quan ly 
van ban, lap h6 so va nOp km h6 so, tai lieu vao Luu trir co quan; 

- Xay siting danh muc thanh phdn tai lieu ca gia tri bao quan vinh vien cua cac 
co quan, to chirc n6p luu vao Luu trur lich sir tinh; 

- Tri6'n khai thtrc hien cac van ban mai cua Trung ucmg quy dinh, huang clan 
ve cong tac van thu, km trtt hoac tham num Uy ban nhan dan tinh ban hanh van ban 
chi dao, huang dan phii hoop vai tinh hinh dux to tai dia phuong. 

c) Quan11,  tai lieu km tit 

- So N6i vu chin trach nhiem xay dtmg ke hoach, don d6c, nhdc nho va chi dao 
Chi cuc Van thu - Luu tit to chirc thtrc hien viec thu thap ho so, tai lieu vao Luu trir 
lich sir tinh dung then gian quy dinh; 

- B6 tri kink phi chinh 15/ khoa hoc h6 so, tai lieu, chu trong giai guy& dirt di'e'm 
tinh tang tai lieu ton dong. Doi vai cac co quan, to chirc thu6c Danh muc nguon nOp 
luu vao Luu tit lich sir theo Quy& dinh s6 3337/QD-UBND ngay 21 thang 12 ndm 
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2015 cila Uy ban nhan dan tinh, kip thoi chinh 15,  khoa hoc 116 so, tai lieu dam bao 
tiled han nip luu vao Luu trir lich sir theo quy dinh; 

- Thtrc hien the dO bao ve, ve sinh dinh ky kho luu trix, tranh Am, mot, bao 
quail an toan 116 	tai lieu luu tit; 

- To chirc sir dung tai lieu luu trft hieu qua, bao dam gift gin bi mat tai lieu km 
trft theo quy dinh. B6 tri va tap dieu kien thuan lqi cho cac dOc gia trong qua trinh 
khai thac, sir dung tai lieu; 

- Cac co quan, to chirc CO tai lieu luu trCr h6t gia tri de nghi huy, thu.c hien hity 
tai lieu dimg trinh ttr, thu tut theo quy dinh cua phap luat. 

d) Xay dung va thtrc hien D6' an v6' luu trft 

Giao So,N6i vu 	tri, phi hop vai cac ca quan, 	chile nghien ciru xay 
dung de an "S6 hoa tai lieu luu tree', tao lap co so.  tai lieu luu trot, ding cu tra ciru 
phuc vu khai that, sir dung tai lieu. 

e) Xay di,mg kho luu frit chuyen dung va bo tri kho km trft 

- Sa N6i vu phi hop vii cac co' quan, to chirc co lien quan tiep tuc trie'n khai 
thtrc hien du an xay dung Trung tam Luu trit lich sir dm tinh. 

- Tang cuing bao ve va phat huy gia tri tai lieu luu trir theo Chi thi s6 
05/2007/CT-TTg ngay 02 thong 3 nam 2007 dm Thu Wong Chinh phd, cu th6: tri 
dien tich phOng, kho luu trir va cac trang thie't bi bao quan an toan tai lieu the 

dinh. III. TO CHITC THIXC HIEN 	
o 

1. Thti truing cac so', ban, nganh, doanh nghi0 nha ntrofrc; Ch' ich 
UBND cac huy0, thi x5, thanh phi; 

Can cir vao chirc nang, nhiem vu, xay dung ke hoach ding tac van thu, km till 
nAm 2016 phii hop vii tinh hinh thkrc to dm co quan, to chirc, chi dao cac don vi tivc 
thu6c thtrc hien cac nhiem vu theo ke hoach; ding th6i bao cao ket qua ve Uy ban 
nhan dan tinh (qua So' N6i vu tong hop, theo d6i). 

2. So. NOi vu 

a) Theo dOi, don dc, huang dAn, kie'm tra cac co quan, to chirc thvc hien cac 
nhiem vu duov giao theo ke hoach; dinh ky tong hop, bao cao Uy ban nhan dan tinh 
ve ket qua thtrc hien. 

b) To chirc tap huAri, ph6 bin cac van ban mai; b6i duang nghiep vu, ky nang 
cho cong chirc, vien chirc va nhan vien lam cong tac van thu, luu trCt de nang cao 
chuyen mon nghiep vv. 

c) Tang cuing cong tac kie'm tra dinh ky va dOt xuAt v" cong tac van thu, luu 
trCt doi v6i cac co quan, to chirc ten dia ban tinh. 

d) Chi dao Chi cue Van thu - Luu tree thvc hien tot chirc nang, nhiem vu tham 
muu cong tac quan 151 nha nuac ve van thu, km trCt teen dia ban tinh, dam bao hieu 
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TM. UY BAN NHAN DAN 
CHU TECH 

qua va dung quy dinh cua phap luat. 

3. So.  Thong tin va Truy'en thong 

Phi hop vai NOi vu trien khai, huang dan, day math viec img dung ding 
nghe thong tin trong ding tac van thu, luu 	thuc hien lien thong phan mem quan 
13"/ van ban gifra cac ca quan, to chirc; day manh viec sir citing van ban dien tir, trien 
khai dux hien chit 14T so den cac ca quan, to chirc tren dia ban tinh. 

4. So.  Tai chinh 

a) Huang clan cac ca quan, to chirc xay digig du toan kinh phi phuc vu cho 
cong tac luu trir, trinh US,  ban nhan dan tinh phe duyet theo quy dinh. 

b) Phan bo kinh phi trong du toan ngan sach hang nam cho cac ca quan, to 
chirc,,dia phuang de thuc hien tot nghiep vu ve cong tac van thu, kru tat; dau to kinh 
phi de cai 	nang cap, xay dung kho luu tit dien tich va cac trang thiet bi de bao 
quan an toan tai lieu dm cac ca quan, to chile. 

Yeu cAu Thu tnrang cac sa, ban, nganh, doanh nghiep nha nu6c, Chu tich Uy 
ban nhan dan cac huyen, thi xa, thanh pho nghiem ttc trien khai thuc hien K6 hoach 
nay. Trong qua trinh thuc hien neu co phat sinh kho khan, wrong mac, cac ca quan, 
to chirc kip thai phan anh v'e So.  NOi vu a tong hop, bao cao 0-y ban nhan dan tinh 
xem xet, giai quyet.k‘ 

Nai nhein:V: 
- Cvc VT&Lt Nha ntrac;" 
- CT, cac PCT UBND tinh; 
- Cdc s&, ban, nganh; 
- UBND huyen, thi xa, thanh ph'O; 
- Cdc doanh nghip nha mac;,. 
- Chi ckic Van tilir - Ltru 
- LDVP(N,V), Lh, HC; 
- Ltru: VT.„, 

TrAn Thanh Liem 
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