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KtHO~CH
Cdng tac van thu, lU'll trfr xii Dai DAng nam 2023

Thuc hien Ke hoach s6 26/KH-UBND ngay 13/02/2023 cua Uy ban nhan
dan huyen Van Lam ve Cong tac van thu, luu tnr huyen Van Lam narn 2023;
Quyet dinh s6 1033/Q8-UBND ngay 27/10/2021 cua UBND xa ve Quy che cong
tac van thir, hru trfr thuc hien noi bQ tai co quan xa Dai 86ng; nham thuc hien cac
nhiern vu, giai phap thirc hien cong tac van thir, luu tnf nam 2023 c6 hieu qua dap
irng tinh hinh thuc te tren dia ban xa, UBND xa Dai 86ng ban hanh ke hoach
cong tac van thu, hru tnr nam 2023 nhu sau:

I.Ml)C ntcrr, YEU cAu
1.M\lC dich
- Tang cuong viec quan ly, thuc hien cac quy dinh cua Nha nuac trong

cong tac van thu, luu trfr dua cong tac van thu, luu tm di vao nen nep, khoa hQc
va hi~u qua trong ho~t dQng cua co quan.

- Nang cao trach nhi~m cua nguai dung dfiu, cac can bQ, cong chuc trong
vi~c quan Iy van ban, l?p h6 so, giao nQP h6 so, tai li~u vao LUll trfr co quan,
nh~m chinh Iy dLrtdi~m tai li~u t6n dQng, tich d6ng t~i co quan.

- Thvc hi~n t6t vi~c I?p h6 so va nQp luu h6 so, tai li~u di~n til vao Luu tm
co quan; d~y m~nh ung dVng cong ngh~ thong tin trong cong tac van thu, quan ly
tai li~u di~n til ..

2. Yell c§u
Can bQ, cong chuc can cu Ke ho~ch nay va tinh hinh thlJc te tri~n khai,

thvc hi~n c6 hi~u qua cong tac van thu, lUll tm.
Vi~c tri~n khai cac nhi~m vv, giai phap thvc hi~n trong ke ho~ch g6p phfin

thvc hi~n nhi~m Vl,1 Cai cach hanh chinh t~i dia phuong, la tieu chi d~ danh gia,
ch~m di~m Chi s6 cM cach hanh chinh cua co quan.

II. QUAN LY, CHi D~O NHl¢M Vl) THUONG XUYEN
1.Cong tac tllyen truy~n, ph5 bi~n phap lu~t v~ cong tac van thU', IU'Utrfr
Thuang xuyen tuyen truyen, ph6 bien cac quy dinh cua phap lu?t, cac van

ban chi d~o, huang dftn cua Trung uong, cua tinh, huy~n, xa b~ng cac hinh thuc
da d~ng, phong phu nhu: tren c6ng thong tin di~n til, dai phat thanh, hQi nghi ...
den can bQ, cong chuc thuQc ph~m vi quan ly b~ng cac hinh thuc phli hQ'pve cong
tac van thu, luu trfr nhu: Lu?t Luu tm nam 2011; Nghi dinh s630/2020/N8-CP
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ngay 05/3/2020 cua Chinh phu v~ cong tac van thu; Chi thi sf>35/CT-TTg ngay
07/9/2017 cua Thu tuong Chinh phil v~ tang cuong cong tac l~p h6 sa va giao nop
h6 sa, tai lieu van Ltru tnr co quan, Liru tnr lich sir; Quyet dinh sf>60/2021/QD­
UBND ngay 26/8/2021 cua UBND tinh v~ viec ban hanh Quy che cong tac van
thir, hru tnr tren dia ban tinh Hung Yen; Chi thi sf> 22/CT-UBND ngay
14/10/2020 cua UBND tinh v~ tang cuong cong tac l~p h6 sa va giao nQP h6 sa,
tai lieu van Luu trfr co quan, Luu trft lich sir tinh Hung Yen; Quyet dinh sf>
1033/QD-UBND ngay 27/10/2021 cua UBND xii v~ Quy ch~ cong tac van thu,
hru trfr thuc hien nQi bO tai co quan xii Dai D6ng.

- Dan vi chu tri: Van phong UBND xa; Dai Truyen thanh xii.
- Dan vi ph6i hop: Cac can bo, cong chirc xii.
- Thai gian thvc hi~n: Thuemg xuyen.
2. Cong hie xay dl}'ng, ban himh van ban v~ eong hie van thU', lU'u trfr
- Uy ban nhan dan xii xay dvng k~ hOl;lChcong tac van thu, luu trfr; xay dvng

quy ch~ cong tac van thu, luu trfr; Danh ml,lCh6 sa tai li~u thea yeu c~u tl;liDi~u
28 va Phl,l ll,lCv, Nghi dinh s6 30/2020/ND-CP cua Chinh phu v~ cong tac van
thu; nQi quy khai thac su dl,lng tai li~u; cae van ban don d6c, tri€n khai vi~c quan
ly van ban di - d~n; quy trinh chuy€n giao va ban hanh van ban; vi~c quan ly va su
dl,lng con d~u, thi~t bi luu kh6a bi m~t; l~p h6 sa va giao nQP h6 sa, tai li~u van
luu tm ca quan thea quy dinh ...

- Thvc hi~n vi~c ra soat cac van ban dii ban hanh tru6c day v~ cong tac van thu,
lUll tm khong con ph\) hgp d€ sua d6i, b6 sung ho~c thay th~ b&ngvan ban m6i bao
dam ph\) hgp cac quy dinh hi~n hanh cua phap lu~t v~ cong tac van thu, luu tm d€ ap
dl,lngth6ng nhftt tl;licac ca quan, t6 chuc.

- Dan vi chu tri: UBND xii.
- Dan vi ph6i hqp: Cong chuc Van phong - Th6ng ke.
- Thai gian thvc hi~n: Thuemg xuyen.
3. Cong hie t~p hu§n, b6i dU'frng nghi~p v\l
CU can bQ, cong chuc tham gia cae lap t~p hu~n, 16p dao tl;lo,b6i duong, t~p

hu~n nghi~p Vl,ldo tinh, huy~n ho~c cac truemg, trung Him t6 chuc d€ dap ung v6i
yeu c~u cong vi~c, ph\) hqp v6i vi tri vi~c lam thea quy dinh; trong d6 t~p trung
van cac nQi dung: sOl;lntha~, kY ban hanh van ban di~n ti'r; quan ly van ban di~n
tu; l~p, nQP lUll va quan ly h6 sa di~n tu tren H~ th6ng quan ly van ban va di~u
hanh; quan ly, su dl,lllg con d~u va thi~t bi luu kh6a bi m~t, bao v~ bi m~t nha
nu6c, quan ly van ban m~t trong cong tac van thu ...

- Dan vi chu tri: Ca quan c~p tren
- Dan vi ph6i hqp: Uy ban nhan dan xii.
- Thai gian thvc hi~n: thuemg xuyen.
4. T6 ehue bQ may v~ eong tae van thU', lU'u trfr



a) UBND xii ra soat, s~p xep, b6 tri thea vi tri viec him, bao dam dap irng du
tieu chuan ngach cong chirc, chirc danh nghe nghiep vien chirc chuyen nganh van
thu, luu tnt thea quy dinh tai Thong tu s6 02/20211TT-BNVngay 1116/2021 cua
BQ tnrong BQNQi vu quy dinh rna s6, tieu chuan chuyen mon, nghiep vu va xep
luang d6i voi cac ngach cong chirc chuyen nganh hanh chinh va cong chirc
chuyen nganh van thu. CU 01 nguoi kiem nhiem dam bao phil hop voi chuyen
men, nghiep vu nham quan ly t6t cac van ban gi~y to, thuc hien quan I;' van ban
tren phuong tien dien nr,

b) UBND xii b6 tri cong chirc Van phong - Thong ke thirc hien nhiem vu cong
tac van thu, luu tm thea quy dinh tai Thong tu s6 13/2019/TT-BNV ngay
06/1112019 cua BQ NQi vv Huang d~n mQt s6 quy dinh v~ can bQ, cong chilc c~p
xii va nguai hOliltdQng khong chuyen trach a c~p xii, a thon, t6 dan ph6.

c) Thvc hi~n d~y du cac ch~ dQ phv c~p dQc hlili, b6i duang b&ng hi~n v~t,
bao hQ lao dQng va cac ch~ dQ ti~n cong, ti~n luang cho cong chilc, vien chilc lam
cong tac van thu, luu tm thea dung quy dinh cua phap lu~t.

- Dan vi chu tri: Uy ban nhan dan xii
- Dan vi ph6i hgp: Can bQ, cong chilc xii.
- Thai gian thvc hi~n: Thuang xuyen.
5. Cong hic ki~m tra cong tac van thO', IU'll trfr
Chu tich UBND xii tang cuang cong tac ki€m tra, ch~n chinh kip thai nhfrng

nQi dung thvc hi~n chua dung, chua dam bao vai quy dinh v~ cong tac van thu, luu
tm tliliCo' quan, dan vi minh tr9ng tam VaGcac nQi dung sau:

- Tinh hinh thvc hi~n cac quy djnh cua phap lu~t v~ cong tac van thu, luu
tm; thvc hi~n quy djnh v~ x~p luang d6i vai cac nglilchcong chilc, chilc danh ngh~
nghi~p vien chilc chuyennganh van thu quy djnh tlili Thong tu s6 02/2021/TT­
BNVngay 1116/2021 cua BQ truang BQNQi vv quy djnh rna s6, tieu chuftn chuyen
mon, nghi~p vv va x~p luang d6i vai cac nglilch cong chilc chuyen nganh hanh
chinh va cong chilc chuyen nganh van thu.

- Cong tac van thu (tren m6i truang ai¢n tir va tai li¢u gidy): SOlilnthao va
ban hanh van ban; th€ thilc ky thu~t trinh bay van ban hanh chinh; quan I;' van
ban di, van ban d~n; l~p h6 So' hi~n hanh thea Danh mvc h6 So', tai li~u hang nam;
giao nQP h6 So' VaGLuu tru Co' quan; quan Iy va su dvng con d~u va cac thi~t bj
luu kh6a bi m~t...

- Cong tac luu tru: Cong tac thu th~p, chinh 1;', xac dinh gia trj tai li~u luu
tru; giao nQP h6 So', tai li~u VaGLuu tru Co' quan; kho tang va cac trang thi~t bj
bao quan tai li~u...

- Dan vj chu tri: Uy ban nhan dan xii.
- Dan vj ph6i hgp: Can bQ, cong chilc xa.
- Thai gian thvc hi~n: Trong nam 2023.
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6. Ung dung cong ngh~ thong tin trong hoat dQng van thir, hru trfr
- DAy manh viec l~p h6 sa hru trfr dien tir tai cac co quan, dan vi, phan

d~u 50% h6 sa diroc l~p tren moi tnrong dien nr so vo i nhiem vu ducc giao,
thea n<)i dung, nhiem vu trong K~ hoach s6 123/KH-UBND ngay 29/7/2021 cua
UBND tinh, K~ hoach s6 llllKH-UBND ngay 16/8/2021 cua UBND huyen v~
khai thuc hien Quyet dinh s6 458/QD-TTg ngay 03/4/2020 cua Thu tuong Chinh
phu v~ phe duyet D~ an "Liru tnr tai lieu di~n tu cua cac co quan nha mroc giai
doan 2020-2025".

- DAy manh viec dang ky van ban, giri nhan van ban, ky s6 van ban tren
phan mem quan ly van ban va di~u hanh do co quan c~p tren cung cap,

- Dan vi chu tri: Uy ban nhan dan xa.
- Dan vi ph6i hop: Cong chirc Van phong - Th6ng ke.
- Thai gian thlJChi~n: Trong nam 2023.
7. Quan Iy tiii li~u t~i IO'utrfr co·quan.
a) UBND xa chi d~o can b<),cong chuc t6 chuc l~p h6 sa cong vi~c, giao n<)p

h6 sa, tai li~u vao luu tm ca quan thea dung quy dinh t~i Di~u 9 Lu~t Luu tm va
Di~u 31 Nghi dinh s6 30/20201ND-CP. ThlJc hi~n vi~c s~p x~p tai li~u thea h6 sa
cong vi~c, thea t~p luu van ban dam bao khoa h9C d~ th~y, d~ l~y, d~ tim.

b) B6 tri kinh phi cho vi~c mua s~m cac c~p, h<)p,bia h6 sa d~ bao quan tai
li~u thea quy dinh. B6 tri dam bao di~n tich, phong, kho, trang thi~t bi bao quan
h6 sa, tai li~u, dam bao an toan, bi m~t; phong ch6ng chay, n6; phong ch6ng m6i
m9t va cac tac nhan gay h~i tai li~u.

c) T~p chung giai quy~t dlrt di~m tai li~u t6n d9ng, tich d6ng til nam 2015
tra v~ truac thea dung Chi thi s6 22/CT-UBND ngay 14/10/2020 cua UBND tinh.

- Dan vi chu tri: Uy ban nhan dan xa.
- Dan vi ph6i hgp: Can b<),cong chuc xa.
- Thai gian thlJChi~n: Trong nam 2023.
III. NHI:¢M Vl) TRQNG TAM
Uy ban nhan dan xa, Can b<),cong chuc xa t~p trung thlJc hi~n co hi~u qua

nhi~m V\l tr9ng tam sau:
1. Ti~p 1l,lcthlJc hi~n cac quy dinh cua phap lu~t v~ cong tac van thu, luu trfr:

Lu~t Luu tm nam 2011; Nghi dinh s6 30/2020IND-CP ngay 05/3/2020 cua Chinh
phu v~ cong tac van thu; Chi thi s6 35/CT-TTg ngay 07/9/2017 cua Thu tuang
Chinh phu v~ tang cuang cong tac l~p h6 sa va giao n<)ph6 sa, tai li~u vao Luu
trfr ca quan, Luu tm lich su; Quy~t dinh s6 60/20211QD- UBNDngay 26/8/2021
cua UBND tinh v~ vi~c ban hanh Quy ch~ cong tac van thu, luu tm tren dia ban
tinh Hung Yen; Chi thi s6 22/CT-UBND ngayngay 14/10/2020 cua UBND tinh
v~ tang cuang cong tac l~p h6 sa va giao n<)ph6 sa, tai li~u vao Luu trfr ca quan,
Luu trfr lich su tinh Hung Yen; K~ ho~ch s6 lll1KH-UBND ngay 16/8/2021 cua
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UBND huyen v~ Trien khai thuc hien Quyet dinh s6 45 8/QI)- TTg ngay 03/4/2020
cua Thu nrong Chinh phu v~ phe duyet I)~ an "Liru tru tai lieu dien ill cua cac co
quan nha nuoc giai dean 2020-2025" ...

2. Ra soat, thuc hien cac tinh nang H~ thong phan mem quan ly van ban va
di~u hanh thea Quy dinh tai Nghi dinh s6 30/2020/NI)-CP ngay 05/3/2020 cua
Chinh phu va cac guy dinh khac cua phap luat c6 lien quan, bao dam l~p h6 sa
di~n nr tren h~ thong va nop h6 sa dien tu vao H~ thong quan ly tai lieu hru tm
di~n nr thuan 19i.

3. B6 tri kinh phi chinh ly dirt diem h6 so, tai lieu tich d6ng, b6 g6i ill nam
2015 tro v~ tnroc thea guy dinh tai Chi thi s6 35/CT-TTg ngay 07/9/2017 cua Thu
tu6'ng Chinh phu; Chi thi s6 22/CT-UBND ngay 14/10/2020 cua UBND tinh. B6
tri kinh phi cai t<;10,nang c~p kho luu trfr va cac trang thi~t bi d~ bao guan an toan
tai li~u t<;1ikho lUll tm; thucmg xuyen ki~m tra kho tang, v~ sinh, phun thu6c di~t
m6i m<)t, va cac con trung khac xam h<;1i,chu tr<)ng vi~c phong ch6ng chay n6,
phong gian, bao m~t dung guy dinh.

4. Tri~n khai thl,Ic hi~n guy~t li~t c6 hi~u gua vi~c l~p h6 sa di~n tu tren
phan m~m cua tinh thea chi tieu c~p xa 50% h6 sa di~n tu so v6'i nhi~m V\l
dugc giao; thea K~ hO<;1chs6 123/KH-UBND ngay 29/7/2021 cua UBND tinh;
K~ hO<;1chs6 lII/KH-UBND ngay 16/8/2021 cua UBND huy~n.

5. Nghi~.tn tuc thl,Ic hi~n vi~c SO<;1nthao, ky ban hanh van ban di~n ill, guan
ly van ban cii~n tu, l~p h6 sa di~n tu, su d\lng thi~t bi lUll kh6a bi m~t trong cong
tac van thu, s6"h6a tai li~u luu trfr thea guy dinh t<;1iNghi dinh s6 30/2020/NI)-CP
va cac quy dinh cua phap lu~t khac c6 lien guano

6; Thl,i'chi~p. s~p x~p tai li~u, l~p h6 sa cong vi~c va giao n(>ph6 sO',tai li~u
vao luu tm cO'guan, d.O'llvi thea guy dinh .

• \ .... " ?

7. Tham gia cac 16'pdao t<;10,boi duOng, t~p huan cong chuc thea tieu chuan
chuc danh, vi tri vi~c lam dap ung yeu cau guan ly va thl,Ic hi~n cac nghi~p V\l v~
van thu, luu trfr.

8. Tang cuemg vi~c ki~m tra d6i v6'i cac can b(>,cong chuc trong vi~c thl,Ic
hi~n cac guy dinh cua phap lu~t hi~n hanh v~ cong tac van thu, luu tm.

IV. TO CHUC THVC HI~N
1. Cong chu-cVan phong - Th6ng ke xii.
a) Thl,Ic hi~n vi~c guan ly tai li~u di~n tu, h~ th6ng Quan ly van ban va di~u

hanh t<;1iUBND xa va hu6'ng d~n cac can b(>,cong chuc trong vi~c thl,Ic hi~n c~p
nh~t van ban di - d~n, ky s6 van ban, guy trinh xu ly t<;10l~p h6 sa cong vi~c tren
moi twemg di~n tu.

b) Thl,Ic hi~n t6t vi~c (rng d\lng Cong ngh~ thong tin trong cong tac van thu,
luu tm; t6 chuc vi~c guan Iy, xu ly, khai thac van ban tren moi trucmg di~n ill, ky
s6 van ban thea guy dinh; dam bao an toan, bao m~t thong tin khong dua cac van
ban c6 n(>idung (M~t) tren phuO'ng ti~n di~n tU.
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c) Tham muu Uy ban nhan dan xi} trien khai cac quy dinh cua Trung
uong, cua tinh, huyen trong cong tac van thu, luu tnr; huang d§.n cac can bo,
cong chirc trong viec thuc hien quy trinh quan ly van ban di - den, soan thao
ban hanh van ban, th~ thirc ky thuat trinh bay van ban, l~p h6 sa hien hanh thea
Danh muc h6 so, tai lieu hang nam; giao n(>ph6 sa vao Luu tnr co quan; quan ly
va sir dung can dc1uva cac thiet bi luu kh6a bi mat, cong tac thu thap, chinh ly,
xac dinh gia tri tai lieu...thea quy dinh.

2. Cong chirc Tai chinh - K~ toan xa
B6 tri kinh phi thirc hien cac nhiem vu cong tac van thu, luu tm thea quy dinh.
Uy ban nhan dan xi}yeu c§u cac can b(>,cong chirc xi}thuc hien nghiem tuc

K~ hoach cong tac van thu, luu trtr nam 2023; trong qua trinh thvc hi~n phat sinh,
kh6 khan, vuang m~c phan anh v~ UBND xi}(qua Van phong_ d~ t6ng hQ'pbaa
caa UBND xi}xem xet, giai quy~t./r

No'inh~n:
- PhOngNQiVI,! (d~ baa cao);
- Chu tjch, cac Ph6 Chu tich UBND xii;
- Can bQ,cong chuc xii;
- C6ng thOngtin di~n ti! xii;
- Luu: VT.

TM. UY BAN NHAN DAN
KT. CHU TICH


