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sf>: )..0 /KH-SYT Bdc Giang, ngay 01thimg 02niim 2018

KEHO~CH
Thuc hi~n nhien vl] Cdng tac van thir, hru trfr nam 2018

Thuc hien KS hoach sf>232/KH-UBND ngay 22/01/2018 cua Uy ban nhan
dan tinh B~c giang vS thuc hien nhiem vu cong tac van thu, hru tm nam 2018, Sa
Y ts xay dung KS hoach cua nganh nhu sau:

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

Tang cuong hoat dQng, nang cao hieu qua quan ly nha mroc vS van thu, hru
tnr; nham dinh huang cho cac phong, ban, don vi thirc hien nhiem vu thuong
xuyen va mot sf>nhiem vu trong tam vS cong tac van thu, hru tnt nam 2018; tung
buoc chan chinh, hoan thien cong tac van thu, luu tru phuc vu viec lanh dao, chi
dao, diSu hanh cong viec cua cac co quan, don vi, dap irng yeu cau cai cach hanh
chinh.

2. Yeu ciu

Cac phong, ban, don vi trong nganh triSn khai dfiy du cac nQi dung kS
hO(;lch,xay dvng C\l thS kS hO(;lchcong tac, neu ra thai gian tiSn hanh va hoan
thanh; t6 chuc th\Ic hi~n, triSn khai nghiem tuc cac nhi~m V\lthea kS hO(;lchdS ra.

II. NHl¢M Vl)
1. Qmin Iy, chi d~o, h1f(Yngdftn cong tac van thrr, luu tru'

a) Tuyen truyin phJ biin phap /u~t vi ding tac van thU',/U'Utrit
Tang cUOngtuyen truySn ph6 biSn phap lu~t vS cong tac van thu, luu tm

tren cac phuong ti~n thong tin d~i chung, c6ng thong tin di~n ill; cac van ban quy
dinh, huang dfuI nghi~p V\lcua Trung uong, UBND tinh vS cong tac van thu, luu
tru dSn toan thS can bQ, cong chuc, vien chuc, nguai lao dQng nh{tm nang cao
nh~n thuc vS vai tro, tfim quan tr9ng cua cong tac van thu, lUlltru va phat huy gia
tri tai li~u luu tm ..

b) Xiiy dlfng, ban himh van ban vi cong tac van thU',/U'Utrit

- Tren co sa cac van ban phap quy, van ban huang dfin, chi d(;locua Trung
uong, UBND tinh don vi tiSp t\lCra soat, sua d6i, b6 sung ho~c ban hanh mai cac
van ban vS cong tac van thu, luu tm phli hqp vai quy dinh hi~n hanh;



- Danh muc h6 sa co quan;

- Van ban chi dao, huang ddn cac dan vi trong nganh thuc hien quan ly van
ban di, dSn, l~p h6 sa cong viec, giri nhan van ban dien nr, giao nQP h6 sa, tai lieu
vao luu tnt co quan thea quy dinh hi~n hanh,

c) T6 chuc nhiin s(l'lam ciing tdc van thu, luu trir
- TiSp tuc kien toan bien chS lam cong tac VTLT va b6 tri nhan sir lam cong

tac VTLT thea dung tieu chuan quy dinh tai Thong nr s6 13/2014/TT-BNV ngay
31110/2014 cua BQNQivu quy dinh rna s6 va tieu chuan chirc danh nghe nghiep
vien clnrc chuyen nganh luu tru va Thong tu s6 14/2014/TT-BNV ngay
31110/2014 cua BQNQi vu quy dinh chirc danh, rna s6 ngach va tieu chuan nghiep
vu chuyen mon cac ngach cong chirc chuyen nganh van thu;

- D6i voi cac ca quan, dan vi tf\}'CthuQc b6 tri, phan cong vien chilc kiem
nhi~m cong tac van thu, luu trfru phu hQ'Pv&ichuyen mono

- Th\}'chi~n chS dQtiSn luang va chS dQph\l cApcho cong chilc, vien chuc
lam van thu, luu trfru; Dam bao vi~c th\}'chi~n chS dQ ph\l cAp dQc h~i d6i v&i
cong chilc, vien chilc ph\l trach luu tril' thea quy dinh hi~n hanh.

d) Cong tac tiao t(lo,b8i duiJngcan bp

T6 chuc t~p huAn, dao t~o, b6i du5ng nghi~p V\l,Ung d\lng cong ngh~ thong
tin cho can bQcong chuc, vien chilc lam cong tac van thu, luu trfr t~i cac ca quan,
dan vi tf\}'CthuQc.

e) Thanh tra, kMm tra cong tac van thu, luu trir
Th\!,chi~n kiSm tra d6i v&icac phong chuyen mon, dan vi tf\}'CthuQc. Trong

nam 2018, t~p trung chu ySu kiSm tra nhfrng nQidung sau:
- Th\}'chi~n cac quy dinh cua phap lu~t vS tieu chufin, chilc danh cong chilc,

vien chuc lam cong tac van thu, luu tril';
- Ban hanh van ban vS cong tac van thu, luu tril': Quy chS cong tac VTLT,

Danh m\lc h6 sa ca quan, bang thai h~n bao quan, h6 sa, tai li~u,...

- Th\}'chi~n ho~t dQngnghi~p V\lvan thu, luu tril'
- Th\}'chi~n chS dQbao cao th6ng ke cong tac van thu, luu tril'.

2. Hi~n d~i hoa eong bie van thu, luu trfr
- Ph6i hQ'Pv&i Sa Thong tin TruySn thong triSn khai Ung d\lng phAnmSm

quan ly van ban va diSu hanh cong vi~c trong toan nganh.

- TiSp t\lc triSn khai su d\lng co hi~u qua phAnmSn: quan ly van ban va diS~
hanh cong vi~c trong qmin ly van bim di, den, qUlin ly ho sa cong vi~c trong mOl
truang m~ng
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- Nghien ciru, dS xudt va trien khai tlnrc hien cac sang kien, dS tai, kinh
nghiem vS van thu, luu tnt.

3. Quan ly tai li~u hru trfr t~i Luu trfr CO' quan

- Th\TChien phan loai, chinh ly, sAp xep, xac dinh gia tri tai lieu luu trir; s6
hoa tai lieu luu trir;

- Thuc hien chS d(>bao v~, bao quan an toan tai lieu luu trir, v~ sinh kho
thuong xuyen, duy tri nhiet d(>, d(>fim, phong chay thea quy dinh. Bao cao dung
dinh ky thong ke co so vS cong tac luu tm va tai lieu luu trir, d6ng thai tirng buoc
trang bi cac phuong tien dS bao quan t6t tai lieu luu tnr.

- Sir dung tai lieu hieu qua, bao dam gitr gin bi m~t tai li~u luu tru thea quy
dinh; timg buac s6 h6a tai li~u, t~o diSu ki~n thu~n IQ'iph\lc V\l nhu cAu khai thac
su d\lng tai li~u cua cac t6 chuc, ca nhan.

III. NHI¥M VV TRQNG TAM NAM 2018

1. T~p trung chi d~o vi~c l~p h6 sa cong vi~c cua cac phong ban, dan vi va
giao n(>p h6 sO', tai li~u vao luu tm cO' quan thea Chi thi 35/CT- TTg ngay
07/9/2017 cua Thu tu6ng Chinh phu vS tang cuang cong tac l~p h6 sa va giao n(>p
h6 sO',tai li~u vao Luu tm cO'quan, Luu tm lich sIr, cong van s6 33731UBND-NC
ngay 02/10/2017 cua Chu tich UBND tinh vS triSn khai th\Tc hi~n Chi thi cua Thu
tu6ng Chinh phu.

2. B6 tri kinh phi cho ho~t d(>ng van thu, luu tm thea quy dinh t~i DiSu 39
cua Lu~t Luu tm.

IV. TO CHUC THVC HI¥N
1. Can cu nhung n(>i dung vS cong tac van thu, luu tm nam 2018; can cu

chuc chuc nang, nhi~m V\l duQ'c giao, cac cO'quan, dan vi, xay d\filg kS ho~ch th\Tc
hi~n C\l thS vS cong tac van thu, luu tru cua cO' quan, dan vi minh truac ngay
14/02/2018.

2. Giao Van Phong 86 Y tS thea d5i, kiSm tra, giam sat vi~c th\Tc hi~n cong
tac van thu, luu tm cua cac cO'quan, dan vi tf\TCthu(>c; dinh ky t6ng hqp bao cao
86N(>iV\l thea quy dinh.!.

NlIinh(in:
- CC VLTLT;
-LUll: VT.
Ban i/iin tii':
- SaN¢i V\l;
- PhOng thuQc So;
- Dan vi trong nganh;
- Uinh d:;toSo.
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