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UBND TlNH HA NAM
SONOI VV

CONG HoA xA HOI CHU NGHiA VItT NAM
DQc I~p - TV do - H~nh phuc

S6: AG IKH-SNV Ha Nam, ngay 2f thang 3 ndm 2018

KEHO~CH
Ki~m tra, hmmg d~n cong tac van thir, hru trfr nam 2018

Can cu KS hoach s6 29991KH-UBND ngay 10 thang 8 nam 2017 cua
UBND tinh vS viec thuc hien Chi thi s6 35/CT-TTg ngay 07 thang 9 nam 2017
cua Thu nrong Chinh phu vS tang cirong cong tac l?p h6 so va giao nop h6 so tai
lieu VaGluu tnt co quan, luu tru lich sir; KS hoach s6 253/KH-UBND ngay 29
thang 01 nam 2018 cua UBND tinh v~ cong tac van thu, luu tru 2018;

Tlnrc hien chuang trinh cong tac nam, Sa NQi vu xay dung kS hoach kiSm
tra, hirong dfuIcong tac van thu, luu trfr nam 2018 nhu sau:

I.MVC ntcn, YEU cAu
1.M\lC dich
- Tang cirong chirc nang quan ly nha ruroc vS cong tac van thu, luu trfr

tren dia ban tinh. Qua kiem tra nham phat huy cac uu diSm dat duQ'c,d6ng thai
kh~c ph\lc nhfrng t6n t~i, h~ chS; hUOng dftn kip thai d6i vai cac dan vi th\Ic
hi~n chua dung quy dinh vS cong tac van thu, luu tru;

- Nang cao trach nhi~m cua co quan quan ly nha nuac vS cong tac van
thu, luu tm; nguai dUng d~u co quan, don vi trong vi~c chi d~o t6 chilc th\Ic
hi~n cong tac van thu, luu tru;

- HUOngdftn, don d6c cac co quan, don vi t6 chilc triSn khai thl,fchi~n KS
ho~ch s6 29991KH-UBND ngay 10/8/2017 cua UBND tinh Ha Nam, tu do nang
cao tinh th~n, trach nhi~m, tinh chu dQng cua can bQ, cong chilc, vien chilc d6i
vai cong tac l?p h6 so cong vi~c trong th\Ic hi~n nhi~m V\lduQ'cgiao;

- TriSn khai ch§.n chinh th\Ic hi~n cong tac giao nQP h6 so, tai li~u VaG
Luu tru co quan, Luu tru lich su.

2. Yen C~ll

- Vi~c kiSm tra phai bao dam khach quan, trung thl,fc, cong khai, dan chu,
kip thai, co hi~u qua, d~t m\lc dich, yeu c~u, nQi dung thea KS ho~ch dS ra.

- Cac dan vi thvc hi~n nghiem chinh Chi thi s6 35/CT-TTg ngay
07/9/2017 cua Thu tu&ng Chinh phu, KS ho~ch s6 2999/KH-UBND ngay
10/8/2017 va KS ho~ch s6 2531KH-UBND ngay 29/0112018 cua lJBND tinh,
d6ng thai chu~n bi t6t nQi dung dS lam vi~c vai doan kiSm tra.

II. NOI DUNG KIEM TRA



- - - - ----

1.Viec trien khai thuc hien cac quy dinh cua phap luat, van ban chi dao,
huang ddn nghiep vu vS cong tac van thu, luu tnt.

2. Cong tac t6 chirc, nhan sir lam cong tac van thu, luu trfr.
- Bien che, trinh d9 cong chirc, vien clnrc (CCVC) lam cong tac van thu,

luu trfr thea tieu chuan nghiep VI) ngach CCVC van thu, luu tnr;
- Viec thirc hien cac chS d9 d6i voi CCVC lam cong tac van thu, luu tni

thea quy dinh cua nha mroc;
- Cong tac dao tao, b6i duong nghiep VI) van thu, luu trfr d6i voi CCVC

lam cong tac van thu, luu tru tai dan vi.

3. Ban hanh van ban chi dao, quan ly, huang dfin cong tac van thu, luu
trfr: Quy chS cong tac van thu, luu trfr cua cac don vi, Danh muc h6 sa co quan,
viec huang ddn l?p h6 sa hien hanh va giao n9P h6 sa van luu trtr co quan.

4. Thirc hien nghiep vu van thu .
- Soan thao va ban hanh van ban;
- Quan ly van ban di, van ban dSn;
- Cong tac l?p h6 sa va giao n9P h6 sa, tai li~u van luu trfr ca quan
- Quan ly va su dl,lng con d~u.

5. Thvc hi~n nghi~p vl,lluu trfr
- Cong tac chinh ly tai li~u;
- Cong tac bao quan tai li~u;
- Khai thac va su dl,lngtai li~u;

- Giao n9P h6 sa, tai li~u van Luu trfr lich suo
6. Tinh tr~ng kho luu tru va cac trang thiSt bi bao quan tai li~u trong kho
7. Thvc hi~n chS d9 bao cao th6ng ke cong tac van thu, luu trfr va tai li~u

luu tru thea quy dinh t~i Thong tu s6 09/2013/TT-BNV ngay 31/1012013 cua B9
N9i V\l chS d9 bao cao th6ng ke cong tac van thu, luu trfr va tai li~u luu trfr

8. (Jng dl,lngcong ngh~ thong tin trong cong tac van thu, luu trfr.
9. TriSn khai thvc hi~n cac nQi dung trong kS ho?ch s6 29991KH-UBND

ngay 10/8/2017 cua UBND tinh vS vi~c thvc hi~n Chi thi s6 35/CT-TTg ngay 07
thang 9 nam 2017 cua Thu tuang Chinh phu vS tang cUOngcong tac l?p h6 sa va
giao nQPh6 sa tai li~u van luu tru ca quan, luu tru lich su.

10. KiSm tra thvc tS t?i mQt s6 xa, phucmg, thi tr~n tren dja ban

III. DOl TUQNG, THOI GIAN KIEM TRA
1. f)6i tm;mg kiSm tra: huy~n Kim Bang, huy~n Binh Ll,lc, huy~n Ly

Nhan, huy~n Duy Tien, huy~n Thanh Liem, thanh ph6 Phu Ly va mQt s6 xa
thuQc cac huy~n, thanh ph6.

2. Thai gian kiSm tra



Thai gian kiem tra duoc tiSn hanh trong quy II, quy III nam 2018.

Thai gian kiem tra cu thS tai cac dan vi se co thong bao sau.

IV. TO CHUC THl/C HI¥N
1. £>6iV01 cac co quan, dan vi duoc kiem tra:
-Xay dung bao cao kSt qua thirc hien cong tac van thir, luu trfr cua co

quan, dan vi (thea [J~ cuang mdu), giri vS Sa NQi vu (qua Chi ClI-C Van thu; luu
trii truce 07 ngay [Joan /dim tra din lam viec tai co quan, dan vi).

- Ph6i hop, b6 tri, phan cong ngiroi co trach nhiem va tham quyen chuan
bi cac nQi dung cAnthiet, noi lam viec, van ban bao cao, h6 so, tai li~u lien quan
dS Doan kiem tra thirc hien nhiem vu.

2. £>6ivoi Chi C\lC Van thu, Luu tru
- Tham muu Lanh dao sa thanh l~p Doan kiSm tra;
- Tren co sa kSt qua kiem tra cua Doan kiSm tra, Chi C\lC Van thu - Luu

trfr co trach nhiem t6ng hgp bao cao lanh d~o SaNQi V\l kSt qua kiSm tra, dS bao
cao UBND tinh.

Tren day la KS ho~ch kiSm tra cong tac van thu, luu trfr nam 2018, dS
nghi cac cO'quan, dan vi lien quan triSn khai, thlJc hi~n./.

NO'i nhQ,n:
- UBND cae huy~n, TP;
- Giam d6e(d~hie);
- Luu: VT, VTLT.

KT. GIAM DOC



1. Viec ph6 bien, quan tri~t thuc hien cac van ban cua Trung uong, cua
tinh vS cong tac van thu, luu tru

2. Cong tac t6 chirc, nhan su lam cong tac van thu, luu trfr.

- Bien che, trinh de) cong chirc, vien chirc (CCVC) lam cong tac van thu,
luu tru thea tieu chuan nghiep vu ngach CCVC van thu, luu trir;

- Vi~c thirc hien cac chS de) d6i voi CCVC lam cong tac van thu, luu tnt
thea quy dinh cua nha mroc;

- Cong tac dao tao, b6i duong nghiep vu van thir, luu trfr d6i voi CCVC
lam cong tac van thu, hru tnt tai don vi.

3. Ban hanh van ban chi dao, quan 11',huang dftn cong tac van thu, luu
trfr: Quy chS cong tac van thu, luu trfr cua cac don vi, Danh muc h6 sa co quan,
viec huang dftn l~p h6 sa hien hanh va giao nop h6 sa vao luu trft co quan; xay
dvng bang thai h~n bao quan tai li~u hinh thanh trong ho~t dQng cua UBND c~p
huy~n.

4. Th\fc hi~n nghi~p vv van thu

- So~ thao va ban hanh van ban;

- Quan 11'van ban di, van ban dSn;

- Cong tac l~p h6 sa va giao nQPh6 sa, tai li~u vao luu trfr ca quan

- Quan 11'va su dVng con d~u.

5. Th\fc hi~n nghi~p vVluu trfr

- Cong tac chinh 11'tai li~u, bao g6m:

+ S6 met tM li~u da chinh 11';

+ S6 met tai li~u t6n dQng chua chinh 11';

+ Giai phap cho nhung nam tiSp theo.

- Cong tac bao quan tai li~u;

- Khai thac va su dVng tai li~u;

- Giao nQPh6 sa, tai li~u vao Luu tru lich suo
6. Tinh tr~ng kho luu tru va cac trang thiSt bi bao quan tai li~u trong kho



- Dien tich phong, kho hru trfr tai lieu, cac trang thiet bi bao quan tai lieu,

- KS hoach xay dung moi hoac cai tao, nang c~p kho hru trii dam bao cac
yeu cfiu quy dinh tai Thong tu s6 09/2007 ITT -BNV ngay 26/1112007 cua BQ
NQi vu.

7. Thirc hien chS dQbao cao thong ke cong tac van thu, luu tru va tai lieu
hru tm thea quy dinh tai Thong tu s6 09/2013/TT-BNV ngay 31110/2013 cua BQ
NQi vu chS dQbao cao thong ke cong tac van thu, hru tnr va tai lieu hru tru

8. Vng dung cong nghe thong tin trong cong tac van thu, luu trfr.

- Su dung phk mem quan ly van ban di, van ban dSn; su dung h~ thong
thu di~n tu dS trao d6i van ban trong nQi bQ co quan; viec s6 hoa van ban, tai
li~u; xay d\fIlg va su d\lng cong C\ltra Clmtai li~u lUlltm ...

9. TriSn khai th\}'chi~n cac nQi dung trong kS ho?ch s6 29991KH-UBND
ngay 10 thang 8 nam 2017 cua Uy ban nhan dan tinh Ra Nam vS vi~c thlJc hi~n
Chi thi s6 35/CT-TTg ngay 07 thang 9 nam 2017 cua Thu tu6ng Chinh phu vS
tang cUOngcong tac l~p h6 sa va giao nQPh6 sa tai li~u vao lUlltrii ca quan, lUll
tru }ich su, trong do cfin t~p trung vao nhfrng nQidung sau:

- ThlJc hi~n vi~c l~p h6 sa cong vi~c va giao nQPh6 sa, tai li~u vao luu tru
ca quan, lUll tm lich su thea dung quy dinh; dua vi~c ch~p hanh phap lu~t vS
van thu, lUll tru thanh mQt trong cac tieu chi dS danh gia muc dQ hoan thanh
nhi~m V\lduQ'cgiao hang nam.

- B6 tri kinh phi xay d\fIlg va th\}'c hi~n KS ho?ch chinh ly tai li~u t6n
dQng, tich d6ng duQ'chinh thanh tiI nam 2015 tra vS truac.

II. DANH GIA CHUNG

1. Uu diSm

2. T6n t?i, h?n chS

3. Nguyen nhan, huang kh~c ph\lc t6n t?i, h?n chS

III. DE XUA.T, KIEN NGHJ

Neu nhung kho khan, vu6ng m~c cua dan vi trong thlJc hi~n cong tac van
thu, lUll tru va dS xu~t, kiSn nghi nang cao hi~u qua trong vi~c thlJc hi~n cong
tac van thu, lUll tru.l.


