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KEHO~CH
CODg tac VaD thlf -llfu trfr Dam 2019

Tlnrc bien KS hoach s6 770/KH-UBND ngay 28/0212019 cua Uy ban nhan
dan tinh Quang Tri vS cong tac van thu, luu trfr tinh Quang Tri nam 2019. Uy ban
nhan dan huyen Huang Hoa ban hanh KS hoach cong tac van thu - luu tru nam
2019 nhu sau:

I. MVC etcn, YEU cAu
1.Ml}c dich.
- Tang cirong tuyen truyen, phe bien cac quy dinh cua phap lu~, cac van ban

huang dan nghiep vu vS cong tac van thir, luu trif va t6 chirc thirc hien nghiem cac
quy dinh vS cong tac van thu, luu tru dSn cac co quan, t6 chirc, ca nhan tren dia
ban huyen Huang Hoa,

- Nang cao trach nhiem cua nguoi dirng dAu, trach nhiem cua cong chirc,
vien chirc va ngiroi lao dQng trong thirc hien cong tac van thu, luu tnr .cling nhu
phM huy gia tri tai li~u luu tru trong ho~t dQng eua ca quan, t6 ehuc tren dja ban
huy~n; nang cao ch~t IUQ11g,hi~u qua giai quySt cong vi~c, dap Ung yeu cAu cai
cach hanh chinh hi~n nay, ph\lc V\l t6t cong tac chi d~o diSu hanh eua UBND
huy~n Huang Hoa.

2. Yeu cAu.
Thu truemg cae ea quan, dan vi, cae xii, thj tr~n tren dja ban huy~n can cu

KS ho~eh nay dS xay dlJllg KS ho~eh van thu - luu trfr a dan vi minh va chi d~o
th6ng nh~t nhi~m V\leong tac van thu, luu trfr nam 20 19 d~t hi~u qua thiSt thlJe.

Trong qua trinh tri~n khai th\fc hi~n cae nQi dung eong tac van thu, luu trfr
phai bao dam phuang cham "nhanh chong, chinh XGC, kip thai", bao v~ Bi m~t Nha
nuoc, tUng buoc ap d\lng nhfrng phuang ti~n ky thu~t hi~n d~i, dap Ung cac nhu
cAuvS cong tac van thu, luu tru.

II. QUA.NLY, CHi D~O NHItM VV THU'ONG XuyEN.
1.QUaD ly, chi d~o, hlfOng d~D CODgtac VaD thlf, Ilfu trfr.
a. Tuyen truySn, ph6 biSn phap lu~t cong tae van thu, luu tru
- NQi d\lng Chi thi s6 35/CT-TTg ngay 07/9/2017 cua Thu tuang Chinh phu

vS tang vuOng eong tac l~p h6 sa va giao nQPh6 sa, tai li~u Luu tru ea quan, Luu
trfr lieh su; Van ban s6 4821/UBND-NC ngay 28/9/2017 cua VBND tinh Quang tri
vS th\fc hi~n Chi thi s6 35/CT-TTg ngay 07/9/2017 cua Thu tuang Chinh phu.

- Cac van ban phap quy, huang d~n vS: So~n thao, ban hanh van ban; l~p h6
sa va giao nQp h6 sa, tai li~u vao Luu tru ea quan, Luu tru lich su; ehinh ly, xae



·,

dinh gia tri, bao quan, t6 chirc sir dung tai lieu hru trir, quan ly van ban, tai lieu
dien nr,

b. Xay dung ban hanh van ban quan ly, van ban huong ddn nghiep vu v~
cong tac van thu, hru tru

- Ban hanh moi cac van ban hoac sua d6i, b6 sung, thay th~, bai bo, huy bo
cac van ban quan ly, chi dao v~ cong tac van thu, hru trfr khong con phil hop voi
quy dinh cua phap luat hien hanh,

- Cac co quan, t6 chirc ra soat, sua d6i, b6 sung va ban hanh cac van ban moi
thea quy dinh hien hanh, t~p trung vao mot s6 van ban sau: Quy ch~ cong tac van
thu, hru tnr; Danh muc h6 sa cua co quan, t6 chirc; bang tho; han bao quan h6 sa,
tai lieu; K~ ho~ch cong mc van thu, lUll tru nam 20 19; K~ ho~ch kiSm tra; Danh
m\lCthanh ph~n tai li~u nQi lUllvao LUll trfr ca quan, LUll trfr lich su tinh.

c. Cong tac t6 chuc can bQ, t~p hu~n, dao ~o, b6i du5ng nghi~p v\l
- B6 tri s~p x~p bien ch~, nguai lam cong tac van thu, lUll trfr thea vi tri vi~c

lam, dam bao tieu chu~n ng~ch cong chuc, vien chuc van thu, lUll trfr thea quy
dinh t~i Thong tu s6 14/2014/TT-BNV va Thong tu s6 IS/2014/TT-BNV ngay
31110/2014 cua BQ NQi V\l. Can bQ lam cong tac van thu, lUll trfr co trinh dQ v~
cong ngh~ thong tin dS thlJChi~n t6t vi~c ap d\lng ph~n m~m Quan ly van ban va
di~u hanh tren moi truang m~ng.

- T6 chuc t~p hu~n, b6i du5ng nghi~p V\lchuyen sau v~ van thu, lUll trfr cho
cac ca quan, t6 chuc phil hqp vai timg d6i tUQ1lgcong chuc tic c~p huy~n d~n c~p
xli·,

- ThlJc hi~n quan ly van ban di, van ban d~n; l~p h6 sa cong vi~c, nQp lUllh6
sa, tai 1i~uvao lUll trfr ca quan, t6 chuc; quan ly, su d\lng va bao v~ an toan con
d~u cua ca quan, t6 chuc thea dung quy dinh cua phap lu~t trong cong tac van thu;
thlJc hi~n ch~ dQbao m~t tai li~u va bao v~ Bi m~t Nha nuac.

- Chi d~o cac ca quan, t6 chuc phai xay d\fIlg Danh m\lc h6 sa cong vi~c ca
quan; Danh m\lc thanh ph~n h6 sa tai li~u nQP lUll; bang thai h~n tai li~u nQp lUll
vao LUll tru lich su va LUll trfr ca quan.

- ThlJc hi~n cac chS dQ ph\l c~p trach nhi~m, ph\l c~p dQc h~i cho can bQ,
cong chuc, vien chuc nguai trlJc ti~p lam van thu, lUll trfr thea quy dinh hi~n hanh.

d. Thanh tra, kiSm tra vi~c thlJc hi~n cac quy dinh cua phap lu~t v~ linh VlJC
van thu, lUlltru

- Xay d\fIlg K~ ho~ch kiSm tra cong tac van thu, lUll trfr d6i vai cac ca quan,
t6 chuc, cac xli, thi tr~n tren dia ban huy~n.

- ThlJc hi~n t6t cong tac kiSm tra va tlJ kiSm tra trong linh VlJCvan thu, lUll
tm t~p trung chu ySu vao cac nQi dung sau:

+Ban hanh van ban chi d~o v~ cong tac van thu, lUlltru;
+ TriSn khai quan tri~t va t6 chuc thlJc hi~n cac van ban cua Trung uang va

dia phuong v~ cong tac van thu, lUlltru;



·,

+ Tinh hinh thirc hien cong tac van thu: Soan thao va ban hanh van ban;
quan ly van ban di, van ban d~n; quan ly va sir dung con d~u; l~p h6 so cong viec
tren moi tnrong mang, l~p h6 so va giao nQPh6 so, tai lieu vao Luu tnf co quan.

+ Tinh hinh thirc hien cong tac vS luu tnr: Thu thap, b6 sung tai lieu; chinh
ly tai lieu; phan loai tai lieu; xac dinh gia tri tai lieu; huy tai lieu h~t gia tri; thong
ke va kiem tra trong luu tnr; xay dung cong cu tra ciru tai lieu; t6 chirc bao v~, bao
quan tai lieu (Phong, kho va trang thiet bi); T6 chirc khai thac, su dung tai lieu;
irng dung Cong nghe thong tin trong hru tnr, ch~ dQ bao cao cong tac van thu, luu
tm va tai li~u luu tm; giao nQPh6 so, tai li~u vao Luu tm lich su tinh, ...

+ Cong tac bao v~ bi m~t nha nuac trong ho~t dQng nghi~p V\lvan thu, luu
tm.

2. Hi~n d,i hoa cong hic van thu, luu trw
- Cac co quan, dan vi, Uy ban nhan dan cac xa, thi tr~n tri~n khai th\Ic hi~n

van ban s6 822/HD- VTLTNN ngay 26/8/ 2015 cua C\lC Van thu va Luu tru nha
nuac Huang dfrn quan ly van ban di, van ban d~n va l~p h6 so trong moi truang
m~ng; Van ban s6 169/HD-VTLTNN ngay 10/3/2010 cua C\lCVan thu va Luu tm
nha nuac Huang dfrn vS xay d\fllg co sa du li~u luu tm.

- Xay d\fllg cac dS an, Ung d\lng khoa hQc cong ngh~ vao cong tac van thu,
luu tru; xay d\fllg phc1nmSm quan ly ban ban; xay d\fllg co sa du li~u va ph\l V\l
khai thac tai li~u luu tru lich su tinh.

3. Cong tac suu tim tid Ii~u quy, hi~m.
- Ti~p t\lC th\Ic hi~n nQi dung t~i van ban s6 3254/UBND-NC ngay

28/9/2014 cua Uy ban nhan dan tinh vS suu tc1m,thu nh~p tai li~u quy hi~m cua cac
ca nhan, gia dinh, dong hQ tieu bi~u qua cac thai ky ljch su dang duQ'c bao quan
nhiSu noi trong va ngoai tinh, til nam 1975 tra vS truac.

- Tuyen truySn, v~n dQng d~ thuy~t ph\lc ca nhan t6 chuc cung c~p thong tin,
hi~n t~ng, ky gui tai li~u vao Luu tru lich su tinh, d6ng thai co cac giai phap h6 trQ'
tich qrc va hi~u qua ch6ng nguy co hu hong, th~t thoat tai li~u quy, hi~m, tai li~u
co gia tri lich su con dang luu giu trong nhan dan.

4. Kinh phi thl}'chi~n cong hic van thu, luu trw.
Cac co quan, dan vi, UBND xa, thi tr~n dc1utu kinh phi cho vi~c cai t~o,

nang c~p rna rQng kho lUlltm d~ du di~n tich va cac diSu ki~n bao quan an toan tai
li~u theo quy dinh t~i khoan 3, m\lC III cua Thong tu s6 09/2007/TT-BNV ngay
26111/2007 cua BQNQiV\l.

III. CHi f)~O THVC HIt:N NHIt:M Vl) TRQNG TAM
1. Ti~p t\lC t6 chuc, tri~n khai th\Ic hi~n nghiem Cong van s6 4821/UBND

NC ngay 28/9/2017 cua UBND tinh Quang Tri vS vi~c th\Ic hi~n Chi thi s6 35/CT
TTg ngay 07/9/2017 cua Thu tuang Chinh phu vS tang cuang cong tac l~p h6 so va
giao nQP h6 so tai li~u vao Luu tm co quan, LUll tru lich su; Chi thi s6 05/CT
UBND ngay 09/05/2017 cua UBND tinh Quang Tri tang cuang cong tac qmin ly,
khai thac, su d\lng tai li~u lUll tm t~i co quan, t6 chuc tren dia ban tinh Quang Tri;
Chi thi s6 09/CT-UBND ngay 26/6/2015 tang cuang giai quy~t tai li~u t6n dQng
tinh Quang Tri gla1 do~n 2018 - 2022; Thong tu s6 02/2019/TT-BNV ngay



24/0112019 cua BQNQi vu quy dinh tieu chuan dfr lieu thong tin d~u vao va yeu
c~u bao quan tai lieu hru trfr dien nr.

2. Kien toan t6 chirc bQ may tinh gon, b6 tri dQi ngii cong chirc, vien chirc
lam cong tac van thu, hru tnr dam bao tieu chuan chuyen mon, nghiep vu.

3. Dfty manh cac hoat dQng van thu, hru trir. T~p trung xay dung Quy che
cong tac van thu, hru trfr cua co quan; nQi quy khai thac, su dung tai lieu hru trfr
cua co quan, t6 chirc; Danh muc h6 sa co quan hang nam; Bang thai han bao quan
h6 sa, tai lieu cua co quan, t6 chirc; l~p h6 sa va giao nQp h6 sa, tai lieu vao LUll
tm co quan, LUll trfr lich su tinh; b6 tri phong, kho lUll tm d~ bao quan an toan h6
sa, tai li~u, tang cuang cong tac phong, ch6ng chay n6.

4. Tang cuang cong tac ki~m tra cong tac van thu, lUll trfr, d~c bi~t la vi~c
l~p h6 sa cong vi~c va giao nQp h6 sa, tai li~u vao LUll tm ca quan.

5. Dfty m~nh ll'ng d\lng khoa hQc cong ngh~ vao cong tac van thu, lUll trfr;
xay d\ffig ca sa dfr li~u lUll tm ph\lc V\lcong tac quan ly, khai thac su d\lng tili li~u
lUlltm.

III. TO CHUC THl/C HItN
1. Can cu nhUng nQi dung dinh huang chu y~u vS cong tac van thu, lUll tm

nha nuac nam 2019 va chuc chuc nang, nhi~m V\l duQ'cgiao, cac ca quan, dan vi,
Dy ban nhan dan cac xa, thi tr~n chu dQng xay d\ffig k~ ho~ch thgc hi~n C\lth~ vS
cong tac van thu, lUlltm nam 2019 cua ca quan.

2. Giao Phong NQi V\lki~m tra, giam sat vi~c thgc hi~n cua cac ca quan, dan
vi, Dy ban nhan dan cac xa, thi tr~n va t6ng hQ'Pbao cao k~t qua vS Dy ban nhan
dan huy~n thea quy dinh .I...g__
Noi nh¥-n:
- So' NQi V\1;
- Chi C\1C VT -LT;
- UBND huy~n;
- Cac cO'quan, dan vi;
- VBND cac xii, thi tnln;
- Luu VT, LT.

Dang TrQng Van


