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KEHO~CH
Cdng tac van thir, hru trfr Dam 2022

Thirc hien Luat LUll tni s6 01/20111QH13 ngay 1111112011;Nghi dinh s6
30/2020INB-CP ngay 05/3/2020 cua Chinh phu vS cong tac van thu;

Thirc hien Quyet dinh s6 12/2020/QD-UBND ngay 12/6/2020 cua UBND
Thanh ph6 vS ban hanh Quy che tiSp nhan, xu Iy, phat hanh va quan ly van ban
di~n til giira cac co quan, t6 chirc thuoc thanh ph6 Ha NQi; KS hoach s6 671KH
UBND ngay 17/3/2021 cua UBND Thanh ph6 vS trien khai thirc hien DS an "LUll
tni tai lieu di~n til cua cac co quan nha mroc giai dean 2020-2025" thuoc UBND
thanh pho Ha NQi;KS hoach s6 211KH-UBND ngay 17/01/2022 cua UBND thanh
pho Ha NQi vS cong tac Van thu, hru trfr dim 2022;

UBND quan Ba Dinh ban hanh KS hoach thirc hien cong tac van thu, hru
trfr nam 2022 nhu sau:

I.MlJC etcH, YEUcAu
1. M1}.cdich

- Qmin ly th6ng nh~t, bilO quim an toan va t6 chuc, su d\lng co hi~u qua
tai li~u luu trfr hinh thanh trong qua trinh ho~t dQng Clla cac co quan, don vi.

- Dua cong tac van thu, hru trfr Clla cac co quan, t6 chuc di vao nS nSp,
khoa hQc, dung quy dinh Clla phap Iu?t nh&m nang cao ch~t luqng, hi~u qua
giai quySt cong vi~c, dap Ung yeu c§u cong tac cai cach hanh chinh hi~n nay.

- Nang cao trach nhi~m clla ngum dUng d§u co quan, dan vi trong vi~c
quan ly, chi d~o cong tac van thu, luu tni t~i dan vi; Trach nhi~m Clla can bQ,
cong chuc, vien chuc trong vi~c l?p h6 so cong vi~c va nQP lUll h6 so, tai li~u
vao LUll tni co quan. Kip thai triSn khai cac nhi~m V\l cong tac van thu, luu trfr
nam 2020, gop ph§n ph\lc V1,l va nang cao hi~u Ivc, hi~u quan ly nha nuac;

- TiSp t\]c nang cao hi~u qua quan ly nha nuac vS cong tac van thu, luu
trfr; phM huy vai tro clla cong tac van thu, luu tni trong ho~t dQng clla cac co
quan, dan vi tren dja ban qu?n Ba Dinh; d~y m~nh Ung d\lng cong ngh~ thong
tin trong cong tac van thu, quan ly tai li~u di~n til;

- Ch~n chinh, hoan thi~n cong tac van thu lUll tni ph\lc V\l t6t cong tac chi
d~o, diSu hanh; gop phcln nang cao ch~t IUQ'ng,hi~u qua ho~t dQng cong V\l, dap
Ung yeu c§u cong tac cai cach hanh chinh hi~n nay.

2. Yeu c~u
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- Thu tnrong cac co quan dan vi din cir KS hoach cua UBND quan va tinh
hinh thuc tS cua co quan, dan vi xay dung kS hoach va triSn khai thirc hien co
hieu qua cong tac van thu, luu tnr.

- T~p trung chi dao co hieu qua viec l~p h6 so va giao nQPh6 so, tai lieu
vao Luu tnt co quan, d~c biet 18.viec l~p h6 so dien nr.

- KSt qua thuc hien cong tac van thu, luu trfr la mot trong cac tieu chi
danh gia mire dQhoan thanh nhiem vu diroc giao d6i voi can bQ, cong chirc, vien
chirc; danh gia thi dua hang nam d6i voi ca nhan, t~p thS.

II. NQIDUNG
1.Nhiem vI} tlnreng xuyen
1.1. Cong tdc chi Q{lO
a) Tuyen truyen, ph6 biSn phap luat v@cong tac van thu, luu tnr
Chu tich UBND cac phirong, Truong cac phong chuyen mon, Thu truOng

cac dan vi s1,l'nghi~p va Hi~u truOng cac truemg M§m non, TiSu h9C, Trung h9C
co sa tiSp tl,lct6 chuc, tuyen truy@n,ph6 biSn cac quy dinh cua phap lu~t v@cong
tac van thu, luu tru dSn can bQ, cong chuc vien chuc va nhan dan nhu: cac van
ban huang dftn cua nganh, cua Thanh ph6, cua UBND qu~n v@cong tac van thu,
luu tru dSn cac co quan, dan vi thuQc ph~m vi quan ly bfutg nhi@uhinh thuc
nhu: qua cac phuang ti~n thong tin bao, dai; c6ng thong tin di~n tU UBND qu~,
trang thong tin di~n ill cua co quan, dan vi; hQi nghi t~p hu§n, triSn khai so kSt,
t6ng kSt.

b) Xay dvng, ban hanh van ban quan ly, huang dftn nghi~p V\l v@cong tac
van thu, luu tru

- Phong NQi V\l: :(Caydvng, ban hanh cac van ban chi d~o, huang d~n
nghi~p V\l v@cong tac van thu, luu tru phil hQ'Pvai quy dinh hi~n hanh;

- Cae co quan, t6 chuc: t~p trung ra soat, sua d6i b6 sung, ban hanh cac
van ban v@cong tac van thu, luu tru theo quy dinh hi~n hanh, phil hQ'Pvai tinh
hinh th1,l'ctS cua co quan, t6 chuc nhu: KS ho~ch cong tac van thu, luu tru; KS
ho~ch kiSm tra cong tac van thu, luu tru; Quy chS cong tac van thu, luu tru;
Danh m\lc h6 so cua co quan, dan vi; Bang thai h~n bao quan h6 so, tai li~u
hinh thanh ph6 biSn trong ho~t dQng cua cac co quan, dan vi; Danh m\lc thanh
ph§n tai li~u nQP luu vao Luu tru ljch su d6i vai tai li~u ill nam 2012 tro vS
truac co gia tn bao quan vInh vi~n (rieng kh6i phuemg khong phai nQP tai li~u
vao luu tm lich su).

* Thai gian hoan thanh: Trong Quy I nam 2022.

c) Cong tac t~p hu§n, b6i du6ng nghi~p V\l

- T6chuc lap t~p hu§n nghi~p V\l chuyen sau cho cac can bQ, cong chuc,
vien chuc tr1,l'ctiSp ho~c kiem nhi~m lam nhi~m V\l van thu, luu tm cua cac co
quan, dan vi thuQc qu~n, t~p trung vao cac nQi dung: Quan ly van ban di~n tu,
l~p h6 so di~n illva giao nQph6 so di~n illvao Luu tm co quan, Luu tm lich su;
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quan ly, str dung con dau va thiSt bi hru khoa bi mat, bao v~ bi mat nha mroc,
quan ly van ban mat;

- Ph6i hQP voi Chi C\lCVan thu - Luu trfr thuoc S6 Noi vu xay dung kS
hoach, chuong trinh t~p huan, rna lap t~p huk b6i duong nghiep vu van thu, hru
trfr cho cong chirc, vien chirc lam cong tac van thu, luu trir thuoc tham quyen;

- Thu tnrong cac co quan, don vi co trach nhiem ra soat va cir cong chirc,
vien chirc tham gia cac lap b6i duong, t~p huan do quan va thanh ph6 t6 chirc;
CU cong chirc, vien chirc lam cong tac van thu, hru tru chua dam bao tieu chu~n
ngach tham gia cac lap dao t<;10,b6i duong dS dap img yeu d.u nhiem vu trong
thai ky cong ngh~ 4.0.

* Thai gian hoan thanh: Trong Quy III/2022.
d) Cong tac kiSm tra
- D~y m~nh kiSm tra vi~c th\l'c hi~n cong tac van thu va luu tru t~i cac don

vi. T~p trung kiSm tra cac n<)idung sau:
+KiSm tra vi~c th\l'c hi~n Nghi diM s6 30/2020/NI)-CP va QuySt diM s6

12/2020/QD-UBND cua UBND thinh ph6;
+ Th\l'c hi~n hO<;1td<)ngnghi~p Vl) van thu: Cong tac sO<;1ntha~, ban hanh

van ban; Quan ly van ban di; Cong tac tiSp nh~n, quan ly van ban dSn; L~p h6 so
va giao n<)ph6 so, tai li~u van lUll tm co quan ( Theo Danh m\lc h6 so da duQ'c
Thu truang co quan ky ban hanh til d§.unam); Quan ly va su d\ll1gthiSt bi lUll
khoa bi m~t;

+ Th\l'c hi~n hO<;1td<)ngnghi~p Vl) luu tru: Thu th~p, chinh ly, xac diM gia
tri tai li~u, tieu huy tai li~u; bao v~, bao quan an toan tai li~u ·IUlltru (phong,
kho; trang thiSt bi va cac bi~n phap khac dS bao quan an toan h6 so, tai li~u luu
tru); t6 chuc S11 d\lng tai li~u lUll tru, s6 hoa tai li~u lUll tm;

+ Th\l'c hi~n chS d<)bao cao cong tac van thu lUlltrfr va tai li~u lUll tm;
+ T6 chuc suu t§.mtai li~u lUll tm quy, hiSm tren dia ban qu~n;
- Phong N<)iVl): Th\l'c hi~n kiSm tra it nh~t 50% cac phong, ban, don vi va

UBND cac phuOng.
* Thai gian hoan thanh: Trong Quy IV12022.

1.2. ThlfChifn hO(1td{Jngnghifp VII van thlr, flru trir
a) Th\l'c hi~n ho~t d<)ngnghi~p Vl) van thu
- Cong tac sO<;llltha~, ban hanh van ban; Quan ly van ban di; Cong tac tiSp

nh~n, quan ly van ban dSn thea quy dinh va triSn khai S11 d\lng ph§.n mSm quan
ly van ban di, van ban dSn;

- Cong chuc, vien chuc l~p h6 so cong vi~c va n<)plUll h6 so, tai li~u van
LUll tm co quan thea dung quy dinh; quan ly va S11 d\lng con d~u;

- Cong chuc, vien chuc t<;1icac co quan, don vi su d\ll1g thu di~n tU phvc
Vl) cong vi~c;

....,

.~
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- Tang cuong, duy tri viec trao d6i, chia se thong tin nQi bQ tren h~ thong
mang noi bo, h~ thong thu dien tir dam bao nhanh chong, thuan tien va hieu qua;

- Cac co quan, dan vi thirc hien viec l~p h6 sa cong viec tren moi tnrong
mang; cac van ban, tai lieu chinh thirc trao d6i gitra cac co quan, dan vi duoc
thuc hien tren moi tnrong mang, sir dung chii ky s6 dam bao yeu c~u bao m~t
thong tin.

b) Thuc hien hoat dong nghiep vu hru tnr

- 100% tai lieu hinh thanh trong nam 2020 cua co quan, dan vi duoc thu
thap, chinh ly dua vao Luu trii co quan;

- S~p xSp tai lieu luu trii d6i voi cac h6 sa cong viec cua nam 2021 thea
danh muc h6 sa da:diroc thu tnrong cO'quan ban hanh illdftu nam nam 2021;

- Chinh ly 100% h6 sa, tai li~u nam 2017 va dua vao kho luu tm cO'quan;
- Chinh ly 100% tai li~u hinh thanh tu nam 2015 tra v~ truac duQ'cchinh

ly hoan chinh va bao quan trong kho luu tm cO'quan;

- Dinh kY xac dinh gia tri tai li~u va tieu huy tai li~u hi~n dang luu trii ~i
cO'quan, dan vi. Can cu cac quy dinh hi~n hanh v8 cong tac luu tm dS xac dinh
thai h~ cua tai li~u, thl,Ic hi~n vi~c tieu huy tai li~u thea quy dinh (quy dinh t~i
Thong tu s6 09/20111TT-BNV ngay 03/6/2011 cua BQNQi Vl,l quy dinh thai h~n
bao quan h6 sa, tai li~u hinh thanh ph6 biSn trong ho~t dQng cua cO'quan, t6
chuc va cac quy dinh lien quan dSn nganh, linh Vl,l'C cua cO'quan, dan vi; Cong
van s6 2623/SNV -CCVTL T ngay 17110/20 17 cua So' NQi Vl,l thanh ph6 Ha NQi
v8 vi~c huang d~n huy h6 sO',tai li~u hSt gia tri);

- Cac cO'quan, dan vi thuQc ngu6n nQp luu tai li~u vao Luu trii Ijch su
thl,Ic hi~n ll,Ia chQn tfti li~u, l~p kS ho~ch giao nQP tai li~u co gia tri bao quan
v'inh viSn da:dSn h~n nQP luu vao Luu tm lich su Thanh ph6 (theo QuySt dinh s6
35811QD-UBND ngay 13/06/2017 cua UBND thanh ph6 Ha NQi Ban hanh danh
ml,lc cac cO'quan, t6 chuc thuQc ngu6n nQP luu tai li~u vao Luu trfr Ijch sir thanh
ph6 Ha NQi);

- B6 trf phong, kho luu trii: yeu cftu 100% cac cO'quan, dan vi t6 chuc b6
tri phong, kho va trang thiSt bi dS bao quan h6 sa, tm li~u; phfin dfiu xay dl,I'llg,
cai t~o phong, kho luu trii d~t chufrn thea quy dinh;

- Dfry m~nh vi~c lIng dl,lng cong ngh~ thong tin vao cong tac van thu, luu
trii nhu: Dfrutu, nang cfip trang thiSt bi, xay dl,I'llgphfrnm8m cO'So' dii li~u luu trii,
s6 hoa tai li~u; Xay dl,I'llg,hoan thi~n h~ th6ng cong Cl,ltra CUudS ph\lc Vl,l nhu cftu
khai thac, su dl,lngtai li~u cua cO'quan, t6 chuc va ca nhan thea quy dinh.

* Thai gian hoan thanh: Quy IV/2022.
1.3. Cong tac ta ch,rc can bp
- Pharrc6ng ro Lanh ~o dan vi phl,ltrach cong mcvan thu, lUlltrfr Clla CO' quan;
- Phong NQi Vl,l: Phan cong cong chuc thl,Ic hi~n chuc nang quan ly nha

nuac v8 van thu, luu tm va quan ly tai li~u luu trii;
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- Cac phong, ban, dan vi b6 tri cong chirc, vien chirc lam cong tac van
thu, hru tm thea quy dinh;

- Cac dan vi S\Inghiep cong lap: Can cir yeu cftu nhiem vu dS b6 tri nhan
hrc thirc hien nhiem vu cong tac van thu, hru tnr;

- Thuc hien dung, du, kip thai cac che dQ b6i duong dQc hai, b6i duong
bang hien vat cho cong chirc, vien chirc va ngiroi lam cong tac luu tnr thea quy
dinh hien hanh cua nha mroc.

1.4.Hiin il{li hoa ciing lac van thu, luu trit
- D~y manh irng dung khoa h9C cong nghe trong hoat dong van thu, hru

trir; triSn khai thirc hien nghiep vu van thir, luu trft voi quan ly tai li~u dien tir;
tang cuong sir dung h~ th6ng phftn m8m quan ly van ban di8u hanh tac nghi~p
qu~n Ba Dinh trong vi~c ti~p nh~n va phat hanh van ban; trao d6i va l~p h6 sa
cong vi~c;

- Ti~p tl,lCd~y m~nh vi~c ti@pnh~, xu ly, phat hanh va quan ly van ban
di~n tu thea Quy@tdinh s6 12/20201QD-UBND cua UBND Thanh ph6;

- Ti@ptl,lCxay dvng co sa dfr li~u dS quan ly tM li~u luu trfr va phl,lCVl,l
khai thac su d\lng tai li~u luu tru thea K@ho~ch s6 150/KH-UBND ngay
28/4/2021 cua UBND qu~n Ba Dinh vS vi~c triSn khai K@ho~ch s6 67/KH
UBND ngay 17/3/2021 cua UBND thanh ph6 Ha NQi vS vi~c triSn khai th\Ic
hi~n D8 an "Luu tru tai li~u di~n tU cua cac cO'quan nha nuac giai do~n 2020-
2025" thuQc UBND thanh ph6 Ha NQi;

- TUng buac khai thac co hi~u qua cac van ban d:l du<)'cs6 hoa tren h~
th6ng phftn m8m quan ly diSu hanh tac nghi~p dS ph\lc V\l nhu c~u khai thac, su
dl,lllgtai li~u cua can bQcong chuc, vien chuc.

2. Nhi~m vl}.trQng tam

- Th\Ic hi~n Giai do~n 2 (2022-2023) cua D\I an chinh ly, xay d\Ing cO'sa
dfr li~u tai li~u luu trfr cac phong ban chuyen mon thuQc qu~.

- TriSn khai th\Ic hi~n Quy chS tiSp nh~, xu ly, phat hanh va quan ly van
ban di~n tu gifra cac cO'quan, t6 chuc thuQc thanh ph6 Ha NQi.

- TriSn khai s6 hoa cac van ban, tai li~u luu tm dS ph\lc Vl,l vi~c trao d6i,
tra cUu, tim kiSm va xu ly thong tin cua can bQ, cong chuc, vien chuc qua m~ng
thea KS ho~ch s6 150/KH-UBND ngay 28/4/2021 cua UBND qu~n Ba Dinh;

- Ra soat, sua d6i, b6 sung, ban hanh cac van ban mai vS cong tac van
thu, lUll trfr thea quy dinh hi~n hanh va phu h<Jpvai tinh hinh th\Ic tS. cua cO'
quan, dan vi.

- 100% cac cO'quan, dan vi su dl,lngco hi~u qua H~ th6ng quan Iy van ban
va di8u hanh trong vi~c quan Iy van ban, I~p va nQp luu h6 sa di~n tU.

- Tang cuang cong tac I~p h6 sa va giao nQP h6 sO',tai li~u di~n tu vao
LUll tm cO'quan, LUll trfr lich suo

IV. GIAI pHAP THl/C HI~N CONG TAc vAN THU, LUU TRU

:..'.
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1. D~y manh cong tic tuyen truyen vS cac quy dinh cua phap lu~t vS cong
tic van thir, luu trfr dSn toan thS dQingii can bQ, cong chirc, vien chirc cua cac co
quan, dan vi.

2. Nang cao trach nhiem cua Nguoi dirng d~u co quan, t6 chirc; can bQ,
cong chirc, vien chirc v~ cong tac van thu, 1uu tnr.

3. Thirong xuyen huang d§n nghiep vu van thir, luu tm cho can bQ, cong
chirc, vien chirc (Lap danh muc h6 sa; giao nQPh6 sa; tieu huy tai lieu hSt gia tri
theo dung quy dinh ..... ).

4. Tang cirong cong tac kiem tra vS cong tac van thir, hru trir.
5. D~y rnanh irng dung cong nghe thong tin trong cong tic van thir, hru

trir cua co quan, dan vi.

6. D~y manh cac hoat dong nghiep vu van thir, luu tm. T~p trung chi d~o
quySt li~t vi~c l~p h6 sa cong vi~c cua cong chuc, vien chuc lam vi~c t:;ti cO'
quan, dan vi. Kh~c ph\lc tinh tr~g khong l~p h6 sa cong vi~c khi thlJc hi~n
nhi~m V\l. Coi vi~e l~p h6 sa hi~n hanh Cllatimg can bQ, eong chuc vien chue la
mQt trong cac tieu chi binh xet thi dua, binh xet cu6i nam; d6ng thm co bi~n
phap xu ly nghiem cac truang h<;>pkhong l~p va nQP lUllh6 sa theo quy diM.

7. Cac dan vi t6 chuc b6 tri kinh phi cho cong tic lUll tru nhu: xay mai,
cai t~o, nang c~p, rna rQng kho lUll trfr; l~p diflth~ th6ng phong chay chua chay;
trang bi gia s~t, diSu hoa, qu:;tt thong gio ... c~p, hQP, bia h6 sa dS bao quan an
toan h6 sO',tai li~u theo quy dinh.

V. TO eHire THTfe HI~N
1.Tho truO-Dgcac cooquaD, dO'Dvi; Cho tich UBND 14 phuOng
- Xay d\ffig KS ho:;tchva triSn khai tht;rchi~n co hi~u qua cong tac van thu,

lUll tm cua dan vi. Thai gian th\l'c hi~n hoan thanh truac 10/02/2022; Xay d\ffig
KS ho:;tchnQP lUll tai li~u vao Luu tru lich su (2022-2025), thai gian hoan thanh
truac ngay 10/4/2022.

- Quan tam, b6 tri kinh phi cho ho:;ttdQng cong tac van thu, lUll tm clla cO'
quan, dan vi.

- Dua nQi dung th\l'c hi~n cac quy diM vS cong tac van thu, luu tm thanh
mQt trong cac tieu chi danh gia muc dQhoan thanh nhi~m V\l dUQ'egiao d6i vai
cong chuc, vien chuc; danh gia thi dua hang nam d6i vai t~p thS, ca nhan.

- Th\l'c hi~n chS dQthong tin, bao cao vS UBND qu~n (qua phong NQiV\l),
dam bao ch~t luqng va dUng thai h~. Thai gian bao cao nhu sau:

+ Bao cao kSt qua th\Ic hi~n ho:;ttdQng cong tae van thu, lUll tm nam 2022
va phuang huang nhi~m V\l cong tac nam 2023 truac ngay 05/1112022.

+ Bao cao th6ng ke cong tac van thu, lUll tm nam 2022 truac ngay
05/01/2023;

+ Bao cao dQt xu~t vS cong tac van thu, luu tr11theo yeu c~u clla cac c~p,
cac nganh.

..,

\','
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2. Phong N9i v\1
- Ra soat, xay dung va hoan thien cac Val).ban quan ly nha nuoc vS cong

tac van thu, hru tnr nh~m thong nhAtthuc hien cong tac van thir, hru trfr tren dia
ban quan,

- Tri€n khai thirc hien KS hoach cong tac van thu, hru trfr nam 2022.
- T6 chirc t~p huAn b6i dirong nghiep vu cho cong chirc, vien chirc lam

cong tac van thu, hru tnr.
- Ph6i hop voi cac don vi ctr cong chirc, vien chirc tham gia cac lap dao

tao, b6i dirong nghiep vu cong tac hru trtr do thanh pho t6 clurc.
- Chu tri, phei hop voi Van phong IIDND va UBND, Phong Tir phap

quan, tham rmru UBND quan t6 chirc ki€m tra cong tac van thu hru trfr nam
2022 thea kS ho~ch ho~c dQtxuAt.

- Ph6i hqp vai don vi tu v~n va cac phong ban chuyen mon thvc hi~n giai
do~n 1 cua DV an chinh ly, xay d\ffig co sa dfr li~u tM li~u lUll tm cac phong ban
chuyen mon thuQc qu~.

- US xu~t-khen thuang cac t~p th€, cac nhan co thanh tich xu~t s~c trong
vi~c thvc hi~n cong tac van thu, lUll trfr.

3. Pbong Van boa va Tbong tin
- TiSp tvc tuyen truySn, ph6 biSn cac quy dinh cua phap lu~t vS cong tac

van thu, lUll trfr.
- Huang d~n cac co quan, don vi l~p h6 so tren moi truOng m~g, quan ly h6

so di~n ill thea quy dinh.
4. Van pbong HDND va UBND
- Ban hanh QuySt dinh vS quy dinh trao d6i, lUll trfr, xu ly van ban di~n tu

trong ho~t dQng cua cac phong, ban, dan vi, UBND cac phucmg tren dia ban
qu~n thea QuySt dinh s6 12/2020/QU-UBND ngay 12/6/2020 eua UBND Thanh
ph6 vS ban hanh Quy chS tiSp nh~n, xu ly, phat hanh va quan ly van ban di~n ill
gifra cac co quan, t6 chuc thuQc thanh ph6 Ha NQi.

- Ph6i hqp Phong NQi vt;l huang d~, kiSm tra cac co quan, dan vi thvc
hi~n cong tac van thu, lUll tm; Quim ly, s~p xSp kho lUll tm cua UBND qu~n
dam bao khoa hQc, an toan; Khai thac su d\lllg tai li~u lUll tm nghiem tuc, hi~u
qua thea dung quy djnh.

- Ph6i hqp v6i phong NQivt;l t6 chuc thu h6 so dft kSt thuc cua cac phong
chuyen mon nQPvao kho lUll trfr UBND qu~n thea dung tiSn dQ.

- B6 tri dclydu cac diSu ki~n vS co sa v~t ch~t nhu gia, hQp tai li~u va dam
bao co du vi tri dS cac phong chuyen mon nQP luu h6 so tai li~u vS Kho lUll trfr
cua UBND qu~n.

- Ra soat, nang c~p h~ th6ng quim ly van ban va diSu hanh dam bao dcly
du cac tinh nang: t~o l~p van ban; ky s6, trao d6i van ban gifra cac co quan, t6

•



8

chirc; l~p h6 so, giao nQp h6 so dien nr vao luu tnt co quan va Luu trft lich su
theo quy dinh tai Nghi dinh s6 30/2020/NI)-CP cua Chinh phu va Quyet dinh s6
12/2020/Q£>-UBND cua UBND Thanh pho.

5. Phong TO' phap
- Chu tri phoi hop voi phong NQi vu, Van phong lIDND va UBND thirc

hien kiem tra, ra soat th~ thirc van ban, viec ban hanh van ban QPPL va xac dinh
tham quyen ky van ban (tham quyen chung hay thfun quyen rieng) khi ban hanh;

- Ph6i hop voi Phong NQi vu, Van phong lIDND va UBND ki~m tra thirc
hien cong tac van thu, luu tm tai cac co quan, dan vi thuoc quan,

6. Phung Tai chinh - K~ hoach
Huang dftn cac co quan, dan vi xay dung kS hoach, kinh phi phuc vu cho

cong tac van thu theo quy dinh tai £>iSu36 Nghi dinh s6 30/2020fN£)-CP cua
Chinh phu; cong tac luu tru (nhu: th\lc hi~n d~u tu, xay d\fllg, cai tc;tO,nang C§.p
phong, kho lUll tm; mua s~m trang thiSt bi; chinh ly tai li~u t6n dQng...) theo quy
dinh tc;ti£>iSu39 cua Lu~t Luu tru.

UBND qu~ yeu c~u cac co quan, dan vi tri~n khai th\lC hi~n nghiem ruc
KS hoc;tchcong tac van thu, lUll tm nam 2022 cua UBND qu~. Trong qua trinh
th\lC hi~n nSu co phat sinh, vuang m~c phan anh vS UBND qu~ (qua phong NQi
Vl,l) d~ xem xet, gifti quySt kip thm./.~

Nui nhan:
- UBND thanh ph6 Ha NQi;
- SO'NQi VI,I thanh pb6 HaNQi;
- Chi CI,ICVan thu va Luu trfr SNV;
- TTQU- TTHDND quan;
- D/c CM tich UBND qu~n;
- Ole dlc PM Cbu tich UBND qu~n;
- Cac ca quan, don vi thuQc UBND qu~n;
- Luu: VT, NV.

Ph~m Thi Di~m
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