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- Truang cac phong, ban, don vi trvc thuQc UBND TX;

- Chu tich UBND cac phuOng, xa.

Thai gian qua, cong tac van thu, lUll tm tren dia ban thi xa dC;ltdugc
nhfrng kSt qua tich cvc. Trinh dQ chuyen mon, ky nang nghi~p V\l clla cong

chuc, vien chuc lam cong tac van thu, lUll tnl co nhiSu chuySn biSn tich cvc, ca
ban dap ung dugc yeu c~u, nhi~m V\l cua cac don vi. Cong tac quan ly van ban,

he. sa tai li~u va dVng eon dau dw;re eae ea quan, dan vj th\le hi~n dUng quy
dinh. Vi~c l~p h6 sa cong vi~c buac d~u dugc thvc hi~n tC;lodiSu ki~n cho vi~c

thu th~p, b6 sung tai li~u vao lUll tru dugc thu~n 19i, Cong tac van thu, luu trfr
tren dia ban thi xa dugc quan ly tuong d6i th6ng nh~t, dung cac quy dinh clla

phap lu?t, bao v~ bi m~t cua Dang va Nha nuac, d6ng thai ph\lc V\l hi~u qua sv

lanh dC;lO,quan ly, diSu h~mh clla UBND thi xa cling nhu clla cac ca quan, don vi
tren dia ban thi xa.

Tuy nhien, theo KSt qua kiSm tra cheo va danh gia clla C\lm s6 4 tinh
Thanh Hoa vS cong tac van thu lUll tru tren dia ban thi xa Bim San, hi~n nay,

nh~n thuc vS cong tac van thu, luu tru tC;limQt s6 ca quan, dan vi v~n chua d~y

du, dung quy dinh, th~m chi con xem nh cong tac nay. Vi~c chi dC;lo,t6 chtl'c

triSn khai thvc hi~n nhi~m V\l van thu, lUll tru hang nam va chS dQ thong tin, bao

cao trong lInh vvc nay a mQt s6 ca quan, don vi chua nghiem. Trinh dQ chuyen

mon, ky nang nghi~p V\l cua cong chuc, vien chuc va nhan vi en lam cong tac

van thu, luu tru a mQt s6 dan vi con YSu, chua d6ng dSu. Ph~n lan, cac ca quan,
don vi con b6 tri kiem nhi~m nguai lam cong tac van thu, luu tnl' ho?c b6 tri

nguai khong dung chuyen mon nghi~p V\l nen hi~u qua cong tac nay chua cao.

Cong tac thu th~p h6 sa, tai li~u chua dugc thvc hi~n thuang xuyen, tai li~u

dang con dC;lngti~h d6ng, chua chinh ly, sAp xSp. Vi~c khai thac, phat huy gia

tri cua tai li~u lUll tru va lUll tru ca quan chua dugc thvc hi~n thuOng xuyen, co

nai chua quan tam thvc hi~n. Vi~c trng d\lng cong ngh~ thong tin vao cong tac

van thu, luu tru con ch~m, chua d6ng bQ. Ngu6n Ivc kinh phi, ca V?t ch~t,

trang thiSt bi ph\lc V\l cong tac van thu, luu tru con r~t hC;lnchS. Vi~c b6 tri kho

lUll tru cua cac ca quan, dan vi Chll YSu la tC;lmthai, co nai chua b6 tri dugc khO
lUll trfr; trang thiSt hi bao quan tM li~u luu tru sa sai, chua dung quy dinh.

DS nang cao ch~t lugng hOC;ltdQng cong tac van thu, lUll trti'; nang cao
tnich ?hi~m cua nguai dtrng d~u cua cac ca quan, don vi, Chu tich UBND thi xa
yeu cau:



:. ~:"rU'{)'ngc~c vi

:-'B~": phu'(rng ~a:
- Tang cuemg cong tal tuyen truySn, ph6 bi@n cac quy dinh cur phap lu~t

:1:~nhanh va cac van ban quy ph~m phap lu~t mai ban hanh vS cong tac van th:1,

nh~m nang cao nh?n thtic Clla can bl), cong chilc, vi en chuc \ ~ cong tac

van luu tni; gia tri clla tai li~u luu tru.
- Thuemg xuyen c~p r h~t eac quy dinh Clla Nha nuac, th\l'c hi~n ra soat,

dlJl:1g,sua d6i, hoan thi~n h~ th6ng van b~m qwin ly chi d~o v~ cong tac van

:hLt, tru eua ca quan mir'"l, q.: thS: Quy ch@cong tac van thu, lUll tru; Danh

"VC sa hi~n hanh; Bang uy djnh thai h~n bao qmin h6 sO', tai li~u: Quy

<hai :l'aC, dung h6 sO',tai ~Qi quy, quy dinh phong ch6ng chay,

- Thl,1c hi~n CO;lg tac '~lP Danh m\!c ho sO' hang nam, cong tac I~p ho sa
~ong \i~e giao nQp h6 so, tai 1:~u vao LUll tru cO'quan; Thu th~p,

ti~i :;~u cae bQ ph~n va ea nhan dua vao bao quan t~i LUll trfr co quan tl-:eo

- B6 tri phong, kho IU;J tm trong tf\! lam vi~c Clla cac cO' ql:an, dan vi

theo I ILtang d~n t~i Thong tt 56 09/2007/TT-BNV ngay 26/11/2007 Clla BQ ~Qi

II\! I luang d~n vS kho luu chuyen dVng; bao dam dll di~n tich, dap Lmg yeu

2~U bao v~, bao quan an t(\a~ lai li~u lUll tru.

- Tang cuemg ::rng dvr<.~c6ng ngh~ thong tin vao cong tac van t1~u,hIll trfr;

th:;c '-:i~n s6 hoa tai li~u dar' bao an toan, dung quy dinh vS bao v~ bi m~t ~ha

R2 smit, kh~m tra, bao van ban ban hanh dung yeu c~u \ ~ th~ thG-c

van ban, dung thdm quy~n.

ru'o'ng piWOg V~J...... ," xa 1m

- Tham muu cho J) thj xa ban hanh cac van ban quan nha n~rac \'~

::ong tac van thu, luu tni; xu)' d;mg k~ ho~ch kiSm tra, hu6ng d~n cac ca quan,
~Ocr~e v~ cong tac van thu, 'uu trfr; theo doi va t6ng hqp k@tqua trier khai thlJc

1i~n q~an cong tac van th'., luu tm t~i cac cO'quan, dan vi .

- Chu trl, ph6i hqp phong Tai chinh - K@ho~ch hu6ng (:an cac co

=lua;-. Lrrn vi t6 chuc [~p d~r -nan kinh phi ph\!c V\! cho cong tac van t'~tr, luu tni

I")angnam theo quy djnh cua - Luu tru va bao cao UBND thi xu.

Tham muu cho L:B~I; :hj xa triSn khai cac ph~n m~m, chuang :rinh Quim

van ban va f-16sa cong v; Thu di~n tir cong V\!, Chfr ky s6 ... , du'11hao v~n

~an~ thong su6t, k~t n6i lie;" thong van ban di~n tir tu c~p tinh, c~p huy~n d~n

:~p xa. Chu tri, ph6i hqp \(,~ phong NQi V\!, phong Tai chinh - ho~ch !?P

I)huang an va dl,f tmln tdnh c~r co th~m quySn phe duy~t kinh phf c\inh I)' tai

li~u tich dang tren Kho Ill''...l eua Co'quan UBND thi xa.

Tr.\Ic hi~n nghiem cac quy dinh t~i Thong tu s6 14/201 ;

19ay Ogij 1/2011 cua vt.JQuy dinh quan ly h6 sO', tai li~u hinh thanh

:rong dQng eua xa, phuemg cac nQi dung chti yeu sau:

tri c6ng ehuc phong-Th6ng ke kiem lam lUll trfr cO'quan.

- Th'lc hi~n t6t cor.g tac so~n thao va ban hanh van ban; c6:lg tac I~p

Dar.:: h6 sO'hang nam, '~:ongtac l?p h6 sO' cong viec va giao nop 1-:6 tui



li~u LUll tru co quan theo huang d&nt~i Thong tu 07/20 12/TT-BNV ngay
22/11/2012 cua BQNQi Huang d&nquan ly van ban, l~p h6 sa va nQp lUll h6
sa, tai li~u van luu tm ca quan.

- B6 tri phong kho bao quan tai li~u lUll tru vai di~n tlch t6i thi~u 20m2
;

dam bao bao quan an toan tai li~u lUll tm.
Tren day la mQt nQi dung vS tang cUOng quan ly cong tac van thu, lUll

tru, Chu tich UBNl) thi xa yeu cftu TruOng cac phong, ban, dan vi tr\fc thuQc;

Chu tich UBND cac phuOng, xa nghiem tuc th\fc hi~n. ~

- Nlm tren;

- CT, PCT UBND TX (d~ bi~t);

- Luu: VT.
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