
UY BAN NHAN DAN 
THI XA BIM SON 

CONG HOA XA HOI CHU NGHIA VIr1' NAM 
Doc 10p- Ttr do - Hunh phtic  

S6: 437 /KH-UBND 	 Bim San, ngay 	thang 3 nam 2018 

KE HOACH 
Cong tic van thtr, 	tar nam 2018 teen dia ban thi /Ca Bim So'n 

Thuc hian Ke hoach s6 28/KH-UBND ngay 01/02/2018 dm Uy ban nhan 
dan tinh Thanh Hoa va Ke hoach cong tac van thu, luu trir nam 2018 tran dia 
ban tinh Thanh Hoa; cong van so 241/SNV-CCVTLT ngay 23/02/2018 dm So 
NOi vu Thanh Hoa va viac trian khai thuc hian Ka hoach s6 28/KH-UBND ngay 
01/02/2018 cila Uy ban nhan dan tinh Thanh Hoa. Uy ban nhan dan thi xa Bim 
San xay di,mg Ka hoach cong tac van thu, luu trtr nam 2018 trail dia ban Thi xa, 
vOi cac not dung nhu sau: 

I. MI.JC DiCH, YEU CAU. 
1. Muc dich: 
Nang cao nhan thirc, kin thirc, vi tri, vai tro, tam quan trong cua cong tac 

van thu, luu tril; nang cao nhan thirc va trach nhiam cua nguiyi dirng dau co 
quan, don vi trong viac quail VT, chi ciao va to chirc thgc hian cong tac van thu, 
luu tri7r; nang cao hiau qua cong tac quail ly nha nu& va van thu, luu 
phan khai thac, phat huy t6i da gia tri tai lieu luu 

2. Yeu cAu: 
Cac phong, ban, co quan, don vi, UBND cac xa, phirong can cir Ka hoach 

nay va tinh hinh thgc to ciia co quan, to chirc, dia phucmg thuc hian tot cong tac 
van thu, luu tit theo quy dinh cua phap luat hian hanh; dua hoat dOng van thu, 
1uu tit di vao na nap; to chirc thu thap, chinh 15T, bao va, khai thac, bao quail an 
toan va sir dung tai lieu ngay cang dat hiau qua. 

II. NO! DUNG TRIEN KHAI. 
1. Nhiem vu thuimg xuyen: 
a) Tuyen truyan, ph6 bin phap luat va cong tac van thu, luu tar. 
Cac phong, ban, co quan, don vi, UBND cac xa, phuong to chirc tuyan 

truyan, ph6 bin phap luat va cong tac van thu, luu trix trail cac phuang tin 
thong tin dai chimg va Luat Luu tri ngdy 11/11/2011, Chi thi s6 35/CT-TTg 
ngay 07/9/2017 dm Thii Wong Chinh phu va tang cuong cong tac lap h6 so va 
giao nOp h6 so, tai lieu Luu trit co quan, Luu trti lich sir; Quyat dinh so 
4115/2014/QD-UBND ngay 25/11/2014 cua UBND tinh va Quy the cong tac 
van thu, luu trit tran dia ban tinh Thanh H6a va cac van ban truo.ng dan cda 
Trung ucmg, cua tinh va cong tac van thu, 1uu tra; Quyat dinh so 01/2015/QD- 
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UBND ngay 13/3/2015 cua UBND Thi xa ve viec ban hanh Quy the cong tac 
van thu, luu tit tren dia ban thi xa Bim San. 

b) Xay dung ban hanh van ban quan ly, van ban htaing dan ve cong tac van 
thu, luu 

- Phong NOi vv tham muu cho UBND Thi xa ra sok, sira d6i, 13.6 sung hoc ban 
hanh mad van ban quan ly Nha nuot ve cong tac van thu, luu trir tren dia. ban Thi xa 
sao cho phu hop \Teri Luat Luu trir va cac quy dinh cua phap luat hien hanh. 

- Cac phong,,  ban, co. quan, don vi, UBND cac xa, phuong tap trung xay 
dung Danh mvc hO so nOp luu vao Luu tit co quan; Bang theri han bao quan hO 
so, tai lieu luu tat nOp vao Ltru trir co quan; lira ch9n tai lieu cc') gia tri bao quan 
vinh vien giao nOp vao luu trI lich six Tinh (qua Chi cvc Van thu - Luu tat) theo 
quy dinh tai Thong tu s6 09/2011/TT-BNV ngay 03/6/2011 va Thong tu so 
13/2011/TT-BNV ngay 24/10/2011 dm BO NOi vv. 

- Tiep tvc tlwc hien Thong tu 07/2012/TT-BNV ngay 22/11/2012 cilia BO Li 
NOi vv ve huong dan quan VT van ban, lap hO so va nOp WO so, tai lieu vao Luu 
tilt co quan. Dua viec lap Ho so cong viec cila can bO, cong chirc, vien chirc va 
ngtrad lao dOng vao Quy the cong tac van thu, luu tit lam co so binh xet thi dua, 
khen thuong cuOi nam tai don vi. 

c) Cong tac to chirc can bO, tap hudn, bOi &rang nghiep vv. 
- Giao phong NOi vu tham muu cho UBND Thi xa kiem tra, ra soat viec 

tuyen dung, b6 tri bien the bao dam tieu chuan ngach cong chirc van thu, luu tra 
theo quy dinh tai Thong tu s6 13/2014/TT-BNV ngay 31/10/2014 dm BO NOi vv 
quy dinh ma so va tieu chuan chuc danh nghe nghiep vien chirc chuyen nganh 
luu trir va Thong to s6 14/2014/TT-BNV ngay 31/10/2014 cila BO NOi vv quy 
dinh chirc danh, ma s6 ngach va tieu chuan nghiep vv chuyen mon cac ngach 
cong chirc chuyen nganh van thu; 	 U 

- B6 tri kinh phi to chirc tap huan, bOi duang nghiep vv 17' van thu, luu tru 
cho can bO cong chic, vien chirc: KS'T nang lap ho so cong viec va giao nOp ho so, 
tai lieu vao Luu trU co quan; Nghi'ep vu chinh ly tai lieu cho can bO lam cong tac 
van thu, km nil; K-y nang soan thao, trinh bay van ban hanh chinh; Quan VT van ban 
di, van ban den va lap hO so trong moi trueng mang; Chinh ly, xac dinh gia tri tai 
lieu, bao quan, so hOa tai lieu km trit. 

- Thgc hien the dO phv cap dOc hai, boi duang bang hien vat cho can bO 
cong chirc, vien chuc lam cong tac van thu, km tax' diing quy dinh hien hanh; 
quan tam den the dOphv cap cho can loO kiem nhiem lam cong tac van thu, luu 
tar tai cac co quan, don vi. 

d) Kiem tra viec thirc hien cac quy dinh cua pita') luat ve van thu, luu tra: 
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Giao phong N6i vu tham muu thanh lap doan kiem tra viec thgc hien cac 
quy dinh cua phap luat ye van thu, luu tat d6i ved cac don vi thuc pham vi 
quail 1Y. , 

d) Ling dung cong nghe thong tin vao cong tac van thu, ltru trir: 
Tier, tuc trier' khai thuc hien van ban s6 822/HD-VTLTNN ngdy 26/8/2015 

cua Cuc Van thu va Luu trir Nha nu& huong dan quan lYT van ban di, van ban 
den va lap hO so trong mai trueyng mang; van ban so 169/HD-VTLTNN ngdy 
10/3/2010 ciia Cue Van thu va Lou tru Nha nu& ve huong clan xay dung co so 
dt lieu luu 

2. Nhi0i vu trong tam nam 2018: 
Tie') tuc ph6 bien, quan triet, to chirc trien khai thgc hien Lust Luu tilt; Chi 

thi 35/CT-TTg ngay 07/9/2017 dm Thu tuOng Chinh phu ve tang cueing cong 
tac lap 11'6 so va giao n6p hO so, tai lieu vao Luu tra co quan, Luu tar lich sir; b6 
tri kinh phi cho hoat d6ng van thu, luu trir; &Su to kinh phi cho viec chinh ly tai 
lieu nh'am giai quyet dirt diem tai lieu ton Ong, 1)6 goi tir nam 2015 tra ve truerc 
tai cac co quan, to chirc. 

Thuc hien tot viec chinh ly tai lieu; chi dao cac co quan to chirc dau tu kinh 
phi cho viec xay moi, cai tao, nang cap, ma r6ng kho luu till de du dien tich va 
cac dieu kien bao quail an toan tai lieu theo quy dinh tai Khoan 3, muc III, 
ThOng tu s6 09/2007/TT-BNV ngdy 26/11/2007 cilia 136 Ni6 vu huong dan ye 
kho luu tat chuyen dung, chdm dirt tinh trang cac co quan, to chirc, dia phuong 
khong co kho bao quasi tai lieu luu trir. 

III. TO CITUC THVC HIVN: 
1. Truang cac phong, ban chuyen mon, Trugng cac don vi su nghiep true 

thu6c, cac co quan don vi tren dia ban, Chu tich UBND cac xa, phuong can cir 
K'e hoach nay va chirc nang nhiem vu dugc giao xay dung Ice hoach cong tac 
van thu, luu trir nam 2018 cua phong, ban, don vi, dia phuong minh. 

2. Phong N6i vu huong dan, theo doi, don d6c, ki'em tra cac ca quan, don vi 
true thu6c, UBND cac xa, phuong thgc hien cac nhiem vu dugc giao; dinh ky 
tong hop, bao cao ket qua thuc hien ve UY ban nhan dan Thi xa (qua phong N6i 
vu) theo theo quy 

Trong qua trinh trien khai thuc hien neu c6 kho khan, vuong mac, cac co quan, 
don vi phan anh ve UBND Thi xa (qua ph6ng N6i vu) de ph6i hop thuc hien. 

Noi 
- Sof Noi vu (b/c); 
- UBND cac xa, phuerng; 
- Cac phong, ban, ca quan, dan vi cap TN; 
- Lull: VT, NV. 

 

Mai Dinh Lam 
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