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KE HOACH 
Thkrc hien cong tic van thtr, liru trik Wain 2023 

Can cir Nghi dinh 30/2020/ND-CP ngdy 05/3/2020 cua Chinh phu quy dinh 
ve cong the van thu; 

Can cir Ke hoach s6 57/KH-UBND ngay 24 thang 3 dam 2023 dm Uy ban 
nhan dan thanh ph6 Thu Dau M6t ve Ke hoach thgc hien cong the van thu, luu trir 
tren dia ban thanh ph6 Thu Dau M6t nam 2023; 

Can cir Cong van s6 1527/PGDDT-TCCB ngay 23/11/2021 dm Phong Gido 
chic va Dao tao thanh ph6 Thu Dau M6t ve thgc hien cac quy dinh ve cong tac van 
thu, luu tra cua nganh Gido duc va Dao tao, 

De thgc hien dung va day du theo quy dinh cua Nha nuac ve cong tac van 
thu, luu trap' cac don vi sir nghiep cong lap, Phong Gido due va Dao tao (GDDT) 
xay dung ke hoach tap thgc hien cong tac van thu, luu trit nam 2023 nhu sau: 

LMuc dich, yeu cAti 

- Nham nang cao nha'n thirc trach nhiem cua cac ca quan, dan vi truang h 
ve vai tro, trach nhiem trong cong tac van thu, luu trir. 

- Tang cuang hieu qua quail 13'T nha ntrac ve cong tac van thu, luu tat; bao 
va Oat huy gia tri tai lieu luu tat trong boat d6ng cua cac ca quan, dan vi truang 
h9c tren dia ban thanh pho Thu Dau Met. 

- Thgc hien cong tac van thu, luu trir theo dung quy dinh, nang cao chat 
luting, hieu qua giai quyet cong viec, dap irng yeu cau cong tac cai cach hanh 
chinh hi'n nay, goRphan thgc hien luu tra cac 14116 sa theo quy dinh cua Dieu le 
nha truang a mai cap h9c va cung cap day du cac loaf ho sa, minh chirng cho cong 
tac kiem dinh chat luting gido duc va truang dat chuan quoc gia. 

Cac ca quan, don vi truang h9c can cir ke hoach nay va tinh hinh thgc to cua 
ca quan, dan vi to chirc xay dung Ke hoach va trien khai thirc hien ca hieu qua 
cong tac van thu, luu tar' nam 2023 cho phu hap. 

II. NOI DUNG THLTC HItN 

1. Tuyen truyen, phtl bien phaplu4t ye cong tac van thtr, Itru trir 

Cac ca quan, dan vi truang h9c tang cuang ding tac tuy'en truyen, ph6 bien 
cac quy dinh cua phap luat hien hanh ye cong tac van thu, hru,trit, trong do tap 
trung tuyen truyen ye cac not dung dm Luat 	trit, Nghi dinh sa 30/2020/ND-CP 
ngay 05 thang 3 nam 2020 dm Chinh phu ve cong tac van thu, Quyet dinh s6 
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28/2018/QD-TTg ngay 12/7/2018 Gila Thil,ttrong Chinh 	viec 	nhan van 
ban dien tir 	cac ca quan trong 	thong hanh chinh nha nueec, Thong to so 
02/2019/TT-BNV ngay 24 thang 01 nam 2019 ciia BO NOi vu quy dinh tieu chuan 
du lieu thOng tin nu vao va yeu cau bao quan tai lieu luu tru dien tir va cac van 
ban chi dao, huang clan nghiep vg ctia tinh ye cong tac van thu, luu trir. 

2. Vay dung, sira doi, b6 sung va ban hanh cac van ban quail 1j7, van ban 
hu'o.ng dan ye cong tac van thy, him trir 

Tren ca so cac van ban sira doi b6 sung ciia UBND tinh, cac van ban chi ciao 
hung clan nghiep vu ve cong tac van thu, km trir theo chi ciao dm So.  NOi vg, cua 
UBND thanh pho the ca quan, dan vi trugng hoc tiep tgc ra sok, sira cloi bo sung 
ban hanh cac van ban theo quy Binh hien hanh va phu hgp voi tinh hinh thgc to cua 
ca quan, clan vi, cg the tiep tkic xay dung va hoan thien Quy the cong tac van thu, 
luu tat tai don 	xay dking ke hoach cong tac van thu, luu tit; Danh mkic ho sa 
cua ca quan, dan vi trugng hoc dam 2023. 

Van thu Phong GDDT va cac 13O phan phg trach linh virc chuyen mon, to 
chirc can bO va cac 130 phan khac cua Phong GDDT thanh pho có trach nhiem nOp 
luu tai lieu thuOc dien nop luu vao Luu tit lich sir tinh dung theo Quyet dinh so 
2902/QD-UBND ngay 24/10/2017 ciia Uy ban nhan dan tinh Binh Duang ban 
hanh Danh mgc thanh phan ho sa, tai lieu ciia cac ca quan, to chirc cap huyen nOp 
luu vao Luu tar lich sir tinh. 

3. COng tac to chtic can bO, tap huAn, boi dirii.ng nghiep vu 

- PhOng GDDT ra sok, tham muu tuyen dung vat:16 tri nhan skx lam cong tac 
luu tar có trinh do chuyen mon phii h9p, dap Ung dugc yeu cau cong tac, trugng 
hgp cac truemg chua có nhan six ve Van thu thi ca quan, dan vi trugng bo tri ngugi 
có nang 1rc ye cong tac van thu, luu trit de thirc hien ding tac van thu, luu trir cila 
dan vi theo quy dinh. 

- Tham gia tap huan, boi duong nghiep vu ve van thu, luu frit do So NOi 
UBND thanh ph6 to chirc. 

- Thgc hien clay dU cac the do chinh sach tien luang, phki cap trach nhiem 
dOc hai, bao ho lao dOng va cac the do khac cho can bO cong chirc, vien chirc lam 
cong tac van thu., luu trir theo &mg quy dinh cua phap luat. 

4. Kiem tra NT* thtfc hien cac quy dinh cua phap 1u4t ye cong tac van 
thu., luu tar 

Hang nam thkrc hien kiem tra cac quy dinh cua phap luat ve cong tac van 
thu, km trir tai cac ca quan Phong GDDT va cac dan vi, trugng hoc theo quy 

5. t'ng dung ding nghe thong tin trong cong tic van thu, luu trir 

- Tiep tgc thgc hien quail 13'7 tai lieu dien tit, chit ky so va img caking phan 
mem quan lY van ban cUa UBND tinh, dam bao tinh th6ng nhat, lien thong van ban 
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dien tu, du lieu dien tir theo quy dinh. Hoan thien He th6ng quan ly van ban dieu 
hanh theo quy dinh tai Nghi dinh so 30/2020/ND-CP ngay 05/3/2020 cua Chinh 
phu ve cong tac van thu. 

- 100% lanh dao va chuyen vien Phong GDDT trong qua trinh xirVT cong 
viec phai thgc hien lap ho so tren phan mem quan VT van ban va thgc hien n6p luu 
\Tao Luu trir co quan theo quy dinh. 

- Tie') tuc trien khai thgc hien Ke hoach s6 1514/KH-UBND ngay 14/4/2021 
cua Uy ban nhan dan tinh Binh Duang ye thgc hien Quyet dinh ,s6 458/QD-TTg 
ngay 03 thang 4 nam 2020 cila Thu tugng Chinh 	phe duyet De an "Luu tra tai 
lieu dien tir cua cac co quan nha nu6c giai clop 2020-2025". 

6. Quan 15,  tai lieu tai Liru tar  co' quan 

a) Ong tac thu thap 116 so, tai lieu \Tao Luu -ail co quan 

- Cac don vi, trtrong hgc xay dung ke hoach va thgc hien thu thap 116 so, tai 
lieu vao Luu trir co quan. 

- Hang nam Phong GDDT chuan bi h6 so, tai lieu luu frit cua Phong GDDT 
de giao n6p Phong N6i vu theo quy dinh. 

b) Cong tac chinh ly tai lieu luu trey 

- Hieu trugng cac don vi, trugng hoc c6 ke hoach to chic thgc hien chinh ly 
khoa hoc tai lieu luu tit theo &mg quy trinh nghiep vt1, dong thei xac dinh dung 
danh mgc thanh phan ho so, tai lieu de bao quan va Luu tit Lich sir theo quy di 

- Tie') tuc thgc hien viec phan loci, chinh ly, xac dinh lai gia tri tai lies 
Luu tru Lich sir. 	 )0 

- Phong GDDT thgc hien dich vg chinh ly tai lieu lull trt theo quy din 
phap luat de giai quyet tai lieu ton dgng cua co quan Phong GDDT. 

c) Ong tac bao ve, bao quan va sir dung tai lieu luu tri 

- Thgc hien tot cong tac bao ve, bao quan va trich luc 116 so tai lieu luu trtr 
cua Uy ban nhan thanh pho dung quy dinh. 

- Cac don vi, trugng h9c thgc hien b6 tri kho luu tru, trang thiet bi bao quan 
an toan ho so, tai lieu luu trit cho don vi. Thgc hien kiem tra thugng xuyen kho luu 
trtt tranh tinh tang moi mgt, mua bao, chay no lam hu hai tai lieu luu 

7. BO tri kinh phi de thirc hien ding tac van thtr, host dong i ru tar 

- Kinh phi thgc hien cong tac van thu, luu trir dugc b6 tri theo quy dinh cua 
Luat Luu trtt. Nghi dinh s6 30/2020/ND-CP ngay 05/3/2020 cua Chinh phu ye 
cong tac van thu va cac van ban hugng dan c6 lien quan. 

- Chu d6ng lap ke hoach du tru kinh phi chinh ly tai lieu, cho cong tac van 
thu, boat d6ng luu tit  theo quy dinh cna Luat Luu trir. Tap trung dau to kinh phi 
irng citing cong nghe thong tin trong cong tac van thu, luu trir, cong tac chinh ly tai 
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lieu luu trig ton dgng ya cai tao, nang cap, mg rOng kho luu till dam bao du dien 
tich ya dieu kien de bao quan an toan tai lieu luu trir. 

- Cac truong h9c sir dung ngu'On kinh phi dugc giao tir ngan sach Nha nuck 
nam 2023, kinh phi khong thueng xuyen. 

- BO phan tai chinh Phong GDDT 14p du tru kinh phi, guy& toan kinh phi 
cong tac van thu luu trir cho Phong GDDT. 

III. TO CI 	THIXC HItN 

1. Hieu truong cac truang cha dOng xay dung ke hoach cong tac van thu, 
luu trir nam 2023 dm co quan, dan vi; bao cao yiec xay dung ke hoach ye Phong 
GDDT truck ngdy 10 thang 4 nam 2023. 

2. Phong GDDT có trach nhi'em trien khai, don dOc, huong dan, kiem tra cac 
ca quan, don vi thuc hien cac nhiem vu dugc giao; tong h9p, bao Uy ban nhan dan 
thanh pho ye ket qua thuc hien K'e hoach nay. 

Phong GDDT yeu cAu Hieu truong cac truong hoc truc thuc nghiem ttic trien 
khai thuc hien ke hoach. Trong qua trinh thgc hien neu có pilaf sinh kho khan, 
yuding mac kip theri phan anh ve Phong GDDT ()0 phan TCCB) de dugc huong 
dan giai quyet./.. 

Noi nhein: 
- Lanh dao, chuyen vien PGDDT; 
- Cac don vi, truong h9c trkrc thu0c; 
- Luu: VT, TCCB. 
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