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KE HOACH 

Cong tac van thtr, Itru trii• nam 2019 

Thuc hi'411.0t Lau tra.  ngay 11/11/2011/Q1-113 n,ay  11:11 201 1: 

Can cLirKe hoach so 16/KH-UBND ngdy 10/01/2019 cua UBND thanh 
pho Ha NOi ve cong tac van thu', luu trir nam 2019-, SO Van hoa va The thdo 1 1a 
N'Oi ban hanh ke hoach cong tac van thu, luu tru.  nam 2019 nhu' sau: 

I. MVC Di  CH, YEU CAU 

1. Muc dich: 

Nang cao tinh than trach nhi"0-n cOa thu tru.O.m2, cac don vj_ can ho. cony 

chirc, vien chUc, trong viec tht.,rc hien cong tac Van thu, luu 	c11:inu quy clink 
cua phap luat; dap trng yeu cau cai each hanh chinh naniz cao chat 	hied 
qua giai quyet cong viec; 

2. Yeu cau: 
Thu truOng cac don vi true thuc 	xay dung ke hoach va to chtirc trien 

khai thuc hien cong tac van thu., luu trix nam 2019 cua don vi minh. 

Dua not dung thuc hien cac quy dinh ve cong tac van thu', 	trii. 111‘11111 
mot trong cac tieu chi &rill gia mUc d(-) hoan thdnh nhiem 	duoc 	dC)i of 
cong chdc, vien chtk, danh gia thi dua hang nam dei 	nhan, tap the. 

II. N91 DUNG TRIEN KHAI 

1. Thiro•ng xuyen quan 	chi dao, hiro•ng dAn cong tac van thir, 	trii.. 

- Tang cuo-ng tuyen truyen, pho bien phap Luat ve cong tac van thu. 
cotru 	cac van ban ci:ia nganh, cua Thanh phO nhu.: Nghi dinh so 0,1/2(:)13:IND-('1) 

ngay 03/01/2013 cua Chinh pht:i quy dinh chi tiet thi hanh mOt so dieu cua I Hi 
Luu tru.. 

- ThuOng xuyen ra soat, su'a doi, bo sung va xay dung ban hanh cac \Thl 
ban quan 1/ va trien khai thuc hien nhiem vu then quy dinh: Ke hoach cong tac 
Van thu', luu trix nam 2019; Ke hoach kiem tra; Danh muc ho so' cua co quail, 
don vi; Bang thai han bao quan ho so, tai lieu; Danh myc thanh phan nOp luu 
vao luu till.  lick su'. 

- Cdc don vi true thu()c SO Van hoa va The than ra seat Lim 	\ an 

thu, luu 	chuadarn bao tieu chuan ngach thaw gia cac 	dao tiro, 1)6i duOiqL 
de ddp Ung yeu cau cong viec trong thOi kS/ 4.0; 

- TO chdc cac cuOc kiem tra, kiem tra cheo cong tac van thu, 	ti-Cr de 
kip thei phat hien nhang ton tai, han the va có giai phap pha hop. 



- Tiep Uric trien khai cac van ban lien quan den De an sat! tam \ 
tai lieu kw trd quy, hiem thuOc thanh pho Ila NC)i 

2. Hot dong nghiep vu van thu', lu'u 

a) Doi voi &Ong tac van thu': 

- Quail 1)"7 van ban di va quail l)"/ van ban den theo quy dinh va trien khai 
sd dyng phan mem quan lv van ban di, van ban den; 

- L'4) Danh mgc ho so., lap ho so cong viec va nop hru 115 so. tai lieu vao 
Luu trier co.  quart dUng quy dinh; 

- COng chdc, vien chdc 	dyng thu• dien 	phyc vu cOng  viec. 

- Cac phong, ban, don vi to chdc trien khai duy tri he thong mang n6i h6, 
he thong this dien to phyc vu cho viec trao doi, chia se thong tin n6i b6 dam bao 
nhanh ch6ng, thuan tien va hieu qua. 

- Cac phOng, ban, don vi to chdc trien khai lap hO so com.2. viec Lien moi 
tru'o'ng mang, cac van ban, tai lieu trao doi gida cac co.  quail duoc thtrc hien teen 
moi trueng mang, 	dyng chin ky so darn bao yeti cau bao mat thong tin. 

b) 	cong tac lu'u tar: 

- Thu thlap hO so, tai lieu vao 	trd co quan; chink 	xac dinh lai gia tri 
tai lieu de giao n()p nhCrng tai lieu kw tru.  c6 gia tri bao quan vinh vien vao I.uu 
trd Lich stS Thanh ph0 theo quy dinh cda phap luat. 

- Lisa chon, lap danh muc tai lieu het gia tri de tien hanh lam thu tuc tieu 
buy theo quy dinh. 

- Cac don vi bo tri kho va trang thiet bi de bao quan an town ho so. tai lieu 
luu tri lau dai, thu0 tien cho viec khai thac su dung va phong chong, chat' nn. 

3. COng tac su'u tam tai lieu quy, 

- Cac don vi true thuOc SO; to chdc ca nhan, gia dinh, dong ho tang hop 
thong ke va clang 1()"/ tai lieu lu'u trQ' quy hiem 	ve 	NOi vu (qua Chi cuc 
Van thu., Lu'u trd, so 20, 1-11-11-1 ThUc Khang, DOng Da , I kt Nc)i 

4. COng tac to chtk can bi). 

- TO chdc bO may tinh gpn, bien che chuyen teach dam hao tieu chuan 
ngach cong chdc, vien chdc lam cong tac van thd, ltru trd., 

- Thdc hien day du the dO dOc hai cho cOng chat:, vien chdc lam cOng tac 
van thu', 	trd theo quy dinh hien hanh; 

- Kien toan BO phan van, thu 	trii.  bo tri du nhan ltrc lam cOng tat: \ill 
lu'u trd; dam bao tieu chuan nghiep vu theo quy dinh, thuc hien day du chdc 

nang, nhiem vu cOng tac van this, 	trd tai co quan, don vi 

5. Hie -1 dui hem cong tac van tint., lu'u tar. 

- Tiep tyc day manh cong tac dng dyng khoa hoc cong nghe trong cac 
boat Ong van thu, ltru trir: (loan ly tai lieu dien tu, ung dung phL-in 111111 LILLin 
van ban va dieu hanh tac nghiep theo ke hoach elm UBND thanh phO, htrOng dui 
cua So.  Thong tin va Truyen thong; 

6. Ne) lu'u tai lieu vao Trung tam Lu'u trir Lich sir Thant] phO. 



TO chdc thdc hien flop luU tai lieu vao 	trCilich st:r Thanh pho theo quy dinh. 

7. Kinh phi thyc hien cong tac van thu', Itru trii.. 

BO tri kinh phi cho hoat dOng cong tac van thu', ltru trir cua don vi thco 
quy dinh tai Dieu 39 cUal....4t 	trd. 

8. Nhini vu trcmg tam: 

Tiep tvc to chdc, trien khai thdc hien Ke hoach so 251/KH-UBND ne_av 
25/12/2017 cua UBND thanh pho Ha NOi ve thu.c hien Chi till s6 35 
ne,ay 07/9/2017 cua ThU ttrong Chinh phis ve tang menu cOne, tac IL-Jr hO so' \-,11 
giao nop ho 	till lieu vao Lu'u tilir co' quan. I au trir I ich sti.: Om- CI dint] (-) 
7051/QD-UBND ngdy 22/12/2016 cua UBND Thanh pho v/v ban 	1)he 
dutyet Quy hoach nganh van thu., 	trCr Thanh pho Ha. NC)i den narn 2020, tam 
nhin den nam 2030. 

III. TO CHU'C THU'C HIEN 

1. Thii tru'o'ng cac phong ban, dun vi tilt* So'. 

Trach nhiem cua ngdoi dung dau cac dun vi true thu()c trong cong tac chi 
dao, dieu hanh trien khai thuc hien cong tac van thu.. ILru tri.  nhu.  

+ Ban hanh ke hoach cong tac van thu., 11.111 lat.  11:1111 2019 ., 

+ Cong tac sown thao va ban hanh van ban; 

+ COng tac quan 1y van ban di va van ban den. 

+ Lap Danh mcic ho 	ho so cong vies va nop luu hO so, tai li"61vaol.u.11 
trir co.  quan; 

+ Lap Bang the(i han bao quail 116 	tai lieu; 

+ Quail 1)"/ va st:r clung con dau 

+ COng tac thu thap, chinh1)"/ tai lieu Con One., xac dinh gia tri tai 

+ COng tac tieu huji tai lieu het gia tri. 

+ Cong tac bao quail, to chdc sir dung tai lieu lull trCr. 

+ U'ng dung khoa hoc cong nghe vao cong tac van thd, luu tra. 

+ Thdc hien the do bao cao thong ke cone tac van thu, 	trU.: bat) cao 
ket qua trien khai thdc hien nam 2019 	I \.„ 	 u Ham 202o 
ve Van thu', Van phong 	it-a& ngay 10/11/2019. 

Van phong So.  cc') trach nhiem tong hop bao cao g,Cri SO' NOi vu. 

+ BO tri can bc), cong chdc, vien chdc, nhan vien lam cone, tac van thu, 
lu'u tra dam bao trinh d() chuyen mon van thu, 	tra theo quy dinh. 

2. Van phong Sifr. 

Xay dcmg ke hoach cong Lie van dui', lau trCi.  narn 2019 cua 	tiCT Luc 
trien khai thdc hien Chi thi so 35/CT- TTg lig?.1V 07./9/201 7 cua Thti 
ph6 ve tang cisong cong tac l ip ho 	giao nOp 116 so, tai lieu van Lau u- Lr 
quan, Luu trtl.  Lich sir. 

Du tru kinh phi de xuat chink ly tai lieu lt_ru trd Con dpng giao nc)p Inn trig 
lich sd theo dUng Lua't Lu'u trit; 



Tang cu.O.ng cong tac to chuc kiem tra vc cong tac do dia. ittu tra 
don vi trirc th0c 

Tong hop bao cao SO Noi vy, Chi cyc Van tills, 	tru.  Thanh phO.  

3. Phong Ke ho4ch ta>i chinh. 

Hu.Ong cl" cac don vi to elide xay Ong, them du' wan kinh phi phtic 
cho cong tac van thu., luu trir theo quy dinh cua Luat luu trir trinh (uiam (Inc cap 
kinh phi hang nam theo quy dinh; 

4. Phong To chirc —lip che. 

Phoi hop vOi Van phOnv, 	trong viec thtrc hien nhiem vti kiem tra chco 
doi 	cac phong ban, don vi thuc 	trong conE, tac van thu', luu tris. 

Tren day la nhi4n vu cong tac van this, lu.0 trir cua So.  Win hoa 6 The 
thao Ha NiO nam 2019. De nghi ThO tru.O.ng cac phong, ban, don vi r_!.hiem tic 
trien khai ke hoach nay. 

Trong qua trinh thuc hien cc') phat sinh, vu.o.ng mac phan anh ve Van phOng 
So.  de tong hop, bao cao Han 	dOc xem xct, LLiai quiet thee Lin\ Ll'!111). . 

- SO Nc)i vtr1  
- Chi cue Van thu — 	ail (de b/c); 
- Ban Giam dOc So (chi dao thuc hien): 
- Cac phong ban, don vi thu(ic So: 
- VT1( 

KT. GIAM DOC 
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