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86:548 /KH-UBND Tay Ninh, ngay,26 thong _g nom 2019 

KE HOACH 
Ging tic van tilt'', luru trir nom 2019 thvc hien tren dia ban tinh Tay Ninh 

Thuc hien Cong van se) 297/BNV-VTLTNN, ngdy 18/01/2019 dm B8 N8i 
vu ye phuang hugng, nhiem vu cong tac van thu, luu trir nom 2019; Uy ban nhan 
dan tinh Tay._Ninh ban hanh Ke hoach ding tac van this, luu trir nom 2019 thgc 
hien tren dia ban tinh nhu sau: 

I. MIJC RICH, YEU CAU 

1. Mile dich 

- Tang cuOng trien khai thuc hien tot cong tac van thu, luu trix tai cac 
ban, nganhtinh; Uy ban nhan dan cac huyen, thanh pho, cac Doanh nghiep nha 
nuerc; cac to chic chinh tri - xa 118i - nghe nghiep; cac co' quan, to chirc hog dOng 
theo nganh dgc thuc Danh arkic so 1 nguem top luu tai lieu vao Luu tit lich sir 
tinh (sau day ggi la cac co quan, to chirc); nang cao hieu luc, hieu qua quan ly 
nha nu& ye cong tac van thu, luu tit tren dia ban tinh. 

-,Nang cao than thdc, trach nhiem 	cong chirc, vien ch(rc, nhat la nguai 
dung dau ca quan, to chirc trong viec thuc hien cong tac van thu, luu tra tai ca 
quan, to chirc. 

2. reu cAu 

- Cac co quan, to chirc thgc hien tot cong tac van thu, luu 	xay chrng ice 
hoach cong tac van thu, luu trix va to chirc thirc hien dung theo quy dinh; boo 

khai tilde va sir dung hieu qua tai lieu luu trir. 

- Dua not dung thuc hien cac quy dinh ve cong tac van thu, luu trix thanh 
mot trong cac tieu chi danh gia mirc d8 hoan thanh nhiem vu dugc giao doi 
can 1)8, cong chirc, vien chirc; lam ca se, de xet thi dua hang nom doi vai tap the, 
ca nhan thuc ca quan, to chic. 

II. NHItM \TV CONG TAC VAN THU', LU'U TRU' 

1. DOi vol 	N(ii vu 

a) Tang cugng tuyen truyen, phO bien phap luat ve cong tac van thu, luu 
tar': Trien khai cac van ban quy pham phap luat mod dugc ban hanh ye cong tac 
van thu, luu till den cac ca quan, to chirc tren dia ban tinh; &Ong then, phOi hop 
vOi Bao Tay Ninh, Dai phat thanh va Truyen hinh Tay Ninh, Van phOng Doan 
DBQH, HDND va UBND tinh tuyen truyen rOng rai cac quy dinh phap luat hien 
hanh ve cong tac van thu, luu trix tren boo, doi, cong thong tin dien tit tinh. 
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b) Xay dung, ban hanh van ban quart 19, van ban huong dan nghiep vg ve 
cong tac van thu, luu 	Tham muu UBND tinh sira doi, bo sung hoac ban hanh 
mod cac van ban nghiep vu ve cong tac van thu, luu trtt cho phit hqp v6i quy dinh 
hien hanh va tinh hinh thgc to cua dia phuong. 

c) To chirc tap huan, boi &rang nghiep vu ve van thu, luu trir: Xay dung va 
trien khai Ke hoach tap huan, boi direr'ng nghiep vu ve van thu luu trir phu hqp 
\Teri timg doi tugng cong chirc, vien chirc tir cap tinh den cap huyen, xa, trong do 
tap trung \Tao cac not dung trong tam nhu: lap he) so va giao n'ep ho so, tai lieu 
vac Lim tit co quan; quan 19 van ban di, van ban den va lap ho so trong moi 
truong mang; chinh 19, xac dinh gia tri tai lieu, bao quan tai lieu luu tra; huong 
dan viec lua chon tai lieu de so hoa. 

d) Kim tra viec thuc hien cac, quy dinh cua phap luat ve van thu, luu 
Xay dung ke hoach va thgc hien thanh tra, kiern tra cOng tac van thu, luu trir doi 
voi cac co quan, to chirc thu'Oc pharn vi quan 19 ye: thgc hien cac quy dinh cita 
phap luat ve tieu chuan chirc danh cOng chirc, vien chirc lam cong tac van thu, 
luu 	thgc hien cac the do, chinh sach doi vai cong chirc, vier' chirc lam cong 
tac van thu, km trir; thuc hien hoat dOng nghiep vg van thu; thuc hien hoat &Ong 
nghiep vg luu 	thuc hien the dc) bao cao thong ke cong tac van thu, luu trir va 
tai lieu luu tra. 

d) Hien dai hoa cong tac van thu, luu tat 

- Phi hgp ved Si Thong tin va Truy'en thong day manh img dung cOng 
nghe thong tin trong cong tac van thu, luu tit dm co quan, to chirc; hirOng dan 
nghiep vg van thu, luu trir trong quail ly tai lieu dien tir, irng dung phan mem 
quan 19 van ban di, den va dieu hanh cong viec. 

- Xay dixng co so du.  lieu phgc vu quan ly va khai tilde sir dung tai lieu tai 
Trung tam Lim trir lich sir tinh. 

Nghien ciru, de xuat va trien khai thgc hien cac de tai nghien ciru khoa 
hoc ve van thu, luu tra. 

e) Quan ly tai lieu tai Luu trU lich sir tinh 

- Xay dung ke' hoach thu tai lieu va huOng clan co quan, to chirc thuck dien 
m)p km chuan bi ho so, tai lieu de giao n(ip \Tao Luu tit lich sir tinh. 

- Lap va thgc hien cac lce hoach, d an so hoa tai lieu km trir phit hqp vOi 
dieu kien cua dia phuong. 

- Tang cu&ng phat huy gia tri,tai lieu luu trir 	cac hinh thirc nhu tang 
bay, trien lam, cong bo, gieri thieu ve tai lieu luu tria tai Luu tru lich sir tinh teen 
bao, tap chi, cong thong tin then tix cua tinh. 

g) Thgc hien chinh ly tai lieu ton d9ng: Tap trung thgc hien chinh ly thi 
diem tai lieu ton Ong dm SO.  Giao thOng Van tai \TA. Uy ban nhan dan Thanh phO 
Tay Ninh, qua do rut kinh nghiem, de xuat giai phap giai quyet tai lieu ton d9ng 
cua cac co quan, to chirc trong tinh; tang cirOng kiem tra chat lugng tai lieu dugc 
chinh 1y tren dia ban tinh. 
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h) Bo tri kinh phi a thkrc hien cong the van thu, hog dOng luu tra: Phi 
hgp vii So Tai chinh trinh UBND tinh phe duy'et kinh phi de chinh 13'T thi diem tai 
lieu ton d9ng tax nam 1975- 2016 ciia Si Giao thong van tai va UBND thanh ph'6 
Tay Ninh. 

, 2. D6i volt cac co' quan, 	chirc; Uy ban nhan dan cac huy'e'n, thanh 

pito 

a) Tiep tkic quan triet, to chirc trien khai thkrc hien Chi thi se) 35/CT-TTg 
ngay 07/9/2017 dm Thu taxing Chinh phit ve tang cugng cong tac n9p ho so -‘fa 
giao n9p hO so, tai lieu vao Luu Ira co quan, Ltru tat lich sir; COng van so 
5709/BNV-VTLTNN ngdy 30/10/2017 dm B9 N9i vu ve viec huang dan trie'n 
khai thkrc hien Chi thi so 35/CT-TTg; Ke hoach s9 598/KH-UBND ngay 
16/3/2018 ciia UBND tinh ve viec thuc hien Chi thi so 35/CT-TTg. 

b) Tang cuong tuyen truy&sn, ph9 bin cac quy dinh dia phap luat hien 
hanh ye cong tac van thu, luu tril den can b9, cong chirc, vien chirc cac co quan, 
to chirc. 

c) Ra soat, sira d9i b9 sung va ban hanh cac van ban nghiep vu ve van thu 
luu till theo quy dinh hien hanh va phii hqp vii tinh hinh thkrc to tai co quan, to 
chirc: Ke hoach cong tac van thu, luu tit nam 2019; Quy the cong tac van thu, 
luu trtt; Danh mvc ho so.cila co quan, to chirc; Bang thi han bao quan ho so, tai 
lieu; Danh mvc thanh phan tai lieu n9p km vao Luu tit lich sir. 

d) Ra soat va car can b9, cong chi:re, vien chdc lam cong tac van thu, 
luu tril chua dam bao tieu chuan ngach tham gia cac lop dao tao, bOi duang de 
dap irrig yeu cau cong viec. 

d) Xay dirng K6 hoach va tien hanh kie'm tra viec thkrc hien cong tac van 
thu, km tat tai cac phong, ban, don vi trirc thu9c. 

e) Tiep tvc kien toan to chirc b9 may theo htrerng tinh gun, 13,6 tri bien the 
chuyen trach, bao dam tieu chuan ngach ding chirc, vien chirc van thu, luu trir tai 
cac co quan, to chirc theo dung quy dinh tai Thong tu so 13/2014/TT-BNV ngay 
31/10/2014 cila BO N9i vv, quy dinh ma so va tieu chuan chixc danh nghe nghiep 
vien chirc chuyen nganh luu tit; Thong tu so 14/2014/TT-BNV ngay 31/10/2014 
cila B9 N9i vu, quy dinh chirc danh, ma so ngach va tieu chuan nghiep vu chuyen 
mon cac ngach cong chirc chuyen nganh van thu. 

, 	g) Thvc hien day du cac ch6 d9 phv cap trach nhiem, d9c hai, b6i dutng 
bang hien vat, bao h9 lao dOng va cac the d9 khac cho cong chirc, vien chirc lam 
cong tac van thu, km tat theo quy dinh hien hanh. 

h) Chi dao, quasi triet can b9, cong chdc, vien chtirc cac phong, ban, don vi 
trkrc thu9c thvc hien nghiem viec lap ho so va giao n9p ho so, tai lieu vao luu trir 
co quan,Z4h4c1)ketiAt viec bao quan tai lieu luu tit; ho so, tai lieu phai duce bao 
quan troAgjea:i*ktievsa. ten gia, ke. Cham dirt tinh trang ho so, tai lieu tich (tong, 4,, 1)6 gad va t.htNg ; Ai9 bao quan tai lieu km tit tai cac co quan, don vi. 

1) .47,, *cliNp hanh phap luat ve van thu, tau tra thanh mot trong cac 
tieu cii1.0thigtrdgng co quan, to chdc xem xet danh gia mirc d9 hoan thanh 
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nhiem vu va xet danh hieu thi dua, hinh thuc khen thuang hang nam dOi vai can 
1)0, cong chitc, vien chirc thuc quyen quan 

k) Thuc hien nghiem cong tac bao ve bi tn4t nha nuac trong linh vgc van 
thu, luu trir. 

1) Day manh ung dung cong nghe thong tin trong cong tac van thu luu trir 
tai cac co quan, to chi:re. 

m) BO tri kinh phi trong kinh phi ,hoat dOng &roc cap hang nam cho viec 

cai,tao, nang cap ma rung phOng, kho, bo tri du din tich va cac trong thiet bi can 
thiet de bao quan an toast tai lieu ltru tri theo quy dinh tai Khoan 3, Muc III dm 
Thong to so 09/2007/TT-BNN ngay 26/11/2007 cila BO truang BO NOi vu va Chi 
thi 35/CT-TTg ngay 07/9/2017 dm TH. Wang Chinh phu. Tu can dOi, bo tri kinh 
phi hoat dOng dm co quan, to chuc de thuc hien viec chinh ly tai lieu luu tit dm 
co quan, to chdc dugc hinh thanh tir nam 2017 to' ve sau. 

III. TO CHUC THVC HIEN 

1. Cac co' quan, to chiic; Uy ban nhan cac buy0, thanh pht; 

- Thu truemg cac co quan, to chirc, don vi; Chu tich Uy ban nhan dan cac 
huyen, thanh pho can cir vao Ke hoach nay trien khai, to chirc thuc hien. 

- Can cu vao chirc Wang, nhiem vu va Ke hoach nay chit Ong xay dung Ke 
hoach cong tac van thu, luu tit nam 2019 va trien khai thgc hien tai co quan, to 
chirc, dia phuong minh. 

- Thgc hien cite dO bao cao cong tac van thu, luu tra 	NOi vu theo 

dung quy dinh.,Trong qua trinh thuc hien neu ca phat sinh, vuang mac phan anh 
ve NOi vu de tong hop, bao cao UBND tinh xem xet, giai quyet. 

2. SO' NOi vu 

,- Huang clan, trien khai, don deic cac 	quan, 	chdc, dia phucmg thuc 

hien tot Ke hoach nay. 

- TOng hop, bao cao Cue Van thu va Lau trit nha ntroc ve cong tac van thu, 
luu tri ten dia ban tinh. 

3. So.  Tai chinh 
Tham muu UBND tinh bO tri kinh phi de chinh ly tai lieu ton clung tix nam 

1975- 2016 tai Si Giao thOng van tai va UBND thanh pH') Tay Ninh. 

Tren day la Ke hoach cong tac van thu, luu trtr nam 2019 thuc hien teen dia 
ban tinh Tay Ninh./. 

Noi 
-BO 1\10i vu ( c) 
- CT, cac PCT UBND tinh; 
- Cac co quan, to chirc thuc Danh muc so 1; 
- UBND cac huye;n, TP; 
- Luu: VT,VP DDBQH,HDND va UBND tinh. 
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