
UBND TiNH TAY NINH 	LONG HOA XA HOI CHU NGHIA VIVC NAM 
VAN PHONG 	 D(ic 14p - Tv do - Hanh phtic 

s6: 4/19g /KH-VP 	 Tay Ninh, ngaylgthang 02 /lam 2024 

KE HOACH 
TO chtic thtyc hien cong tac van thir, liru trir nam 2024 

Thuc hien Cong van so 424/UBND-NC ngay 06/02/2024 cua UBND tinh Tay 
Ninh ve viec trien khai thgc hien nhiem vu cong tac van thu, luu tn1 nam 2024, Van 
phOng UBND tinh (sau day viet tat la Van phong) xay dung Ke hoach thuc hien 
cong tac van thu, luu trir nam 2024 nhu sau: 

I. MVC RICH, YEU CAU 

1. Muc dich 

- Thuc hien tot cong tic van thu, luu tru theo huang dan dm BO NOi vu, 
cac van ban chi dao cua UBND tinh va SO'.  NOi vu ve cong tac van thu, km till; 
Nang cao hieu qua quan ly Nha nuo.c trong cong tac van thu, km trt tai Van 
phong. 

- Nang cao nhin thirc, trach nhiem cua Lanh dao, can bO, cong chirc, vien 
chirc va nguoi lao cong cua Van phong trong viec thgc hien cong tac van thu, luu 
tar. Kip tiled trien khai thuc hien cac nhiem vu cong tac van thu, luu tru nam 
2024. 

- Dam bao thuc hien có ne nep va chit lugng viec hinh thanh, bao ve, khai 
thac, six dung tai lieu luu tru doi viii cac don vi. 

2. Yen cAu 

Truing cac phong, ban, trung tam truc thuc can cir nhiem vu cong tac van 
thu, km till to chirc thuc hien dung theo quy dinh; thu th4p, chinh ly, bao quan, 
khai thac va sir dung hieu qua, phat huy gia tri cua tai lieu luu 

II. NHItM VU CONG TAC VAN THU', LUIJ TRU.  

1. Quin 17 cong tic van thtr, Itru frit 

1.1. Ging tac tuyin trulen ph6 biin phap lu It ve cong lac van thw, Iwu 

Tang cuing cong tac tuyen truyen, ph8 bien cac van ban quy pham phap 
luit mal dugc ban hanh ve ding tac van thu, luu tit cho can bO, cong chirc, vien 
chirc trong dun vi, nang cao nhan thirc trong viec thuc hien tot cong tac van thu, 
luu 

1.2. Cong tac to cherc 
B8 tri, sip xep bien che, n.guOi lam ding tac van thu, luu tra theo vi tri viec 

lam phiu hgp vii chuyen mon, nghiep vu va nang luc, s& truing, kinh nghiem 
trong ding tac. 
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Dam bao tieu chuan ngach ding chirc, vien chirc van thu, luu tr r theo quy 
dinh tai Thong tu so 02/2021/TT-BNV ngay 11/6/2021 cila BO N8i vu quy clinh 
ma so, tieu chuan chuyen mon, nghiep vu va xep Luang doi \Teri cac no.ch cong 
chirc chuyen nganh hanh chinh va cong chic chuyen nganh van thu va Thong tu 
so 13/2014/TT-BNV ngay 31/10/2014 cda 138 NOi vu quy dinh ma so va tieu 
chuan chirc danh nghe nghiep vien chirc chuyen nganh luu tru. 

, 	• 
Thgc hien day du cac thed8 Ow cap tech nhiem, d8c hai, boi &rang bang 

hien vet, bao 118 lao dOng va cac che d8 khac cho cong chirc, vien chirc lam ding 
tac van thu, luu tra theo quy dinh hien hanh. 

1.3. Ban hanh van ban quoin ly, hwong din cong Eric van thw, lwu ter 

Ban hanh van ban huang clan viec lap ho sa cong viec va lap ha so dien tir 
cho can b8 cong chirc, vien chirc trong don vi. 

To chirc lap ha so hien hanh va giao nop ho so, tai lieu vao luu trir dm Van 
phong; Thuc hien tot viec bao quail tai lieu luu trir theo quy dinh. 

1.4. KrJrn tra cling the van thw, lira ter 

- Thullyng xuyen thgc hien cong tac kiem tra bang hinh thirc phu hop tinh 
hinh thirc hien cong tac van thu, luu trix theo Nghi dinh so 30/2020/ND-CP ngay 
05/3/2020 cua Chinh phit ye cong tac van thu: ding tac quan 1ST van ban di, van 
ban den, van ban met, nhat la viec Ung dung cong nghe thong tin trong quan 
khai that, sir dung, quan VT van ban dien tir. The thirc va k5T' thuet trinh bay van 
ban theo quy Binh hien hanh. Quan 1ST va sir dung con dau dia co quan theo quy 
dinh. 

- Thu thep, chinh VT ,tai lieu tan gong; thu thep ha so tai lieu den han n8p 
luu vao luu tit don vi. Kiem tra, hirOng din ye cong tac van thu, luu tax'  doi vori 
cac phong, don vi trgc thu8c. 

- Thgc hien nghiem cong tac bao ve bi met nha nuot trong linh vac van 
thu, luu tril 

- Thgc hien ch6 di) bao cao cong tac van thu, luu tit theo quy dinh. 

2. Trien khai thirc hien nhi'm vu thing tam 2024 

Trien khai thirc hien nghiem tut Quye't dinh so 52/2019/QD-UBND ngay 
16 thang 12 nam 2019 cua UBND tinh ye ban hanh Quy the tiep nhen, xir ly, phat 
hanh va quail 1ST van ban dien tir giira cac co quan trong he thong hanh chinh nha 
nuac tren dia ban tinh Tay Ninh. 

2.1. Cling tat van thu 

- Thgc hien cac quy trinh, nghiep vu soan thao, ban hanh van ban dung the 
thirc, dung tham quyen va k'ST thuet trinh bay van ban. 

- Quan 1ST van ban di, den: sir dung phAn mem Van phong dien tir (eGov). 

- Quan1S, sir dung con &Au an town, chat the dung quy dinh theo the d8 met. 

- Quan1S tai lieu met; Xay dung Quy trinh xir VT van ban mat (neu có thay dai). 
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- Quan1ST va sir dung chit kST s6 theo dung quy dinh. 

2.2. Cong tdc luu ter 

- Tang cuing cong tac to chirc trien khai thirc hien Chi thi so 35/CT-TTg 
ngay 07 thang 9 nam 2017 cila Thu Wong Chinh phit ye tang cueing cong tac nOp 
ho so' va giao n6p ho so, tai lieu vao Ltru tat co.  quan, Lou trc lich sir; COng van 
so 5709/BNV-VTLTNN ngay 30 thang 10 nam 2017 dm BO NOi vu ye viec 
huerng dan trien khai thgc hien Chi thi so 35/CT-TTg; Ke hoach so 598/KH-
UBND ngay 16 thang 3 nam 2018 dm UBND tinh ye viec thuc hien Chi thi s6 
35/CT-TTg nham nang cao chat luting cong tac lap ho so cong viec. 

- Cac phong, clan vi truc thuOc tap trung chinh 1ST tai lieu, lua chin, xac 
dinh gia tri tai lieu de luu tru theo quy dinh. 

- RA soat kho luu tit va cac dieu kien bao ve luu trir; mua sam cac trang 
thiet bi de bao ve, bao dam an toan tai lieu luu tit 

III. TO 	THVC HIEN 

I. Phong Hinh chinh — To chirc 

- Tham muu, giitp Lanh dao,  Van phOng to chirc, dieu hanh cong tac van 
thu, 	DOng thed, xay dung ke hoach trien khai thgc hien nhiem vu cong tac 
van thu, luu tat dm Van phong. 

- Tham mtru Lath ciao Van phOng dau to ve ca kr vat chat, trang thiet bi, 
irng dung cong nghe thOng tin vao cong tac van thu, hru trir. Wong th6i, bo tri kho 
lull tri bao quan tai lieu dm don vi theo dung quy dinh. 

2. Ging chtiv thtrc hi0 cong tic van thtr, ltru trir 

- Thgc hien nghiern cac quy dinh, quy trinh ye quan 1ST van ban di, van ban 

den; quan 1ST va sir dung con dau ca quan theo dung Nghi dinh so 30/2020/ND-CP. 

- Quail 1ST cac loaihO so.,116 so luu trCr khoa h9c, kip thai. 

- Thgc hien bao cao thong Ice cong tac van thu, luu tru nam 2024 theo 
Thong to so 03/2018/TT-BNV cua B6 NOi IN ye So N6i Yu truck ngay 
30/01/2022. 

- Thuong xuyen cap that van ban mod, tham gia day OA cac buOi ciao tao, 
boi doing nghiep vu, k'ST nang cho cong chirc lam cong tac van thu, luu tar do cap 
tren to chirc. 

3. Cic phong, ban, trung tam 

- Thuc hien theo dung k'e hoach nay va quy the cong tac van thu, luu trC dm don 

- Thgc hien giao n6p h6 so ve kho luu trtt dm Van phOng theo dung quy 
dinh. 

Giao phong Hanh chinh - T6 chirc chit tri, phi hgp vii cac phong, ban, trung 
tam trien khai thgc hien Ke hoach dat chat luting va bao dam den di) de ra. 



T.Dung A  

NW nh tin: 
- CT, cac PCT UBND tinh; 
- Ser NQi vu; 
- LDVP; 
- Cac pheng, ban, trung tam; 
- Ltru: VT, VP. 

CHANH VAN PHONG 

Doan Minh Long 
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Trill day la Ke hoach to chirc thgc hie'n cong tac van thu, ltru tril nam 2024 dm 
Van phOng UBND tinh./. 
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