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KE HOACH 
Cong tac van tint', ltru trir dam 2020 

Thirc hien Ice hooch s6 64/KH-UBND ngay 27/02/2020 cila Uy ban nhan 
dan tinh Thanh Hoa ye Cong tac van thir, luu trir nam 2020 tren dia ban tinh 
Thanh Hoa. 	Y to xay dirng ke hooch cu the nhu sau: 

I. MIJC RICH, YEU CAU 

1. Muc dich 

- Thvc hien tot cong tac van thu, luu trir theo huong dan dm BO NOi vv va 
Cue Van thu va Luu trir Nha nuov, 

- Nang cao troth nhiem cua Lanh dap va cong chirc, vien chirc cUa ca 
quan, don vi trong viec thirc hien cong tac van thu luu trir. Kip thoi trien khai 
thirc hien cac nhiem vv cong tac van thu, luu trix nam 2020 theo huOng clan cua 
BO NOi vu, gop phan phut vu va nang cao hieu lirc hieu qt_a quan 17 nha nuac 
trong link virc nay. 

2. Yeu can 

Tru6ng cac ph6ng, don vi thuOc S6 can cir nhiem vu cOng tac van thu, luu 
trir to chirc thirc hien dimg theo quy dinh; thu nhap, chinh 1)2, boo (pan, khai that 
va sir dung hieu qua, phat huy gia tri cda tai lieu luu trir. 

II. NHItM VU THU NG XUYEN 

1. Quan 157 cong tac van thtr, ltru trir 

1.1. Tuyen truy;en, ph'd brjn pluip lucrt ve cong tric van thu, hru fru' 

Tiep tic tuyen truyen, ph6 bin Lu4t Luu tat; Chi thi so 35/CT-TTg ngay 
07/9/2017 ciia Thu Wong Chinh phu ve tang cuerng cong the lap ho so' va giao 
nOp ho so, tai lieu vao Luu trir co quan, Luu tar' lich sir; Quyet dinh so 
4115/2014/QD-UBND cua UBND tinh ye Quy the cOng tac van thu, luu trig teen 
dia ban tinh Thanh Hoa; Ke hooch s6 154/KH-UBND ngay 21/8/2018 dm 
UBND tinh ve chinh 1)2 tai lieu ton Ong, tich d6ng tai cac ser, ban, nganh cap 
tinh; Quyet dinh s6 20/2019/QD-UBND ngay 26/6/2019 cila UBND tinh ve Quy 
the tiknhan, xir 1)2, phat hanh, quail 1)2 va luu til' van ban dien tir qua he thong 
phan mem quan 1)2 van ban va ho so cong viec trong cac co quan Nha nuac tren 
dia ban tinh Thanh H6a va cac van ban quy pham phap luat ve cong tac van thu, 
luu trig cho cong chirc, vien chirc, ngued lao dOng trong co quan, don vi. 

1.2. Cong lac to chart 



BO tri sap xep bien che, ngireyi lam cong tac van thu, luu trir theo vi tri viec 
lam, dam bao tieu chuan ngach cong chirc, vien chirc van tar, luu trQ theo quy 
dinh tai Thong tu se; 13/2014/TT-BNV va Thong tu so 14/2014/TT-BNV ngdy 
31/10/2014 cila BO NOi Vv. DOi vai cac don vi truc thuc S&, de nghi lanh dao 
don vi quan tam bo tri cong chirc, vien chirc,  lam cong tac van thu, luu 	c6 
trinh dO ve cong nghe thong tin de thgc hien tot viec ap dung phan mem Quanb'i 
van ban va dieu hanh tren moi trueng mang; quan tam bO tri che (10 phv cap cho 
can 1DO kiem nhiem cong tac luu 

1.3. X&y &pig, ban hanh van ban quiin ly, htrowg ern cong lac Van thte, 
trir 

Can dr Luat Luu trir, cac van ban quy pham phop 	va van ban chi dap 
cua BO NOi Vv, van ban huerng dan nghiep vv cua Cvc van thu, luu trix Nha 
nu6c va van ban chi ciao cUa tinh ye linh vuc Van thu, luu trig ,S6 tiep tvc ra 
soat, sera doi, bo sung hoc ban hanh 	cac van ban quan 1)'7 ye cong tac van 
thu, luu trir cho phu hop vai quy dinh hien nay. 

TO chirc lap hO so hien hanh va giao nOp hO so, tai lieu vao hru trir dm co 
quan, don 	Quy dinh ye to chirc sir dung tai lieu luu trir; lap danh mvc ho so 
dia co quan, to chirc. 

1.4. Ki:Jin tra cong tac van thtr, ltru tra' 

Thgc hien tot cong tac kiem tra to kiem tra trong linh vgc van thu, luu 
trir, tap trung chu yeu kiem tra nhang not dung sau: 

- Ban hanh van ban chi dao ve cong tac van thu, luu trir; 

- Trien khai, quan triet va to chirc thuc hien cac van ban cua Trung cong 
va dia phuong ve cong tac van thu, luu trir; 

- Xay dung, ban hanh sira dOi b6 sung cac van ban hung dan nghiep vv 
ve cong tac van thu, luu trix nhu: Quy che cong tac van thu, luu tra, danh mvc 
ho so, bang then han bao quan ho so; 

- Tinh hinh thuc hien cong tac van thu: Quan 13'T van ban di, den, van ban 
mat va iYng dung cong nghe thong tin trong quan 1)"/ van ban; The thdc va k-y 
thuat trinh bay van ban theo quy dinh hien hanh; Quail 132 va sir dung con dau 
cila co quan theo quy dinh; 

- Tinh hinh thgc hien cac hoat &Ong ve cong tac luu tilt: Thu thap, chinhb'T 
tai lieu ton dOng, tich long; ke hoach thu thap hO so tai lieu den han nOp luu vao 
luu trir co quan. 

2. Trien khai thtrc hien nhiem v9 tr9ng tam nam 2020 
2.1. Cong tac van thw 

- Thuc hien cac quy trinh nghiep vv soar' thao, ban har_h van ban dUng the 
thirc, dung tham quyen va k'ST" thuat trinh bay van ban theo q dinh tai Thong to 
so 01/2011/TT-BNV ngdy 19/01/2011 dm BO NOi vv; 



- Quan 17 van ban di, den (thlg dung cong nghe thong tin, ma cac loci so 
clang kf) theo quy clinh), 

- Quan 13'T tai lieu mat; 

- Quan 17, sir dung con ddu an toan, ch4't the &mg quy Binh theo the d9 mat. 

2.2. Cong the Itru trier 

- Tang cu mg chi dao cong tac lap h6 so va giao n9p so h9, tai lieu va Luu 
tra co' quan theo Thong to so 07/2012/TT-BNV ngdy 22/11/2012 cua B9 N9i vu 
huong dan quan 1T van ban, tao lap h9 so' va ,n9p,h9 so, tailieu va Luu tra co 
quan, dong th6i dua ra nhang 	phap cu the nham nang cao chat luting cong 
tac lap ho so cong viec; 

- Cac don vi tap trung chink 1y tai lieu, lua chgn, xac d nh gia tri tai lieu de 
luu tra co quan theo quy dinh; 

- B9 tri kho luu tra va cac dieu kien bao ve luu trir, 

- t'ing dung cong nghe thong tin vao quan 1y h9 so luu 

- Bo tri mua sam cac trang thiet bi de bao ve, bao quan an toan tai lieu luu 
trir nhu: Binh china chay, he th9ng quat thong gi6, phong ch9ng m9i mgt, con 

ke gia, cap h9p dung tai lieu theo quy dinh phuc vu cho viec khai thac, sir 
dung tai lieu lull trit. 

3. Kinh phi tht.rc kien cong tac van thtr va hoat Ong 	trir 

Bo tri kinh phi de thgc hien cong tac luu tra va hoat d9ng luu tra theo quy 
dinh tai Dieu 39 ciia Luat luu tra. 

III. TO CHeC THI1C HItN 
- Truong,cac ph6ng, don vi true thu9c nghiem 	hgc hien K" hoach 

nay, bao cao ket qua thuc hien ve Van phong So theo dinh l(S7 6 thong (tru'ac 
ngay 30/6) va nam (trtrck ngay 30/12). 

- Giao Van phong So theo dOi, huarrig an, don d9c, kiem tra cac don vi thgc 
hien cac nhiem vu dugc giao; dinh 1(S/tong hop, bao cao So• N9i vu theo quy dinh. 

Tren day la Ke hoach cong tac van thu, luu tra nam 2020 cila S6 Y te. De 
nghi cac phong, don vi truc thu9c nghiem tuc trien khai thgc 

Noi 
- UBND tinh; 
- Sa NOi vu; 
- Chi cuc Van this - Luu tilt; 
- Lanh dao SO.; 
- Cac phong, don vi truc thuOc; 
- Cong thong tin din tir SO; 
- Luu VT, VP. 
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