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Ha N0i, ngayAg thangg nam 2017 s6: 33.9j /BTTTT-VP 

V/v thuc hi'n Chi thi so 
35/CT-TTg cua Thu Wang Chinh phu 

Kinh giri: Cac ca quan, don vi thuOc BO 

Ngdy 07 thang 9 nam 2017, Thu tuong Chinh phil ban hanh Chi thi s6 
35/CT-TTg ve tang cueing cong tac lap hO sa va giao nOp ho sa, tai lieu vao Luu 
trir co quan, Luu trix lich sir. De quail triet va thvc hien nghiern Chi thi cua Thu 
tuOng Chinh phu, BO Th6ng tin va Truyen th6ng yeu cau cac co quan, don vi 
trien khai thvc hien mot s6 nhiem vu trong tam sau: 

1. Thu truong cac ca quan, don vi thuOc BO: 

- Xay dung, ban hanh the van ban huong an cong tac van thu, hru trir 
trong do huetng dan cu the viec lap ho so cong viec va giao nOp ho so tai lieu 
vac, Luu trirr co quan, Luu trir lich sir. 

- T6 chirc thvc hien nghiern viec lap hO so cong viec va giao nOp 'WO so tai 
lieu vao Luu tat co quan, Luu trix lich sir. 

- Chi doo, kiem tra cong tac lap hO so va giao nOp hO so, tai lieu vao Luu 
trir co quan, Luu trir lich sir dOi vai co quan, to chirc thuOc phom vi quanlST. 

- BO tri cong chirc, vien chirc lam cong tac van thu, luu trir theo dung tieu 
chuan nghiep vv quy dinh. 

- Tich cvc img dung cong nghe thong tin trong viec quan 13'T van ban, giai 
quyet cong viec va lap 116 so dien tir va van thu, km tat. 

- B6 tri kho tang, thiet bi, nhu: Gia, hop, cap, bia ho so.... de bac) quan hO 
so, tai lieu luu trir có gia tri hien hanh, phvc vu cho cong tac lap ho so, bac, quail 
va giao nOp 116 so vao Luu trtt co quan, Luu tru lich sir theo dung quy dinh. 

- Nang cao,trach nhiem- 	nguoi dimg d'Au co quan, don vi va ding 
chirc, vier' chirc doi vai viec lap ho so cong viec; dua nhiem vv lap 116 so cong 
viec thanh mot trong cac tieu chi a danh gia mirc do hoan thanh nhiem vv dirge 
giao hang nam. 

2. Van phong BO: 

- Huong an cu the Ma ve cong tac lap hO so cong viec va giao nOp hO so, 
tai lieu vac) Luu frit co quan, Luu trix lich sir tai BO. 
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KT. BO  TRIAING 
THff TRUtiNG 

Ph#m HOng Hai 

No'i nhOn: 
- Nhtr tren; 
- BO tnrong (de b/c); 
- Cac Thir trirerng; 
- Cong Thong tin din tir BO; 
- Ltru: VT, VP (60) 

- TO chirc ki6m tra dinh kY, dOt xuat tai co quart, don vi thuOc BO trong 
cong tac 1Sp Ito so cong viec va giao nOp Ito so, tai lieu vao Luu trfr co quan. 

- Tang cuang huang an, tap huan nghiep vu ye cong toe van thu, luu tilt, 
chit trong cong tac 1Sp WO so cong viec va giao nOp hO so, tai lieu vao Luu trit co 
quan, Luu trir lich sir cho cac co quart, don vi thuOc BO. 

- Theo doi, don dOc cac co quan, don vi trong viec trie'n khai thvc hien 
cong tac van thu, luu trir va hang nam tong hap bao cao Lanh dao BO. 

3. Vu Ke hoach - Tai chinh: 

- Hang nam, tham muu cho Lanh dao BO viec bO tri kinh phi dam .bao cho 
cac host dOng,cita cong tac van thu, luu tra, trong dO 	tien thtrc hien chinh lY 
tai lieu, mua sam trang thiet N. de bao quan an toan Ito so, tai lieu luu tat. 

- Huang an cac co quan, don vi lap du toan va sir dung kinh phi phuc vu 
cong tac van thu, luu tru theo quy dinh tai Dieu 39 Lust Luu 

De nghi. Thu throng cac co quan, dun vi thuOc BO quart triet tai toan the 
cong chirc, vien chirc va ngired lao dOng trong dan vi nghiem tUc thvc hien./. 
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