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UY BAN NHAN DAN
THANH PHO HA NQI

S6: 235 /KH-UBND

CQNG HOA xA HQI CHU NGHiA VI~T NAM
DQc I~p - TV do - H~nh phuc

Ha N9i, ngay l-1- thang1lnam 2016

KEHO~CH
Cong tac van thO', Iuu tru nam 2017

Th\lc hi~n Lu~t LUll tm sB 01/2011/QHI3 ngay 11/11/2011; cac Nghi dinh
cua ChiOOphu, Thongtu huang d~n cua BQ NQi \'\1; Cong van sB 1313NTLTNN-
NVDP ngay 01/12/2016 cua Cl,lCVan thu va Luu tru nha nuac huang d~n v@
vi~c xay d\lllg kS ho~ch nhi~m Vl,lcong tac van thu, lUll tru nam 2017 dBi vai
cac tiOO, thanh phB tr\lc thuQc Trung uO'ng; UBND thaOOphB Ha NQi ban hanh
KS ho~ch th\lc hi~n cong mc van thu, luu tm nam 2017 OOusau:

, " >.

I. MVC DICH, YEU CAU
1. Ml}c dich
- ThBng OOdtquan ly OOanuac v@cong tac van thu, lUll tm tren dia ban

Thanh phB, tiSp tl,lcdua cong tac van thu, lUlltm di vao n@nSp, khoa hQc, hi~u qua
va dUng quy diOOcua phap lu~t.

- Nang cao trach OOi~mcua nguai dUng d&u CO'quan, t6 chuc trong vi~c
quan ly, chi d~o cong tac van thu, lUll tm t~i cac CO'quan, t6 chuc; trach nhi~m cua
can bQ, cong chuc, vien chuc trong vi~c l~p h6 SO'cong vi~c va nQp lUll h6 SO',tai
li~u vao LUll tm CO'quan.

2. Yeu c~u
- Thu tru&ng cac sa, ban, nganh; cac T6ng cong ty, cac Doanh nghi~p nha

nuac; cac dan vi S\l nghi~p, cac t6 chuc xa hQi ngh@nghi~p thuQc Thanh phB; Chu
tich UBND cac qu~n, huy~n, thi xa (sau day gQi citJa CO'quan, t6 chuc) can cu KS
ho~ch cua Thanh phB va tiOOhiOOth\lc tS cua CO'quan, t6 chuc xay d\lllg kS ho~ch
va t6 chuc triSn khai th\lc hi~n cong tac van thu, IUlJtm d~t hi~u qua cao.

- Thu tru&ng cac CO'quan, t6 chuc tang cUOngcong tac laOOd~o, chi d~o can
bQ, cong chuc, vien chuc nghiem tuc th\lc hi~n vi~c l~p h6 SO'cong vi~c va nQp lUll
h6 SO',rei li~u vao LUll tm CO'quan; xem day la OOi~mVl,ltrQng tam dS danh gia,
phan lo~i can bQ, cong chuc, vien chuc hang nam.

II. NHI¥M \TVTlJ()ONG xuYEN
1. Quan Iy, chi d~o, huo-ng din cong tac van thO', lUll tru
a) Tuyen truy@n,ph6 biSn phap lu~t v@cong tac van thu, luu tm
TiSp tl,lc tuyen truy@n,ph6 biSn Lu~t Luu tm, Nghi diOOs6 01/2013/ND-CP

ngay 03/01/2013 cua ChiOOphu quy dinh chi tiSt thi haOOmQt s6 diSu cua Lu~t
Luu tm va cac van ban quy ph~m phap lu~t, van ban huang d~ v@cong mc van
thu, luu tm tren phuang ti~n thong tin d~i chung; tren trang thong tin di~n tu cua

1

  
 
 
 
 

         
 
 
 
 
     www.LuatVietnam.vn 

 
 
  
 
 
 
 
 
 
 

           
    



co quan, t6 chuc; thong qua t~p hufin, hQinghi so k~t, t6ng k~t, cUQchQp giao ban,
sao gui cho cong chuc, vien chuc va nhan dan tren dia ban Thanh ph6.

b) Xay d\ll1g,ban hanh van ban quan l)l, hu6ng dful nghi~p V\lv~ cong mc van
thu, luu trfr

- Sa NQi V\ltham muu UBND Thanh ph6 va tIVCti~p ban hanh cac van ban
v~ cong mc van thu, luu trfr thuQc th&mquy~n:

+K~ ho~ch cong mc van thu, luu trfr;
+K~ ho~ch kiBm tra cong tac van thu, luu trfr;
+ Xay d\ll1g cac van bim lien quan d~n f)~an suu W.mva qwin ly tai li~u luu

tru quy, hi~m thuQc thanh ph6 Ha NQi;
+ Ban hanh Danh m\lCcac co quan, t6 chuc thuQc ngu6n nQp luu tai li~u VaG

Luu trfr lich su;
+ Ban hanh Quy ch~ quan ly, su d\lllg ffii li~u luu trfr ~i Luu trfr lich su thanh

ph6HaNQi.
- Cac co quan, t6 chuc:
+Xay d\ll1gK~ ho~ch cong mc van thu, luu trfr (xong truac ngay 20/01/2017);

K~ ho~ch kiBm tra cac dan vi tIVc thuQc (xong tmac ngay 25/02/2017); triBn khai
th\fc hi~n nQi dung Quy ho~ch nganh Van thu, Luu trfr thanh ph6 Ha NQi d~n nam
2020 va tfrm nhin d~n nam 2030 (sau khi duqc UBND Thanh ph6 phe duy~t);

+ Cac co quan, t6 chuc can cu VaGcac quy dinh mai cua nha nuac, cua
Thanh ph6 thgc hi~n ra soat, sua d6i, b6 sung ho~c xay d\ll1gmai dBhoan thi~n h~
th6ng van ban chi d~o, quy dinh, quy ch~, hu6ng dful thgc hi~n cong mc van thu,
luu trfr thuQc th&m quy~n: Quy ch~ cong mc van thu, luu trfr; Bang thm h~ bao
quan h6 so, ffii li~u hinh thanh ph6 bi~n trong ho~t dQng cua co quan, t6 chuc; Danh
l1J.\lCthanh phfrn tai li~u nQp luu VaGLuu tru lich su Thanh ph6; Danh m\lC h6 so
cua co quan, dan vi; NQi quy khai thac su d\lng tai li~u; NQi quy phong ch6ng
chay, n6 cua co quan (hoan thi~n trong quy lI2017).

c) Cong tac t~p hufin, b6i du5ng nghi~p V\l
- Sa NQi V\lxay dgng k~ ho~ch t~p hufin, b6i du5ng nghi~p V\lcong tac van

thu, luu tru cho can bQ, cong chuc, vien chuc tIVc ti~p lam cong mc van thu, luu
trfr trong cac co quan tIVc thuQc UBND Thanh ph6 va triBn khai t~p hufin, b6i
du5ng nghi~p V\l xong tmac thang 10/2017; ph6i hqp vai cac co quan, t6 chuc
triBn khai t~p hufin, b6i du5ng nghi~p V\lcong mc van thu, luu tIii'.

- Cac co quan, t6 chuc chu dQng t6 chuc t~p hufin, b6i du5ng nghi~p V\l
cong tac van thu, luu tru t~p trung VaGcac nQi dung: cong tac l~p h6 so cong
vi~c va nQp luu h6 so, tai li~u VaGLuu tru co quan; cong tac thu th~p, chinh ly,
xac dinh gia tri tai li~u; cong tac bao quan h6 so, tai li~u luu tru; cong tac s6 hoa
tai li~u luu tru (d6i vai K~ ho~ch t~p hufin, b6i duang nghi~p V\l cong tac van
thu, luu tru yeu cfru gui v~ Sa NQi V\l qua Chi C\lCVan thu - Luu tru dB theo
doi, t6ng hqp). Thu tru6ng cac co quan, t6 chuc t~o di~u ki~n dB can bQ, cong
chuc, vien chuc duqc tham quan, hQc t~p, nghien cUu, trao d6i kinh nghi~m
chuyen mon, nghi~p V\l v~ cong tac van thu, luu tru; cu can bQ, cong chuc, vien
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chuc van thu, lUll tru chua dam bao tieu chuftn ng~ch tham gia d~lOt~o, b6i
du5ng nang cao trinh dQ.

d) Thanh tra, kiSm tra vi~c th\Ic hi~n cac quy dinh cua phap lu~t vS van thu,
lUlltm

- Tang cuemg cong mc thanh tra, kiSm tra vi~c th\Ic hi~n cac quy dinh cua
phap lu~t vS cong tac van thu, lUll tm. T~p trung thanh tra, kiSm tra vao cac nQi
dung sau:

+ Xay d\Illg va ban hanh van ban quan ly vS cong mc van thu, lUll tm; van
ban chi d~o, hu6ng dfin vS nghi~p V\lvan thu, lUll tm;

+ Cong tac so~n t}1aova ban hanh van ban;
+Quan ly van ban dSn, quan ly van ban di;
+Cong mc l~p h6 sa cong vi~c va nQplUllh6 sa, rei li~u vao LUll tm ca quan;
+ Cong tac quan ly va sir d\lng con dftu;
+ Cong tac thu th~p, chinh ly, xac dinh gia tri tai li~u;
+ Cong tac bao quan, t6 chuc sird\lng tai li~u lUll tm;
+U'ng d\lng cong ngh~ thong tin trong cong tac van thu, lUll tm;
+Th\Ic hi~n chS dQbao cao thBngke cong mc van thu, lUlltrii'va rei li~u luu trfr.

- Sa NQi V\l:
+ Xay d\Illg KS ho~ch va th\Ic hi~n thanh tra, kiSm tra cong tac van thu, lUll

tm nam 2017 theo kS ho~ch va dQtxufit khong bao truac;
+ D\I kiSn kiSm tra dBi vai 12 ca quan tf\IC thuQc UBND Thanh phB va m6i

ca quan kiSm tra it nhfit 02 dan vi tf\ICthuQc (nSu co);
+ KiSm tra, huang dfin vi~c quan ly h6 sa, tai li~u cac ca quan, t6 chuc

th\Ic hi~n chia tach, sap nh~p, giai thS (nSu co);
+ Huang dfin UBND cac qu~n, huy~n, thi xa t6 chuc th\Ic hi~n kiSm tra

cheo giua cac xa, phuong, thi trfin dam bao thBng nhfit toan Thanh phB;
+ Tang cuang cong tac thanh tra, kiSm tra ho~t dQng dich V\lluu tm tren dia

ban thanh phB Ha NQi.
- 100% ca quan, t6 chuc xay d\Ing kS ho~ch kiSm tra giri vS Sa NQi V\l

(qua Chi C\lCVan thu - LUll tru) truac ngay 25/02/2017 dS t6ng hQ'p va phBi
hQ'pth\Ic hi~n, C\l thS nhu sau:

+ UBi vai cac cac sa, ban, nganh co ca cfiu t6 chuc phong, ban, dan vi tr\Ic
thuQc xay d\Illg kS ho~ch kiSm tra va tiSn hanh kiSm tra tf\IC tiSp tren 50% dan vi
tf\ICthuQc;

+ UBi vai UBND cac qu~n, huy~n, thi xa: xay d\Ing kS ho~ch kiSm tra va
t6 chuc kiSm tra cheo vS cong tac van thu, luu tru giua cac xa, phuong, thi tr5.n
thuQc dan vi minh;

+ Cac ca quan, t6 chuc xay d\Ing kS ho~ch va triSn khai kiSm tra, kiSm
tra cheo cong tac van thu, luu tru, bao cao kSt qua kiSm tra vS So' NQi v\l (qua
Chi C\lCVan thu - Luu tru) truac ngay 30/10/2017 dS t6ng hQ'p.
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d) Th\Ic hi~n vi~c cftp chUng chi hfmh nghS va qmin ly ho~t dQng dich v\lluu
tm theo quy dinh cua phap lu~t.

2. Tht}'chi~n ho~t d{)ngnghi~p Vl}. van thu, luu tru
a) Th\Ic hi~n ho~t dQng nghi~p V\lvan thu
- So~n thao va ban hanh van ban;
- Quan ly van ban dSn va quan ly van ban di;
- L~p Danh m\lC h6 sa; cong tac l~p h6 sa cong vi~c va nQp luu h6 sO',tM

li~u vao Luu tm cO'quan;
- Quan lyva sir d\lDgcon dftu.
b) Th\Ic hi~n ho~t dQng nghi~p V\lluu tm
- Thu th~p, chinh ly, xac dinh gia tri tcii li~u:
+ BAym~nh cong tac thu th~p, chinh ly, xac dinh gia tri tai li~u nam 2016 va

toan bQtai li~u t6n dQng a cac bQph~n, ca nhan tir nam 2015 vS truac vao Luu tm
cO'quan theo quy dinh cua phap lu~t;

+ Xay d\IDg KS ho~ch chinh ly tai li~u tim dQng tir nam 2014 vS truac, uu
tien chinh ly cac Phong dong cua cac cO'quan, t6 chuc thuQc UBND Thanh ph6 tir
ngay 31/7/2008 tra vS truac;

+ Tir nam 2017 chftm dfu tinh tr~ng tcii li~u bi phan tan, t6n dQng t~i cac bQ
ph~n, ca nhan;

+ Thu th~p, chinh ly h6 sO',tai li~u d6i vai cac cO'quan, t6 chuc khi chia
tach, sap nh~p cO'quan t6 chuc, dan vi hanh chinh va t6 chuc l~i, chuy~n d6i hinh
thuc sa hfru doanh nghi~p nha nuac;

+ Cac cO'quan, t6 chuc thuQc Danh m\lc ngu6n nQp luu tai li~u vao Luu tm
lich sir Thanh ph6 th\Ic hi~n nghiem tuc vi~c giao nQp h6 sO',tai li~u co gia tri bao
quan vinh viSn vao Luu tm lich sir Thanh ph6 theo quy dinh.

- B6 tri phong, kho luu tm (kho tang, trang thiSt bi va cac bi~n phap de bao
v~, bao quan an toan tai li~u luu tm): yeu cAu 100% cac cO'quan, t6 chuc b6 tri
phong, kho luu trfr d~ bao quan h6 sO',tai li~u theo Chi thi s6 04/CT -UBND ngay
21/01/2016 cua Chu tich UBND thanh ph6 Ha NQi vS vi~c tang cuemg cong tac
van thu, luu tru tren dia ban thanh ph6 Ha NQi; ph~n d~u xay d\Illg, cai t~o phong,
kho luu tm d~t chuAn theo quy dinh cua phap lu~t.

- Tri~n khai th\Ic hi~n vi~c quan ly tcii li~u luu tm di~n tir theo quy dinh cua
phap lu~t.

- Xay d\Illg va hoan thi~n h~ th6ng cong C\ltra CUude ph\lC V\lnhu cAukhai
thac, sir d\lDgtcii li~u cua cO'quan, t6 chuc va ca nhan theo quy dinh .

- TiSp t\lC th\Ic hi~n BS an suu tAm tcii li~u luu tm quy, hiSm tren dia ban
thanh ph6 Ha NQi theo KS ho~ch dffduQ'cUBND Thanh ph6 phe duy~t.

- BAym~ Ung d\lDg cong ngh~ thong tin vao cong mc van thu, 100 trU: dAu
tu, nang c~p trang thiSt bi, xay d\Illg phAnmSm cO'sa dfr li~u luu trU, s6 hoa tciili~u.

- Th\Ic hi~n vi~c huy tai li~u hSt gia tri theo quy dinh cua phap lu~t.
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3. Cong tac ta chuc can bQ
- Ti~p 1\lcki~n tofm t6 chuc, dQingu cong chuc, vien chuc lam cong UtCvan

thu, luu tni ~i cac cO'quan, t6 chuc; tuy@nd\lng, b6 tri nguai lam cong tac van thu,
luu tni theo vj tri vi~c lam, dam bao tieu chuAn ng~ch cong chuc, vien chuc quy
djnh t~i Thong tu s6 13/2014/TT-BNV ngay 31/10/2014 cua BQNQi V\l quy djnh
rna s6 va tieu chuAn chuc danh nghB nghi~p vien chuc chuyen nganh Luu tni,
Thong tu s6 14/2014/TT-BNV ngay 31/10/2014 cua BQ NQi V\l quy djnh chuc
danh, rna s6 ng~ch va tieu chuAn nghi~p V\l chuyen mon cac ng~ch cong chuc
chuyen nganh Van thu.

- UBND cac qu~n, huy~n, thj xa chi d~o Chu tjch UBND xa, phuang, thj
trk quy~t djnh giao nhi~m V\l cho cong chuc Van phong - Th6ng ke kiem nhi~m
cong tac luu tni.

- Th\fc hi~n ch~ dQ ph\l cfip dQc h~i, b6i dUOng hi~n v~t cho cong chuc,
vien chuc va nguai lam cong tac luu tni theo quy djnh hi~n hanh.

4. Hi~n d~i hoa cong tac van thO',IO'utra
- DAy m~nh cong mc nghien CUuva ll'ng d\lng khoa hQc cong ngh~ trong

ho~t dQng van thu, luu tni; tri@nkhai th\fc hi~n nghi~p V\lvan thu, luu tni vai quan
ly tai li~u di~n tu, ll'ng d\lng cac ph~n mBm quan ly van ban va diBu hanh tac
nghi~p theo K~ ho~ch cua UBND Thanh ph6, huang dfin cua So' Thong tin va
TruyBnthong. .

- Tri@nkhai ll'ng d\lng cong ngh~ thong tin (ph~ mBm cO'So' du li~u luu tni
thanh ph6 Ha NQi) ph\lc V\l qulin ly, khai thac su d\lng tai li~u t~i Luu tru lich su
Thanh ph6 va xay d\lllg ph~n mBm cO'So' du li~u th6ng nhfit d@tri@nkhai th\fc hi~n
t~i cac cO'quan, t6 chuc.

- Tri@nkhai th\fc hi~n van ban s6 822/HD- VTL TNN ngay 26/8/2015 cua
C\lC Van thu va Luu tru nha nuac vB Huang dfin quan ly van ban di, van ban
d~n va l~p h6 sa trong moi truang m~ng; Van ban s6 169/HD-CVTL TNN ngay
10/3/2010 cua C\lCVan thu va Luu tru nha nuac vB xay d\lllg cO'So' du li~u.

5. Qmin If tai li~u t~i Trung tam LO'utra lich sir Thanh ph8
- Th\fc hi~n huang dfin, thu th~p tai li~u luu tni co gia trj bao qulin vinh viSn

cua cac cO'quan, t6 chuc thuQc ngu6n nQpluu tai li~u vao Luu tni lich su Thanh ph6.
D\f ki~n nam 2017 thu tU 300 - 500 met tai li~u cua mQt s6 cO'quan chuyen mon 1r\fc
thuQcUBND thanh ph6.

- Tich C\fCt6 chuc th\fChi~n cong mc suu clm tai li~u luu tni quy, hi~m tren dja
ban Thanh ph6 co hi~u qua.

- Th\fc hi~n s6 hoa tai li~u luu tni Phong UBHC thanh ph6 Ha NQi giai do~n
til nam 1953 - 1976 va Phong UBND thanh ph6 Ha NQi, giai do~n til nam 2002 -
2003 va 2006 - 2008 ph~n h6 sO',ten gQi.

- Th\fc hi~n bao qulin an toan, t6 chuc khai thac, su d\lng tai li~u luu tni theo
quydjnh.

- Tich C\fCcong b6, gi6i thi~u vBtai li~u luu tni, tai li~u luu tni quy, hi~m.
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6. BB tri kinh phi thl}'c hi~n cong hic van thu, luu trw va ho~t dQng
luu trw

Cac co quan, t6 chuc chu dQng b6 tri kinh phi cho ho~t dQng van thu, lUll
tm theo quy dinh ~i DiSu 39 cua Lu~t LUll tm; th\lc hi~n d~u tu, xay dgng, cai t~o,
nang cfip phong, kho lUll tm; mua s~m trang thiSt bi, xay dgng ph~ mSm ph\lc V\l
cho cong mc van thu, lUlltrU; chinh ly Uti li~u t6n dQng dS giao nQp VflOLUll tm co
quan, LUll tm lich su theo quy dinh cua phap lu~t.

m. NHI¥M \TV TRQNG TAM
1. Th\lc hi~n tuyen truySn, ph6 biSn phap lu~t vS cong tac van thu, lUll tm;

cong tac SUllt~m Uli li~u lUll tm quy, hiSm dSn can bQ, cong chuc, vien chuc, nhan
dan tren dia ban Thanh ph6; hoan thi~n h~ th6ng van ban quan ly, hu6ng dful vS
nghi~p V\lcong mc van thu, lUlltrU.

2. Tich C\lCdAym~ cac ho~t dQng nghi~p V\lvan thu, lUll trU, trong do t?P
trung cong mc l~p Danh m\lCh6 so; Bang thOi h~ bao quan h6 so, rei li~u hinh thanh
ph6 biSn trong ho~t dQngc~ co quan, t6 chuc; l~ph6 so cong vi~c va nQp l~ h6 so, rei
li~u vao LUll trU co quan; bo tri phong kho lUlltrU dam bao du tieu chuan de bao quan
an toan h6 so, rei li~u va thu~ ti~n khai thac, su d\lllg rei li~u lUlltrU, tang cuemg cong
mc phong ch6ng chay n6.

3. B6 tri cong chuc, vien chuc lam cong tac van thu, lUll tm va duQ'c b6i
dUOngkiSn thuc, kY nang vS cong mc van thu, lUll tm dam bao tieu chuftn chuyen
mon, nghi~p V\l.

4. Tang cUOngkiSm tra cong mc van thu, lUll tm.
5. Dfty m~nh Ung d\lllg khoa hQc cong ngh~ vao cong tac van thu, lUll tm;

xay dgng ph~ mSm co sa dfi' li~u lUll trfi' ph\lc V\l cong tac quan ly, khai thac su
d\lng tai li~u lUll tm.

IV. MQT s6GW pHAP THVC HI¥N CONG TAc VAN TIIU, LUUTRU
1. Tang cUOng cong tac tuyen truySn, ph6 biSn phap lu~t vS cong tac van

thu, lUlltm dSn can bQ, cong chuc, vien chuc.
2. Nang cao trach nhi~m cua Nguai dUng d~u co quan, t6 chuc; can bQ, cong

chuc, vien chuc vS cong tac van thu, lUlltm.
3. ThuOng xuyen hu6ng dful nghi~p V\l van thu, lUll tm cho can bQ, cong

chuc, vien chuc.
4. Tang cUOngcong mc kiSm tra vS cong tac van thu, lUll trfi'.
5. Chi d~o diSm vi~c th\lc hi~n cac quy dinh cua phap lu~t vS cong tac van

thu, luu tni, t~p trung vao cac nQi dung: l~p Danh m\lc h6 so; l?p h6 so cong vi~c
va nQp lUllh6 so, tai li~u vao Luu tm co quan.

6. Co giai phap nang cao tinh th~, trach nhi~m cua can bQ, cong chuc, vien
chuc trong vi~c l~p h6 so cong vi~c va nQp luu h6 so, tai li~u vao LUll tm co quan
theo quy dinh. G~ vi~c l~p h6 so cong vi~c va giao nQp h6 so, tai li~u vao LUll tni
co quan la mQt trong cac tieu chi binh xet thi dua, binh xet cu6i nam; d6ng thai xu
ly nghiem cac truOng hgp khong l?p va nQp luu h6 so theo quy dinh.
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7. Cac ca quan, t6 chilc b6 tri kinh phi cho cong mc van thu, lUlltru.
V. TO CHUC THVC HI¥N
1. Tho trU'O'ng cae sO', ban, ngimh; dan vi Sl}' nghi~p, TAng cong ty va

Doanh nghi~p tf\I'C thu{)c UBND Thanh ph8; Chu tich UBND cac qu~n huy~n,
thi xii; Chu tich UBND cac xii, phU'irng, thi trin co trach nhi~m:

- Can cu KS ho~ch cong tac van thu, luu trfr nam 2017, yeu cAu 100% ca
quan, t6 chuc tiSn hanh xay dt;rng kS ho~ch va tri@nkhai tht;rc hi~n co hi~u qua;
chi d~o cac dan vi trt;rcthuQc xay dt;rngkS ho~ch va t6 chilc tht;rchi~n cong tac van
thu, lUlltru theo quy dinh.

- B6 tri kinh phi cho ho~t dQng van thu, lUll tru dap ling yeu cAunhi~m V\l,
t~p trung vao mQt s6 nQi dung trQng tam: ling d\lng cong ngh~ thong tin vao cong
tac van thu, luu tru; chinh ly tM li~u tbn dQng; b6 tri phong, kho lUll tm va cac
trang thiStbi d@bao quan an toan tai li~u theo quy dinh.

- £>6ivai cac ca quan, t6 chilc thuQc Danh m\lc ngu6n nQp lUll tai li~u vao
LUll tru lich Slr Thanh ph6, thvc hi~n nghiem tilc vi~c thu th~p, chinh ly, xac dinh
l~i gia tri tai li~u va giao nQp tai li~u lUll tru co gia tr! bao quan vInh vi~n vao LUll
tru lich Slr clla Thanh ph6 theo quy dinh Clla Lu~t Luu tru va huang d~n Clla BQ
NQi V\lt~i Thong tu s6 16/20 14/TT-BNV ngay 20/11/2014.

- UBND cac qu~n, huy~n, thi xa chi d~o UBND xa, phuOng, thi trfin thvc
hi~n quan ly h6 sa, tai li~u hinh thanh trong ho~t dQng cua H£>ND va UBND xa,
phuOng, thi trfin theo Thong tu s6 14/2011/TT-BNV ngay 08/11/2011 clla BQNQi
V\l;t6 chuc ho~t dQng ki@mtra cheo cong tac van thu, lUll tru gifra cac xa, phuOng,
thi trfin; chi d~o cac ca quan, t6 chilc thuQc cfip huy~n thuQc ngu6n nQp lUll tai li~u
vao lUll tru 1ich su thvc hi~n giao nQp tai li~u lUll tru co gia tri bao quan vInh vi~n
vao LUll tru lich Slr Thanh ph6 theo quy dinh clla phap lu~t; b6 tri cong chilc thuQc
Phong NQi V\l d@tht;rchi~n nhi~m V\l quan ly nha nuac vS van thu, lUll tm; cong
chilc lam van thu, lUlltru t~i Van phong H£>NDva UBND qu~n, huy~n, thi xa.

- T6 chuc ky ni~m 71 nam ngay truySn th6ng Nganh LUll tru Vi~t Nam.
- Tht;rc hi~n chS dQ bao cao dinh ky ho~c dQt xufit vS cong tac van thu, luu

tru theo quy dinh.
2. Sir N{)i VI}

- Tri@nkhai thvc hi~n KS ho~ch cong tac van thu, lUll tru nam 2017. T6
chilc tri@nkhai, huang d~n vi~c thvc hi~n Quy ho~ch nganh Van thu, LUll tru
thanh ph6 Ha NQi giai do~n 2017-2020 va tAmnhin dSn nam 2030;

- T6 chuc nghien cilu, hQc t~p, trao d6i kinh nghi~m vS cong tac van thu, lUll
tru t~i mQt s6 tinh, thanh trong ca nuac.

- T6 chilc t~p hufin, ph6 biSn van ban mai; b6i dUOng nghi~p V\l, ky nang
cho cong chuc, vien chuc, nhan vien lam cong mc van thu, lUlltm.

- Tang cUOng cong tac thanh tra, ki@mtra dinh ky va dQt xufit vS cong tac
van thu, lUll tru d6i vai cac ca quan, t6 chuc thuQCThanh ph6.
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- Chi d~o Chi C\lCVan thu - Luu tru th\Ic hi~n t6t chuc nang, nhi~rn V\lqulm
Iy nha nuac vS cong tac van thu, lUll tru; quan Iy tai li~i.lLUll tm lich su cua Thanh
ph6; cong tac SUllt~rn tai li~u lUlltru quy, hiSrn theo DS an clla UBND Thanh phd.

- Chi d~o diSrn vi~c th\Ic hi~n cac quy dinh Clla phap lu?t vS cong tac van
thu, lUll tru, t?P trung vao cac nQi dung: l?p Danh rn\lChe, so; l?p he, so cong vi~c
va nQp lUllhe, so, tai li~u v~o LUll tru co quan.

- T6ng hQ'p bao cao VBND Thanh ph6 tinh hinh, kSt qua th\Ic hi~n KS
ho~ch cong tac van thu, luu tru narn 2017 clla cac co quan, t6 chuc thuQc Thanh
ph6.

3.86' Thong tin va Truy~n thong
Huang d~n cac co quan, t6 chuc th\Ic hi~n irng d\lng cong ngh~ thong tin

trong cong tac van thu, lUll tru: xay d\II1gph~n rnSrn quan ly van ban dSn, van ban
di ph\lc V\l cong tac ho~t dQng cua co quan; ph~n rnSrn quan ly co sa du li~u lUll
tru th6ng nh~t, hi~u qua, tiSt ki~rn va an toan vS bao rn?t thong tin tai li~u lUlltru.

4. So. Tai chinh
Huang d~n cac co quan, t6 chuc xay d\II1g,thArn dinh d\I toan kinh phi cho

cong tac van thu, lUll tru theo quy dinh CllaLu?t LUll t~.uva bao cao UBND Thanh
ph6 c~p kinh phi hang narn theo quy dinh.

Yeu c~u cac co quan, t6 chuc nghiern tuc thgc hi~n KS ho~ch cong tac van
thu, luu tru. Trong qua trinh thgc hi~n nSu co phat sinh, vuang rn~c phan anh vS
Sa NQi V\l (qua Chi C\lCVan thu - LUll tru) dS t6ng hQ'P,bao cao UBND Thanh
ph6 xern xet, giai quySt./. I,

Nu; nltpn:
- BQ NQi VI);

- Cl)e Van tim va Luu tru nha nu&e;
- Chu tieh UBND TP;
- Cae PCT UBND TP;
- Cae sa, ban, nganh, cae d011 vi Sl! nghi~p TP;
- UBND cae qu~n, huy~n, thi xa;
- VP UBND TP: CVP, cae pcvP, NC, TH, VX;
- Luu: VT, SN~ ~ J;-.,y ?()1u~ C.f~
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