
UBND QUAN LONG BIEN
TRTIONG MN PHUC DONG

ceNG r{oA xA ngr cHU Ncsia vIET NAM
DQc lap -Ttrdo-H4 nh phfc

55: f I-II(H-MNPD Phtic Ding, ngdy 05 thang 3 ntim 2021

KE HOACH
COng t6c vin thu, luu trfi'nim 2024

cdn cir Luat Luu trfl's6 Oll201 1/QH13 ngdy 11 th6ng 11 nam 20ll;

Can cir Nghi dinh so 30/2020/ND-CP ngdy O5l3l202O cua Chinh phu vd

c6ng t6c v[n thu;

C6n cil K6 hoqch sO S g/fg-UBND ngdy 1410212024 cua UBND Qu6n

Long Bi6n vd vioc irie,, khai ,thuc hiQn 1(6 ho.a:! f .6.7/5.y-UBND 
ngdy

171312021 cua [IBND thanh phO Ha NQi vC thuc hi6n D6 6n "Luu trfr'tdi 1i6u

dien tt' c.la cilc co quan nhh nu6'c giai doan 2020 - 2025" thuQc UBND Thdnh

phd Ha N6i tr6n dia bdn Qufln Long Bi6n;

Thuc hiqn K6 hoach ,a n+lrcH-UBND ngdy 041312024 cua UBND quAn

Long Bi6n vA c6ng t5c vdn thu, luu trir n6m 2024;

Cin cu'tinh hinh thuc t6 cua nhd trud'ng.

Trud'ng -a- non Phric D6ng xdy dung k6 hopch cdng ttrc vdn thu, luu trfr'

ndn2024, cU the nhu sau:

r. MUC OiCU, vnU cAu

l. Mgc dfch:

- NAng cao trach nhi6m cira ldnh dpo nhd trudng cfing nhu tr6ch nhi6m

cua c6c gi6o vi6n, nhAn vi6n trong viQc lap h6 so vd n6p luu h6 scv, tdi 1i6u vdo

luu trfr' nhir trudn g; day manh irng dpng c6ng nghQ th6ng tin trong c6ng t6c vin
thu, quirn ly tei liQu diQn tu.

- Tang cuong c6ng t6c quAn ly Nha nu6c vd c6ng tdc vdn thu, luu trfi';

dAm bao vi6c thuc hi6n c6ng t6c v6n thr"r, luu trir dirng quy dinh crja Nhd nu6c.

Dua c6ng tirc vdnthu, luu trfr cua nhh trudng di vdo .rd ,6p, khoa hgc, dirng quy

dinh cua ph6p 1u4t nhim ndng cao ch6t luo. ng, hi6u qu6 giAi quy6t c6ng viQc.

- Quan ly th6ng nhAt, b6o qu6n an todn vd t6 chric, su dpng c6 hiQu qu6 tdi

li6u luu trfi'hinh thdnh trong qu6 trinh l-roat d6ng cua nhh trudng.

- Day manh vi6c chuy6n d6i rO t.org linh vqc vdn thu, luu trfr', quan ly
tdi li6u luu trir.

2. YGu ciu:

TRI
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- Hieu trucrng cdn cfr tinh hinh thqc t6 oira nhA trudng, xAy dung "KC

hoach cdng tdc vdn thrr luu trt ndm 2024" vd t6 chilc thuc hi6n c6ng t6c vdn

thu, luu trt sao cho phu hcrp, thufn loi vd d3t hi6u qua cao.

- Tri6n khai viQc dua nQi dung thqc hiQn c6c quy clinh vC c6ng t6c vdn thu,

luu trfi'thdnh m6t trong c6c ti6u chi d6nh gi6 mirc d6 hodn thdnh nhi6m vu duo-c
, -A. ,. 1^ +, 1 'giao doi voi c6n b6, gi6o vi6n, nhAn vi6n, d6nh gi6 thi dua hdng ndrn d6i voi c6

nhAn.

-.:, 
1,, a , 1'^- Tiep tuc tpp trung chi dpo c6 hiQu qud viQc I7p h6 so vi giao nQp h6 so,

tdi 1i6u vho luu trir co quan.

rr. NQr DUNG, NHrEM VV CoNG TAC VAN Tnu, LU'U TRU'

1. NhiQm vg thrrd'ng xuy6n

1.1. C6ng tdc quiin tj, Nhti nw6'c vi vdn thtr, lu'u trti'

a. TuyAn tuuyin, pnA UiAn phdp ludt v€ c6ng tdc vdn thu'lutt tril'

Tich cuc, thuong xuy6n hon nta trong vi6c tuy6n truy6n, ph6 bitin dtin
. ,;.

todn th6 c6n bQ, gi6o vi6n, nh6n vi6n trong nhd trtrdng c6c quy dinh cta ph6p

lu6t vA cdng tdc vdnthu, luru trt nhu: cdc vdn ban ban hu6rrg dAn cua nganh, cua

Thdnh ph6 ve c6ng tdc vdn thu, luu trir... Da dang h6a cdc hinh thf'c tr-ry6n
).,

truy6n nhu: qua bAn tin n6i bQ, c6ng th6ng tin di6n tu', c6c bu6i hop, cac bu6i

th6o lufln.

b. Xdy d.Ung, ban hdnh cdc vdn birn vi c6ng tdc vdn thu' luu trti'vit t6 chil'c

thw'c hiAn c6ng tdc vdn tha luu tril'

- Rd so6t, su'a ddi b6 sung, ban l-rdnh cbc vran ban vd c6ng t6c vdn tl-ru, lrru

trfr' theo quy dfnh hiQn hdnh, phu ho. p v6i tinh hinh thu'c t6 cia nhd trud'ng nhu:

K6 hopch c6ng t6c vdnthu, iuu trir; I(5 ho4ch ki6m tra c6ng t6c vdn thu, luu trfr';

Quy ch6 c6ng tic vdnthu, luu trfi'; Danh rnpc h6 so' co quan;... D6ng thdi, ding
tAi 16n C6ng TTDT tru6'c ngay 051312024.

- T[ng cudng hon nira viQc rlng dUng CNTT'trong c6ng t6c vdn thu, luu

trir vir tri6n khai c6c c6ng viQc thuQc linh vlrc vdn thtr, luu trir.

c. Cdng tdc tQp hudn, bit ctaa'ng nghi€p vu

Tpo di6u kiQn dti c5c ddng chi c6n bQ, giAo vi6n, nh6n vi6n, dac bi6t la

nh6n vi6n vin thu tham gia c6c 16p tAp hu6rr, b6i dudng chuy6n m6n, nghiCp vu
). ^ - ,, , '

v6 cong t6c vdn thu, luu trir theo kO ho4ch cira UBND qudn.

d. Thanh trct, kiAm ffa vi€c thqrc hi€n cdc cluy dinh vi vdn thu', luu trti'
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XAy dr-tng KO hoach tu ki6m tra c6ng tdc vdn thu, luu trt' T[ng cud'ng

ki6m tra, d6nh gi6 vi6c thuc hi6n c6ng t5c vin thu, luu trir ctra c6n bQ, gi6o vi6n,

nhAn vi6n trong nhi trudng theo dirng k6 hopch dd ra'

1.2. T6,tc hiQn hogt itQng nghiQp t,u ri vdn thu', lwu trti'

a. Thtt'c hi€n hoat d\ng nghiQp vu vdn tha

- Thuc hien c6c k! n6ng.so?n thao vd ban hinh vdn b6n dam bao dirng th6

thf'c quy dinli tai Nghi dinh s6 30/2020/ND-CP ngey 051312020 cua chinh phi

vA c6ng t6c vin thu;
_,4- t lep nnan, xu' ly, ph6t hdnh vd qu6n ly vdn bAn'

- Qudrn ly v6n ban di, d5n: cpp nh4t vdo s6 c6ng v6n, sfp x6p, luu day du

c6c v6n bAn theo dting quY dinh.

- Thuc hi6n vi6c quin lf vd sir dung con dAu theo dirng quy dinh cua ph6p

luAt.

- Su'a d$i, bO sung danh muc h6 so c6ng viQc theo ndm hdnh chinh; Thuc

hi6n viQc lAp li6 so cdng viQc vd n6p lur.r h6 so, tdi 1i6u vdo luu trfr'co quan theo

quy dinh.

- ung dung CNTT trong c6c hoat dong van thu, luu trir; ph6n m6m quirn

ly nhAn sg, ph6t huy gi5 tri tdi liQu luu trt'

b. C6ng tdc ltrtr trfi'

- Khai th6c, su'clung tdi liQu luu trfl'cua nhd trudng c6 hiQu qu6.

- Thu thflp, chinh ly,xdc dinh gi6 tri tdi liQu, th6ng k6, bao quin vd to

chf'c su dung tdi lieu luu trir; t6 chri'c hiry tdi liQu h6t gi6tritheo quy dinh.

- Tl-rtrc hi6n chuyen AOi tO ttong linh vgc vdn thu, 1uu trfi'.

- Chf trgng hon nira c6c didu kiQn vO co sd vpt ch6t, trang thi6t bi, phucrng

ti6n thi6t y6u b6o v6, bdro quin an todn tdi liQu. Thudng xuy6n ki6m tra, thuc

hien vi6c b6o tri, sua chira, v6 sinh kho, tdi liQu luu trfr'.

1.3. COng tdc fi cht?c cdn bO

g6 tri bi6n chti dilr b6o chuy6n m6n, nghiCp vt1 c6ng ttrcvdn thu, luu trir;

thuc hi6n day du ch6 d0 phu c6p dQc hpi, boi duo'ng bSng hiQn v4t cho nhan vi6n

ldrn c6ng td'c luu trfr'theo quy dinh hien hdnh'

1.4. HiQn dqi hdu cbng tdc vdn thu', lu'u trfi'

- DAy manh c6ng t6c nghien cfu vd fng dung khoa hqc c6ng nghe, c6ng

nghQ th6ng tin trong lio4t dQng vin thu, luu trt'
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- Nghi6n c[m, tim hieu vd tu'ng bu6'c ti6n hdnh vi6c lAp h6 so di6n tu'va
thu th6p h6 so diQn tu vho Luu trfr' c<v qLran theo qr-ry dinh tai Quytit dinh s6

l2l2020lQD-UBND ngdy 12161202i c[ra UBND thdnh phO Ha Xqi.

- Thgc hiQn u'ng dung c6ng nghe th6ng tin trong c6ng t6c vdn thr.r theo

Quytit dinh s6 L2I2O2)!QE-UBND ngdy 121612020 cua UBND Thdnh ph6 ve
ban hdnh Quy ch6 ti6p nhAn, xir 1y,.ph6t hdnh vdr cluAn ly vin b6n di6n tt' gifr'a

c6c co qlran, t6 chfrc thu6c thdnh ph6 I{d NQi; I(6 hoach s6 201/KH-UBND ngdy
02lBl2O23 cua UBND Thdnh ph5 v6 vi6c tdng cudng xu ly vdn bAn, h6 so tr6n
m6i trucyng m?ng tqi c/tc co quan, clon v! trgc thuQc UBND Thanh ph6; Quydt
dinh s6  7}}IQD-UBND ngdy 211912023 cua UBND Thdnh ph6 ban hdnh Quy
trinh titip nhan, xu' ly vd ph6t hdnh vdn bdn tr6n HQ th6ng Quan ly vdn bin vd
Di6u hdnh Thdnh ph6; I(6 hopch s6 239II(J-UBND ngdy 271912023 cua UBND
Thdnh ph6 vO Chuyi5n d6i s6, xAy dung thdnh ptrO Ha NQi th6ng minh d6n ndm
2025, dinh hu6ng dtin nam 2030.

1.5. I{inlt pltf thqrc hiAn cOng tcic vdn thr, lwu firt'

Thsc hiQn theo Di6u 36 Nghi dinh s6 30/ND-CP d6i v6i kinh phi vC c6ng

tdc vdnthu; Didu 39 cual.u6t Luu trfi' c16i v6'i kinh phi vA c6ng t6c luu trfi'.

2. NhiQm vg trgng tfim

- Rd so6t, sira d6i, bO sung, ban hdnh c6c vdn ban rn6'i vO c6ng t6c vdn

thu, luu trfr theo cluy cljnh hi6n hdnh vd phir ho-p vo'i tinh hinh thuc t5 cua nhd

trudng.

- Su dung c6 hiQu quA I{iQu th6ng c1u6n ly vdn bdn vd cti6u hdnh trong vi6c
qudrn ly vin b6n, 16p vd nQp luu h6 so di6n ttr.

- Thgc hiQn lap h6 s<r vd giao nQp h6 so', tai lieLr cli6n tu'vdo lu'u trii'co'
quan.

- Tri6n khai, thqc hi6n nghiCm tirc I(6 hoach ta +Sltl<H-UBND ngdy

0611212021 ctra UBND qufln Long Bi0n v/v tri6r:r khai thuc hi6n I(6 hoach s6

67IKH-IJBND ngdy l7l3l2\2l cua UBND Thdnh ph6 v/v tri6n khai thgc hiQn
pe 6n "Luu trfi'tei 1i6u cti6n tu'vdr c6c ccr qlran Nhd nucic giai ctoan 2O2O *
2025"; vd I(6 hogch 

"O 
nqfi<FI-UBND ngey 041312024 cua IJBND quAn Long

Bi6n vd c6ng tdc vdnthu, luu trfr'ndm 2024.

rrr. GrAr pHAp rHUc HIEN coxc rAc vAx rI{tI, LUU rRtr'

- DAy m4nh c6ng t6c tuy6n tn-ryAn, pnO Ui6n ph5p luAt vd c6ng t6c vin
thu, luu trt d6n todn th6 c6n bQ, gi6o vi6n, nhAn vi6n trong nha trudng, thong

qua nhi6u hinh thirc da dqng, phong pht.

- NAng cao ho-n nfra tr6ch nhiQrn cira l6nh clao nhd trud'ng vdr tohn th6 cdn

bQ, gi6o vi6u, nhdn vi6n trong vi6c thpc hi6n c6ng tiic vdn thu, ltru trfi'.
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- Chu trong Vi6c b6i du6'ng, nAng cao trinh dO chuyen m6n nghiQp.'Y "j
c6ng t6c v6n thu lr.ru trfr'cho todn th6 CBGVNV, dac biet c6n bo chuyen tr6ch v0

rrdn thu, luu tr[i'cira nhd trud'ng'

- T'ang cuong c6ng t6c ki6rn tra vi6c thqc hiQn c6c quy dinh cua ph6p luAt

vd vdn thu, luu trir cl6i v6i todn tne CBGVXV'

- Day manh fi,ng clung c6ng nghQ th6ng tin trong c6ng t6c van thu, luru trfr'

tai nhd trudng.

IV. TO CHUC THr/c HI$N

- XAy dpng, tri6n khai thuc hi6n k5 ho?ch c6ng tac vdn thu, luu trft n6m

2024 cua nhir truO'ng va\ c16ng tAi c6ng khai tren c6ng th6ng tin di6n tu' nhh

truo'ng drim bdro dirnf ti6n dQ tlong K5 hoach s6 tZ+fi<ft-UBND ngay 041312024

cua USND quAn l-ong Bi6n va c6ng t6c v6n thu, luu trt n6m 2024'

- Tang cLlo.ng irng dpng c6ng nghg th6ng tin, quan ly chfu lugng theo ti6u

chtrAn ISO g00l:2015 vdo c6ng t6c v6n thu, l*u trfl'.

- PliAn c6ng vi6n cl-rf'c ldm c6ng tdc v.dnthu luu trfl' phi ho-p v6i y6u cAu

vd tinh hinh thucle tui clon vi. Thuc hien ch6 d0 phU c6p dQc hai cho c6ng chfc'

vion chu,c va ngucri ldm c6ng t6c luu trir theo quy dfnh hi6n hdnh'

- NQp c(rcbtn c6o theo dirng ti6n dQ quy dinh:

+ 86o c6o k6t qua c6ng tirc vdnthu - luu trfl' ndm 2024 vh phuong hu6'ng

nhiemvqc6ngt6crr6nr2025tru6cngey05llll2024.

+ 86o c6o t<6t qua dinh kj, th*c hiqn K6 hopch sO OZI6H-UBND cua

UBND Thdnh ph6 tnr6'c ngay 051612024 vd25llll2024.

+ Bdo c6o k5t quA su dUng dich vp luu trir tru6c ngdy 1011212024'

+ 86o c6o th6ng k6 c6ng t6c van thu, ltru trir n6m 2024 tru6c ngdy

0s1021202s.1.

No'i nlrQn:
- Ban gi6rr hiQLr;

- C6c t6 chr"rY6n rl6n;
- Lr.tu: VT (01)

TRTIONG

TRUdNG

MAM

Nh$n

#
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PnAN c0xc NHrEM vU
THUc HIpN c0Nc rAc vAx rHU, l,tlu rntl xAtvl 2024

(Ban hdnh kdm theo IG hoq,ch s6: 4V/KH-MNPD ngdy 05/03/2024)

NhiQm vuChri'c danhHg vi t6nTT

QL, soan thto vdn b6n, l4p hd so c6ng vi6c, n6p

TL luu trt rnAng phu tr6ch vd Chi b0
BTCB -Hi0u trudng

Chri tich HD trudng1 Luu ThiNh0n

QL, soan th6o vdn bdn, lpp h6 so cdng viQc, gm
TL luu trt ming chuy6n m6n vh Cdng dodn,6ffi
t6c ICCm tra - Gi6m s6t trong DAng. fl*fl.lpl

Ph6 Hiqu trudng,

Chtr tich C0ng dodn
Dao Thi Qulnh
Trang

2

QL, so4n th6o vdn b6n, lflp hO so

TL luu trfi m6ng CSND, CSVC

c6ng, 56 s6ch thri qu! cdng dodn
:ffiWPh6 Hiqu tru0ng) Ho Thi Thu

QL, soan th6o vdn bAn, lflp hd so c6ng viQc, nQp

Tl, luu trt Chi dodn.
Bi thu Chi dodn4 Flodng Thanh l{[ng

Soan thAo vdn bin theo nhi6m vu.
.l

Lap h6 so cong vi6c, n6p tdi liQu mAng Y te vA Chi

h6i Cht thdp do cho bO phdn luu trir vho cu6i m5i

ndm hoc.

NVYt6
TT Vdn phong

Chri tich Chi hdi
Chir thqp do

5
Duong Tlil XuAn
Hanh

Kti to6n So4n thio, l4p hd so Cdng vi6c, n6p TL luu trfr'

rning Tdi chinh.6
Duo'ng Thi Kirn
Thanh

NhAn vi6n V[n thu

So4n th6o vdn ban HC th6ng thudng; Qu6n ly con

d6u; 86o c6o th6ng k6; Qutn ly vdn b6n d6n, vdn

bin di; Luu trt hO so.
7 L0 Thu Phuong

So4n th6o vdn b6n theo nhi6m vu.

fhi6t lap h6 so- c6ng vi6c, n6p tdi liqu cho bQ phdn

luu trir vdo cu6i rn6i ndm hoc.
To tnr,yne. To nu6i8 NguySn Thu Hd

So4n thdo van bin theo nhiQm vq.

Soan bdi.

Luu bi6n b6n hop BCH CD va BB CDCS theo

nhiQrn vq duo-c phdn c6ng trong Cdng dodn.
,).l,qp ho scr cong viOc, n6p cho b0 ph4n luu trfl'viro

cu6i mdi ndm hoc.

Gi6o vi6n- TTCM
kiOm php trdch CM

t<hOi VtG tOn.9 Ph4m Thi Bich

So4n th6o vdn bdn theo nhiQm vp; Sopn bdi.

Thi6t lflp vd luu trt h6 so Ban Thanh tra nhdn d6n.

Lflp hO so c6ng viQc, nQp cho bQ phfln luu trt vdo

cuol mol nam noc.

Gi6o vi6n

Trtrting ban TTND
10 Phpm Thi Hi0n
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So4n thAo vdn bin theo nhiQm vu'

So4n bdi.

Lap hO so- c6ng viOc, n6p cho b0 ph4n luu trfl'vao

cu6i rn6i ndrn hoc.

Gi6o vi6n

TPCM fnOi lv'tC

Nh6'

Dang Thi Nhung11

Soan th6o v[n ban theo nhiQm vu.

So4n bai.

Lflp hO so c6ng viOc, n6p cho b0 ph4n luu tr['viro

cu6i rn6i ndn"r hoc.

Gi6o vi0n

TPCM titrOi trlC get2

So4n th6o vdn bAn theo nhiQm vu'

So4n bdi.

Lap hO so'cdng viQc, nQp cho b0 ph4n luu

ct Oi m5i ndm hoc.

dGiSo vi0n

TPCM t<trOi Nha tre13 Nguy6n Thi Thu An

D5 HOng Anh
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I\QT DUNG VA TIEN DQ THUC HIPN
c TAC VAX THU'LUU TR[l xAtvt zoz3
(I{drn Kd hoqch sti; /}V /Krl-Ml'{PD
thdng 3 ndm 2024 c'iia trad'ng MIV Phuc D6ng)

THOI GIAN
THu. C HrTN

. 
NQI DUNG CONG VIECTT

Xong tru6'c ngey

0s13120241

Th6ng 0312024

XAy dung, tri6n khai I(6 hopch thuc hi6n c6ng t5c rzSn thu, luu

sO Zt I7IQD-UBND ngey 2211112013 sta UBND

ban hanh quy ch6 m5u vd'c6ngtdc v6n thu, luu trfr

thuvan rru1 thetrfi' dinhtdc oXA d c6ngv ung vqu
VEThdnh ph6

trfr ndm 2024

2

Th6ng 03120241J XAy dung clanh mpc lio so cong viQc

Thudng xuy6n4
so- c6ng vi6c theo danh mLJc; giao nQp

dua vho ltm trfi'vd sir dlurg khai th6c tdi ligu luu.

so, tdi liQuThi 10p

Thucrng xuy6nphAn *Am qu6n ly vdn b&n di, d6n vd diAu hdnh t6c nghiQp giln

v6i thgc hiQn qu6n Li chAt luqng theo ti6u chudn ISO

9001 :20t5. Tri6n khai thr,rc hiQn phAn mdm

v6n hdnh, khai thdc, str dpngThgc hi6n nghiEm quy dfnh

nhdn sg

5

Thucrng xuy6n
Thqc hiQn nghiep vu vin thu, ltru trir: Quin lf vin b6n cti -
qudn ly su dung con clAu, lqp ho so c6ng viQc, thu thAp, chinh ly

tdi li6u. . .

6

Th6ng lll2024l Thu thpp vd chinh lti tei liQu <lua vdo luu trt.

Th6ng 12120248
T6 chirc tu ki6m tra c6ng t6c vdn thu luu trir tpi nhh trtrd'ng theo

dirng quy trinh.

Tru6c ngay

tr}11212024

Tru6c ngey

0510212025.

Tru6c
0511,112024

Tru6c 051612024

vd25lll12024

Thuc lri6n ch6 d6 b6o c6o th6ng kC c6ng tdc vdn tl-ru luu trir vd

tdi li6u luu trir dinh k!:

+ 86o c6o k6t qu6 c6ng t6c v6n thu - ltnr trir ndm 2024 vit
pl-ruong hu6ng nhiQm rru c6ng t6c nim 2025.

+ 86o cao k6t qud dinh k! thpc hiQn Ki5 hoach tO OZA(If-UBND

cua UBND Thdnh ph6.

+ 86o c6o ket qua str dpng dich rrp luu trfr

+ 86o c6o th6ng kO c6ng t6c vdn thu, luu trfl ndm 2024
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