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QUAN LONG BIEN

Long Bien, ngayfy thdngO^nam 2021S6: /KH-UBND

KE HOACH
Thirc hien cong tac quan ly nha niroc 

ve Van thir - Luu tru1 nam 2021

Thirc hien Luat Liru tru so 01/2011/QH13 ngay 11/11/2011; Nghi dinli so 
30/2020/ND-CP ngay 05/3/2020 cua Chinh phu ve cong tac van thir; Quyet dinh 
so 458/QD-TTg ngay 03/4/2020 cua Thu tudng Chinh phu ve phe duyet De an 
“Lim tnr tdi lieu dien tu cua cdc ca quan nha nude giai doan 2020 - 2025"; 
Quyet dinh so 12/2020/QD-UBND cua UBND Thanh pho ngay 12/6/2020 ve ban 
hanh Quy che tiep nhan, xir ly, phat hanh va quan ly van ban dien tu giua cac co 
quan, to chuc thuoc thanh pho Ha Noi; Ke hoach so 243/KH-UBND ngay 
18/12/2020 cua UBND thanh pho ve cong tac van thu, luu tru nam 2021;

Uy ban nhan dan quan Long Bien ban hanh ke hoach thirc hien cong tac
/V Aquan ly nha nuac ve Van thu - Luu tru nam 2021, cu the nhu sau:

1. MUC DICH, yeu cau

1. Muc dich
- Nang cao trach nhiem cua nguoi dung dau cac dan vi trong viec quan ly, 

chi dao cong tac Van thu, luu tru; trach nhiem cua can bo, cong chuc, vien chuc 
trong viec lap ho so va nop luu ho so, tai lieu vao luu tru ca quan; day manh 
ung dung cong nghe thong tin trong cong tac van thu, quan ly tai lieu dien tu;

- Quan ly thong nhat, bao quan an toan va to chuc, su dung co hieu qua 
tai lieu luu tru hinh thanh trong qua trinh boat dong cua cac ca quan, dan vj;

- Hoat dong van thu, luu tru cua cac phong, ban, dan vi, UBND cac 
phuong, cac truong hoc di vao ne nep, thirc hien dung cac quy dinh cua phap 
luat ve cong tac van thu, luu tru, dap ung yeu cau cong tac cai each hanh chinh 
hien nay; khai thac co hieu qua cac tai lieu dirge dua vao luu tru theo quy dinh.

2. Yeu cau
- Thu truang cac don vj, Chu tich UBND cac phuong, Hieu truong cac

/V r\\ A *> »/vtruang cong lap true thuoc UBND quan can cu tinh hinh thirc te ciia don vi, xay 
dung ke hoach cong tac van thu luu tru nam 2021 va to chuc thuc hien cong tac 
van thu, luu tru dat hieu qua.

- Dua noi dung thuc hien cac quy dinh ve cong tac van thu, luu tru thanh 
mot trong cac tieu chi danh gia muc dp hoan thanh nhiem vu dupe giao doi vai 
cong chuc, vien chuc, danh gia thi dua hang nam doi vdi ca nhan, tap the.
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II. N0I DUNG, NHIEM VU CONG TAG VAN THlT, LUtJ TRU
1. Cong tac quan ly nha nuoc ve van thu1, luu trir
a) Tuyen truyen, pho bien phdp luat ve cong tdc van thw luu trir:
Thuong xuyen tuyen truyen, pho bien Luat luu tru, Nghi djnli so 

30/2020/ND-CP ngay 05/3/2020 cua Chinh phu va cac van ban quy pham phap 
luat ve cong tac van thu luu tru- tren Cong Thong tin dien tu (quan, phuong, 
trubng hoc), thong qua cac hoi nghi tap huan, so ket, tong ket, hop giao ban 
nham nang cao nhan thuc cua can bp, cong chuc, vien chuc ve vai tro, tam quan 

trpng cong tac luu tru va gia tri cua tai lieu luu tru;
b) Xdy dung, ban hdnh cac van ban ve cong tdc van thu luu trir vd to 

chirc thuc hien cong tdc van thu luu tru:
- Ra soat, bo sung danh muc ho so cong viec va bang thoi han tai lieu ca 

quan; ban hanh Ke hoach kiem tra cong tac van thu, luu tru; Quy che cong tac van 
thu, luu tru; che dp bao cao thong ke cong tac van thu, luu tru va tai lieu luu tru;

- ling dung CNTT trong cong tac van thu luu tru va trien khai cac cong 

viec thupc llnh vuc van thu luu tru;
- Tiep tuc to chuc, trien khai thuc hien nghiem Ke hoach so 251/KH- 

UBND ngay 25/12/2017 ve thuc hien Chi thj so 35/CT-TTg ngay 07/9/2017 cua 
Thii tuong Chinh phu ve tang cuong cong tac lap ho so va giao npp ho so, tai 
lieu vao luu tru co quan, luu tru lich su.

c) Cong tdc boi dudng, tap hudn
i r \ \

To chuc tap huan, boi duong chuyen mon, nghiep vu ve cong tac van thu, 
luu tru cho cac can bp lam cong tac van thu luu tru cac dan vj (quan, phuong, 
truong hoc) trong do tap trung vao cac npi dung: quan ly van ban dien tu, lap ho 
so dien tu va giao npp ho so dien tu vao Luu tru co quan, Luu tru lich su; quan 
ly, su dung con dau va thiet bi luu khoa bi mat.

d) Kiem tra viec thuc hien cac quy dinh ve van thu, luu tru
- Xay dung tieu chi cham diem cong tac van thu luu tru va tang cuong 

kiem tra, danh gia viec thuc hien cua cac don vi theo tieu chi da ban hanh.
- Thuc hien kiem tra cong tac van thu - luu tru giua cac phong, ban, 

phuong, truong hoc; kiem tra cheo khoi phuong, khoi phong ban (co KHrieng).
2. Hoat dong nghiep vu ve van thu, luu tru*
a. Cong tdc van thu
- Thuc hien cac ky nang soan thao va ban hanh van ban dam bao dung the 

thuc quy dinh tai Nghj dinh so 30/2020/ND-CP ngay 05/3/2020 cua Chinh phu 
ve cong tac van thu.

- Chuan hoa cong tac quan ly van ban di - den theo quy dinh hien hanh va 
quy trinh quan ly chat lupng theo tieu chuan ISO 9001: 2015 tai tat ca cac don vi;
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r ' /v > •- Ung dung CNTT trong cac hoat dong van thu, luu trii ve van hanh, khai 
thac, su dung phan mem quan ly van ban di den va dieu hanh tac nghiep; phan 

mem quan ly nhan su, phat huy gia tri tai lieu luu tru;
- Sua doi, bo sung Danh muc ho so cong viec nam 2021; Thuc hien vice 

lap ho so cong viec va nop luu ho so, tai lieu vao Luu tru- co quan;
- Thuc hien viec quan ly su dung con dau, quan ly cong van di - den; lap 

ho so hien hanh va giao nop ho so, tai lieu vao luu tru theo quy dinh.
b. Cong tac luu tru
- Xay dung Ke hoach, bo tri nguon kinh phi va to chuc thuc hien viec thu 

thap, giao nop, chinh ly tai lieu dua vao luu tru co quan; xu ly tai lieu ton dong 

theo quy dinh ciia phap luat;
- Thuc hien viec thu thap tai lieu luu tru lich su dua vao kho luu tru1 lich 

su cua Thanh pho;
- B6 tri cac dieu kien ve co so vat chat, trang thiet bi, phuong tien thiet 

yeu bao ve, bao quan an toan tai lieu. Thuong xuyen kiem tra, thuc hien viec 
bao tri, sua chua, ve sinh kho, tai lieu luu tru.

III. TO CHLTC THlfC HIEN (Kem theo Bieu noi dung va tien do thuc 
hien cong tac QLNN ve van thu luu tru nam 2021)

1. Phong Noi vu
- Tham muu UBND quan xay dung, trien khai thuc hien Ke hoach cong 

tac van thu, luu tru- nam 2021; xay dung tieu chi danh gia cham diem thi dua ve 
cong tac van thu luu tru cac don vj, kiem tra, huong dan cac don vi thuc hien 
cong tac van thu, luu tru theo ke hoach;

- Tham muu UBND quan trien khai cac van ban chi dao, huong dan cua 
cac cap, cac nganh ve cong tac van thu, luu tru phu hop voi cac quy dinh phap 
luat hien hanh;

- To chuc tap huan, boi duong ky nang, nghiep vu cong tac van thu, luu 
tru- cho can bo, cong chuc, vien chuc, lao dong hop dong trong co quan;

7 r r

- Tong hop chung bao cao tinh hinh, ket qua thuc hien ke hoach cong tac van 
thu, luu tru cua co quan va cac don vi true thuoc UBND quan theo quy dinh hoac

A ^theo yeu cau;
- Thuc hien viec kiem tra cong tac van thu, luu tru, chain diem thi dua doi voi 

cac phong, ban, UBND cac phuong, cac trubng cong lap true thuoc UBND quan.
2. Van phong HDND & UBND quan
- Ra soat, tham muu sua doi, bo sung hoac ban hanh mbi he thong van 

ban ve luu tru theo quy dinh cua Nha nubc;
- Thuc hien cong tac van thu - luu tru cua co quan;

-V
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-To chuc thyc hien viec thu thap, giao nop, chinh ly tai lie^u cua cac 
phong, ban, don vi dim vao liru tru co’ quan, kru tru1 lich sir thanh pho; xu ly tai 
lieu ton dong theo quy djnh cua phap luat; bao cao Chi cue Van thu - Lmi tru 

thanh pho (thuoc So Npi vu) theo quy dinh.

- Quan ly kho luu tru- co quan, thubng xuyen kiem tra va va thuc hien che 
do ve sinh kho dam bao cac phuong tien, trang thiet bi du dieu kien bao quan an 

toan tai lieu luu tru;

- Phoi hop voi phong Noi vu to chuc cac lop boi duong, tap huan cong tac 
van thu, luu tru; kiem tra cong tac van thu luu tru theo ke hoach cua UBND quan.

3. Cac phong, ban, don v|, UBND cac phuong, cac truong hoc.
- UBND cac phuong, cac don vi truong hoc can cu Ke hoach cua UBND 

quan xay dung, trien khai Ke hoach thuc hien cong tac van thu, luu tru nam 
2021 cua don vi dang tai cong khai tren ngan thu muc, cong thong tin dien tu
cua don vi chain nhat ngay 05/02/2021;

- Ung dung cong nghe thong tin, quan ly chat luong theo tieu chuan ISO 
9001:2015 vao cong tac van thu, luu tru;

- Phan cong can bo, cong chuc, vien chuc lam cong tac van thu luu tru 
phu hop voi yeu cau va tinh hinh thuc te tai don vi; Thuc hien che dp phu cap 
dpc hai cho cong chuc, vien chuc va ngubi lam cong tac luu tru theo quy dinh 
hien hanh.

- Bao cao ket qua cong tac van thu - luu tru nam 2021 gui ve UBND 
quan (qua phong Npi vu) tru’O’c ngay 10/11/2021.

r \

Tren day la Ke hoach thuc hien cong tac quan ly nha nude ve Van thu - 
Luu tru nam 2021; UBND quan yeu cau cac don vi nghiem tuc trien khai thuc 
hien npi dung ke hoach, trong qua trinh thuc hien co phat sinh vuong mac, de 
nghi kip thbi phan anh ve UBND quan (qua phong Npi vu) de dupe hubng dan, 
giai quyet./. Wh

TM. UY BAN NHAN DAN 
KT. CHU TICK 

PHO CHU TICK

Nffi nhan
- UBND Thanh ph6, Chi cue VTLT TP;
- TT Quan uy-HDND-UBND quan;
- Cac phong, ban, don vj;
- UBND cac phircmg;
- Cac don vi truong hoc;
- Luu: VT,NV.
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BIEU NOl DUNG VA TIEN DO THlTC HIEN CONG TAC VAN THU LUU TRlf NAM 2021
( Ban hanh kem theo Ke hoach so ^ /KH-UBND ngay/\$ thdngbinamj&keua UBND quan Long Bien)

Thoi gian 
hoan thanh Don vj phoi hopNoi dung Do'n vj thuc hienTT

Xay dung, then Ichai ke hoach van thu, lun tru cua 
UBND quan.

Van phong 
HDND&UBNDThang 01 Phong Noi vu1

r r \ •Bao cao thong ke cong tac Van thu luu tru va tai lieu lun 
tru nam 2020 (Theoyen cdu cua Chi Cue VTLT TP)

Van phong 
HBND-UBNDThing 01 Phong Noi vu2

Xay dung tieu chi danh gia, cham diem thi dua cong tie 
Van thu luu tru.

Van phong 
HBND-UBNDThing 01 Phong Noi vu3

Ra soit sua doi, bo sung danh muc ho so cong viec va 
bang thbi han bio quan tai lieu luu tru cua UBND quan.

Van phong 
HBND-UBNDThing 02 Phong Noi vu4

1 r • XTo chuc tap huan nghiep vu cong tic QLNN ve van thu, 
luu tru.

Van phong HBND- 
UBNDThing 7 Phong Noi vu5

VP HDND-UBND, 
Cic phong, ban, DVTo chuc thuc hien thu thap tai lieu, giao nop tai lieu cua 

cic phong ban don vi. To chuc tieu huy tai lieu trung 
thua, tai lieu het thbi han bao quin theo quy djnh.

Thing 11 Phong Noi vu6

Thing 11 Van phong 

HDND-UBNDBio cio djnh ky cong tic Van thu luu tru. Phong Noi vu7

- Thuc hien quy djnh ve van hanh, khai thic, su dung
> > r \

phan mem quin ly van bin di den vi dieu hanh tic 
nghiep gin vbi thuc hien quin ly chat luong theo tieu 
chuin ISO 9001:2015.
- Cap nhat bo sung thong tin ho so CBCCVC va khai

Cic phong, ban, 
don vi; Van phong 

HDND&UBND
i

Thuong
xuyen8

Phong Noi vu

5

IN' tu- i i
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thac cac tinh nang cua phan mem quan ly nhan sir.
Van phong 

HDND-UBND, 
Cac phong, ban, DV

r ^

Quan ly van ban di - den, quan ly sir dung con dau, lap 

ho so cong viec
Thuang
xuyen9

. Van phong 
HDND-UBND quan;

Thuong
xuyen Phong Noi vuBao tri, sua dura ve sinh klio, tai lieu liru tru quan.10

Kiem tra, cham diem theo tieu chi thi dua cong tac van 
thu luu tru cac phong, ban, dan vi true thuoc UBND 

Quan - ........ • • - - - - ■ - ~

TheoKH 

cua UBND 

quan

Van phong HDND- 
UBNDPhong Noi vu11

Thuc hien viec thu thap tai lieu dua vao luu tru Ijch sir 

thanh pho.
Theo KH 
cua Thanh Van phong 

HDND-UBND Phong Noi vu12
pho

T
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BIEU N0I DUNG VA TIEN DO THUG HIEN CONG TAG VAN THl/ LUU TRU nAm 2021 
DOI V0I UBND PHirdNG VA CAC DON VI TRUONG HOC

(Ban hanh kem theo Ke hoach so ?>?) /KH-UBND ngayj^ thdng 0 i- ndm 202‘icita UBND qudn Long Bien)

N6i dungSTT Thoi gian hoan thanh
• A • /% • /\Xay dirng, trien khai ke hoach thyc hien cong tac van thir, lira trir nam 2020.

Phan cong nhiem vu va thyc hien che do phu cap cho cong chuc, vien chuc lam cong tac van thir,
B r

luu tru; UBND cac phirdng giao nhiem vu cong chuc Van phong - Thong ke kiem nhiem cong tac 
liru tru.

1 Thang 01

2 Thang 01

Ra soat, sua doi, bo sung danh muc ho so cong viec va bang thoi han bao quan tai lieu cua don vi.3 Thang 02
• /C A /\ »/\ • \ •Thiet lap ho so cong viec theo danh muc; giao nop ho so, tai lieu dua vao luu tru va su dung khai 

thac tai lieu luu.4 Thubng xuyen

Thuc hien nghiem quy dinh ve van hanh, khai thac, su dung phan mem quan ly van ban di den va 
dieu hanh tac nghiep gan voi thuc hien quan ly chat luong theo tieu chuan ISO 9001:2015.
Thuong xuyen cap nhat ho so va khai thac tinh nang cua phan mem quan ly nhan su.

5 Thubng xuyen

• r r \
Thuc hien nghiep vu van thu, luu tru: Quan ly van ban di - den, quan ly su dung con dau, lap ho so 
cong viec, thu thap, chinh ly tai lieu...6 Thubng xuyen

Theo ke hoach 
cua cac don viThu thap va chinh ly tai lieu dua vao luu tru.7

a. X X ■•/v *> a* rmr\mm a \ •Lap ho so de nghi tieu huy doi vbi cac tai lieu het thoi han bao quan theo quy dinh.8 Thuong xuyen
To chuc kiem tra cheo cong tac van thu luu tru tai UBND cac phubng, trubng hoc thubc UBND 
quan. Theo ke hoach9

Thang 11/2021Thuc hien che do bao cao thong ke cong tac van thu luu tru- va tai lieu luu tru nam 202110

•i - \ ir k
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TIEU CHI CHAM DIEM 
CONG TAC VAN THlT LUtJ TRLf NAM 2021

(Kem theo Ke hoach so bft /KH-UBND ngayj$ thangQjnamSKXLi^ 

ciia UBND quqn Long Bien)

Diem
danhDiem 

toi da
Ghi
chuSTT Noi dung chi tieu thi dua

gia
X /v ' X ^To chiic tuyen truyen, pho bien luat luu tru- va cac 

van ban quy djnh , huo’ng dan
1 10

Tham dir day du, dung thanh phan cac dm pho bien 
luat va van ban quy pham phap luat ve VTLT do 
Quan to chuc:
- Tham gia day du chdm: 5 diem;
- Tham gia khong day du chdm: 3 diem;
- Khong tham gia chdm: 0 die?n.
Chu dong trien khai, tap huan cac van ban quy pham 
phap luat va hirong dan nghiep vu VTLT tai don vi:

r 9 r f 9- Co to chuc chdm: 5 diem;

5a

b 5

- Khong to chuc chdm: 3 diem.
2 Xay dung va ban hanh van ban quan ly VTLT 10

a x a •Xay dung Ke hoach, ban hanh quy che, quy dinh ve cong 
tac V'FLT, Danh muc ho so cong viec, Bang thoi han bao 
quan tai lieu ciia don vi:
- Da xay dung day’ du, dung quy dinh chdm: 10 diem;
- Da xd)> dung nhung chua day du chdm: 05 diem
- Chua xay dung van ban chdm: 0 diem;

10

Ve cong tac to chuc va can bo3 10
Co van ban phan cong nhiem vu cho cong chuc, vien 
chuc qo chuyen mon, nghiep vu phu trach cong tac 
VTLT:

r r f r 9- Bo tri dung chdm: 5 diem;
- Chua bo tri dung chdm; 3 diem;________________
Thuc hien che do tien luong, phu cap doc hai cho 
CC, VC lam cong tac VTLT theo quy dinh hien 
hanh:
- Da thuc hien che do phu cap doc hai dung quy dinh 
chdm: 5 diem
- Chua thuc hien chdm: 0 diem;
(Doi vai dan vi khong duqc giao bien che phi trach 
cong tac VTLT chuyen trach duqc tinh 05 diem)

5a

5
b

8
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Cong tac quan ly van ban di - den, quan ly va xir 
dung con dan dung quy djnh.___________________
Thyc hien viec quan ly van ban di - den tren phan 
mem va liru ho so dung quy djnh:
- Thuc hien viec quan ly van ban di - den dung quy 
djnh chdm: 10 diem;

4 15

10a

- Da thuc hieri tuy nhien co mot so noi dung chua 
datyeu cdu chdm: 05 diem

> \ r 9

- Nhieu noi dung chua datyeu cdu chdm: 0 diem.
Quan ly sir'dung con dau:
- Quan ly va su dung con dau dung quy dinh chdm: 5 
diem
- Viec quan ly, sit dung con dau chua dung quy dinh 
chdm: 0 diem

b 5

A A ' 'Cong tac lap ho so cong viec va thu, nop ho so’ tai 
don vj.

5 15

Thuc hien viec lap ho so a cac don vi:
- Tat cd cac bo phan chuyen mon cua don vi thuc 
hien viec lap ho so cong viec va nop luu ho so theo 
quy dinh chdm: 10 diem

r

- Mot so bo phan chuyen mon chua thuc hien viec lap 
ho so cong viec, chua thu nop ho so chdm: 5 diem
- Nhieu don vi chua thuc hien viec lap ho so cong 
viec va chua thu nop ho so hang ndm theo quy dinh 
chdm: 0 diem

10a

Viec quan ly va thu thap ho so cong viec hang nam:
- Thu thap day du cac van ban, thdnh phan trong ho 
so cong viec chdm: 5 diem
- Khong tien hdnh viec thu thap ho so hoac thu thap 
ho so khong day dii van ban, gidy to theo quy dinh 
chdm: 0 diem

b 5

Chinh ly tai lieu ton dong 106
Chi dao, huong dan chinh ly tai lieu ton dong tai DV:

7 y y r 7-Da chinh ly hodn thien TL ton dong chdm: 10 diem; 

-Da chinh ly dupe 1 phan TL ton dong chdm: 5 diem; 

-Chua chinh ly TL ton dong chdm: 0 diem.

10

U ng dung cong nghe thong tin 57
- Dd ung dung cong nghe thong tin vdo quan ly tai lieu van thu

liru trie.
+C6ng tac van thu chdm: 3 diem 

+ Cong tac hm t/ii chdm: 2 diem
- Chua ung dwig chdm: 0 diem.

5

9
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Bo tri kho luu tru’ tai lieu8 10
Bo tri phong, klio bao quan tai lieu dam bao cac yeu 
cau ky thuat va thiet bj bao quan:

-B6 tri day du chdm: 10 diem;
-Chua bo tri day du chdm: 5 diem;
-Khdng bo tri chdm: 0 diem.

10

To chirc sir dung tai lieu luu tru‘9 5
Co day du cong cu tra cmi, so sdch (phdn mem quan 
ly) dang ky, theo cldi phuc vu sic dung, co noi quy sic 
dung tai lieu: 5 diem.
Chua day du chdm: 2 diem

5

r

Thuc hien che do thong tin, bao cao djnh ky va 
dot xuat theo yen can

10 10

Bao cao thong ke djnh ky hang nam theo Thong tu so 
09/2013/TT-BNV; Bao cao dinh ky, chuyen de, dot 
xuat:

-Thuc hien die, diing thai gian quy dinh chdm: 10 
diem

10

-Chua time hien dii, chua dung thai gian quy dinh 
chdm: 5 diem.

-Khdng thuc hien chdm: 0 diem

Tong cong 100

10


