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Kt HOACH 
Gong tac van tint, btu till giai doun 2020 -2025, tAm nhin den nant 2030 

Can dr Luat to chire chinh quyen dja phuang nam 2015; Lust luu tat nam 
2011; Nghi dinh 92/2006/ND-CP ngay 07/9/2006 cUa Chinh pha ve lap phe duyet 
va quan 15/ quy hoach tong the pilaf triên kinh te xa hi; Nghi ,c/inh 04/2008/ND-
CP ngay 11/01/2008 ve viec sira dOi, 1)0 sung mOt so dieu cüa Nghi dinh 
92/2006/ND-CP; Nghi dinh so 01/2013/ND-CP ngay 03/01/2013 caa Chinh pha 
quy dinh chi tiet mOt se dial dm Lust luu hit; 

Can cir Quyet dinh sia 7051/QD-UBND ngdy 22/12/2016 dm UBND thanh 
pile Ha N0i phe duyet Quy hoach nganh van thu, luu tra thanh pho Ha Ni den 
ham 2020, tam nhin den nam 2030; 

UBND quasi Long Bi8n xay dung k hoach cong tac van thu, luu 	giai 
clop 2020 - 2025, tam nhin den nam 2030, cp the nhu sau: 

I. MIX BICH, YEU CAU 
Mgc dich 

- Xay dung va hoan thin h thang van ban nghiep viquân 13% cong tac van 
this, km tra nharn quan 1ST thong nhat cong tat van this, luu trir theo hutrig hien 
clai, chuyeri nghiep; Nghien cau va Ung dung khoa h9c ding nghe, ding nghe 
thong tin dap ung yeu cau hien dai hoa cong tac van this, luu tit; 

- Xay dung, kien toan to chat b0 may, di ngil lam clang tac van this, luu 
trit dam bao so lugng, da tieu chuan cOa ngach, có,  tinh chuyen nghiep nham 
thong nhat dux hien chat nang quany clap Ung yeu cau nhiem Nig, darn bao hoan 
thanh cat muc tieu, nhiem vu cla ra ve cong tac van this, luu tilt; 

- Xay dung h theing ca so: vat chat, &au ttr trang thiet bi, phuang tin dap 
ung yeu cau ye ding tac van this, hm 	bao ye, bao quan an toan va to chirc sCr 
dung hieu qua tai li'eu luu trir; 

-,Thu thap, chinh 	tai lieu tai cat dan vi, be sung tai lieu cho cac phong 
con thieu vã phat buy gia tri cuB tai 1iu luu tra; 

flu cau 

Thu truang cac phong, ban, dan vi thuOc UBND Quan, Chu tich UBND 
cac phisang, Hieu fru:Ong cac truang cong lap trtrc Ulu& UBND quan can dr tinh 
hinh thgc te cOa dan vi, xay clung ke hoach và to chat thtsc hien clang tac van this, 
luu tra: giai doan 2020 - 2025, tam nhin den nam 2030 dat hieu qua. 

H. NoI DUNG 
, 	1. Xfiy cityng he Meng van ban quart I, van ban hutng an nghiep vy 

ye cOng hie van thtr, Jun trit 



- Giai doan 2020 - 2025: 100% cac don vi hoan thanh viec xay dung he 
thong van ban nghiep vv ve quan 19 cong tac van thu, luu 	quy che,cong tat 
van thu, 	tit; nai quy sir dung tai lieu, nOi quy phong thong chay, no...; bang 
quy dinh Med 	bao quan ha so, tai li'eu hinh thanh trong haat Ong cila co 
quan, t6 chtirc; lp danh myc h6 so hien hanh hang nam. Cap nhat cac van ban 
quan 19, van ban hutng an nghiep vii ve cong tab van thu, ltru tnt theo quy 
dinh. 

Giai doan 2026 - 2030: Thuang xuyen ra sok, chinh stira, bo sung hoc xay 
dung mei van ban quan 	van ban huang clan nghiep vi ve cling tac van thu, luu 
tiff theo quy dinh. 

2. Dinh inarng Sc chi tieu ngh4 	ve ding tic van this, liru tril 
2.1. Cling tic van thu 

a) Dot i 	UBND qu4n vA UBND Sc phuirng 
Giai doan 2020 - 2025: 

100% cac don vi thvc hien viec quan lY van ban di - den theo quy dinh 
va sir dung phAn mem quart 19 van ban; 

100% can b0, tong chtirc, vion chat lap ha so cong viec va nap km ha so 
tai lieu vao Luu tit ca quan dung quy dinh; 

100% cac don vi triL khai Nth duy tn h thang mang nai ba, he thang thu 
dien tir phpc Nip cho viec trao doi, chia se thong tin nOi b bao darn nhanh ch6ng, 
thuan tin va hieu qua; Su dyng phan mem quan 19 van ban; 

100% cac van ban, tai 1iu chinh thirc trao doi gitta cac co quan dugc thy° 
hien tren m8i truang mang, stir dung chit k9 so dam bao yeu cAu ban mat thong tin; 

100% can b.& cong chirc, vien chat stir dung thu din tir cho cling viec. 
+ 80% cac don vi 1p ha so c8ng viec tren mai truth-1g mang; 

- Giai doan 2026 - 2030: 100% cac don vi trien khai lap ha so ding viec, 
giai guy& c8ng viec va quan ly ho so, tai lieu trong rnoi tnnImg mang; 

b)Diii vol Sc trtreeng MN, TH, THCS, PTCS ding 14p: 
- Giai doan air nam 2020 den nam 2025: 
+ 	100% cac don vi thvc hien viee quan 19 van ban di - den theo quy dinh; 

100% cong chat, vien chat lap ha so cong vie'c va nap Itru ha so tai lieu 
vao Luu tnt co quan dung quy dinh; 

100% don vi triOn khai va duy tn h6 thang mang nal ba, he thang thu 
din ttir phyc vçi cho viec trao d8i, chia se thong tin nai ba bao dam nhanh ch6ng, 
thuan tin va hieu qua; 

100% tong chtirc, vien chirc stir dung thu din tir cho tong viec. 
60% don vi 	nghiep tri8n khai lap ho so tong viec tren mai trutng 

mang; 20% cat van ban, tai lieu chinh thirc trao dai gicra cat co quan duot thvc hien 
tren mai truang mpg, stir dyng chit ky sO dam bao you cAu bao mat thong tin; 

- Giai doan air nam 2026 den nam 2030: 80% Sc don vi trier) khai lap 116 so 
cong viec, giai guy& cong viec va pan ly ha so, tai lieu trong m8i truang mang; 
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30% cac van ban, tai lieu chinh thirc trao M trong moi truang mang sir dung chit k9 
so dam bao you cau bao mat thong tin; 

2.2. Cling Mc In frit 	:4* 
a) Ti UBND qu4n 

- Giai doan 2020 - 2025: 
+ 	80% tai lieu &rot chinh 19 bean chinh, bac) guan trong kho hru tilt 

80% tai heu c6 gia tri bao pan vinh 	dn han nOp km va Luu trit 
lich sir Thanh pho theo guy dinh. 

- Giai doan 2026 - 2030: 

100% tai lieu throe chinh 132 hoan chinh \fa bao pan trong kho luu frit; 

79% tai lieu c6 gia tri vinh vin da dan han nQp Jim v Luu tat lich 
Thanh pho theo guy dinh; 

b) Ti UBND Sc phuirng 

- Giai doan 2020 - 2025: 

80% tai lieu tai UBND phuong dugc chinh 19 hoan chinh, thong ke, bao 
quail va phpc vp sir dung tai lieu kru trU theo guy dinh; 

70% UBND phuong xay dung cling cp quari19 tai lieu luu frit ken may tinh; 
+ 50% UBND phtrang trang bi phan mam ca se( dit lieu km tat. 
- Giai doan 2026 - 2030: 

+ 100% tai lieu tai UBND phuong throe chinh 19 hoan chinh, thong 
quan va phtic vu sir dung tai lieu Jim trG theo guy dinh; 

+ 100% UBND phuong xay dtmg ding cu quan 19 tai lieu luu fr& ti 

P;: ;. 

70% tai lieu tai cac dan vi dirge chinh 19 hoar' chinh, thong ke, bao quan 
vã phuc vu sir dung tai lieu hru kit theo guy dinh; 

70% don vi xay dung cong Cu quail 19 tai lieu luu tat tren may tinh. 
- Giai doah 2016 - 2030: 

100% tai lieu tai cac don vi &rot chinh 19 hoan chinh, thOng Ice, bao 
quan va phpc vu su• dung tai lieu lut kit theo guy dinh; 

100% clan vi xay dung ding cii guan 19 tai lieu luu 	tren may tinh. 
2.3. Xay dtrng döi ugh Ong chtic, vien dint lam &Ong tac van tn., In tat 
Xay dung dOi ng9 ding,  chirc, vien chat dam nhiem cong, tac van thu, lu 

kir dü ve so !ring, darn ban ye chat krang; c6 ciao dire, pham chat tot, c6 trinh d0 
chuyen mon, nghiep vy \fa ky nang chuyen nghiep dap ung yêu cau nhiem vy 
Gong tac va phat trier' cOa nganh van thu, mu tat. 

2.4. He Hying co' so• v4t chit 

- Giai doan 2020 - 2025: 

tinh; trang bi phan mm ca ser du' lieu luu trir. 

c) Ti cac &Wing MN, TH, THCS, PTCS ding l4p: 
- Giai doan 2020 - 2025: 

Ice, bao 
74.77,4,  

-en may 



+ Kho luu tnt UBND pan nam trong try sâ co quan, dap Ung day dO you 
cÀu ky thuat, trang thiet bi hien dai de de luu tnt va bao van ho so, tai lieu theo 
quy dinh va Co pheng doe de khai thac sir dyng tai lieu; 

Kho luu trir UBND phirimg: 100% UBND cac phthang di tao, bo tri 
phong,  kho luu trii• dam trong try so• co quan, c6 din 	toi thieu 20m2  \fa dap 
img day dill'  yêu eau Icy thuat, trang thiet bi de thyc hien Mu frit h6 so, tai lieu theo 
guy dinh; 

+ Kho Luu triTh cac twang cong lap: 100% don vi bA tn tO, phong kho luu 
ti-ft de bao quail tai lieu hru tat, trong do có 50% don vi b8 tri lcho Lull trit de bao 
guar' tli 1iu, din tich toi thiau,20m2  va dap tang day dU yeu cau k thuat, trang 
thiet bi de km trit va bao quan ho so, tai lieu theo guy dinh. 

Giai clop 2026 - 2030: 

Kho luu trft UBND phuong: 100% don vi kho km tit c6 phong doe da 
khai thac sir dyng tai lieu Mu tit; 

Kho Lim tril cac triang &Ong lap: 100% don vi ba tri pheing kho Luu frit 
dO di'en dch, lap daTtrang thi8t bi dap Ung day dO you thu k5 thuat de bao quan 116 
so, tai liOu luu trit de bao quan ho so, tai lieu Mu trir; 

2.5. frng clung cling nglq thong tin 

Giai doan 2020 - 2025: 

Thyc hien viec,s0 hod van ban dOi vói toan WO van ban di - clan tai quan 
va cac don vi; kat nsOi thing 110 \Teri phan mem Quan IY ho so ding viec cOa Thanh 
ph& Tao so, in so time hien tren phan mem. Sir dyng phan mem co so• &I lieu luu 
trit vao quail IY, luu ti-ft tai 1iu trong cdc co quan, don vi cOa quan; 

Tao kho thu vin din tir luu 	cac tai lieu chuyen nganh, vani ban phiic 
vy boat &Ong chuyen mon dm cac dot vi. Bang tai van ban tai Wen Cong thong 
tin di'en quan, phdong phyc vy nhu thu tra cuu, tim hieu thong tin cUa cac to 

cá nhan. 

Tiap tpc phat trier' phan mm diau hanh tac nghiep hO try haat dOng chi 
ciao, diau hanh cilia Thwart-1g truc HDND, UBND quan, theo clOi kat qua thyt hie'n 
cac 9  kien kat Juan chi dao cOa UBND quan. 

Giai doan 2026 - 2030: Nang cap phan mam cong tac van thu, phan mm 
co sac da lieu den dia ban toan 

III. GIAI PHAP THVC H4N 

1. Bi ineti quail 19 nhn /mot v tinh nye van thu., 	frit 
Tren co sir quy dinh cua phap luat va yeu eau thyc tin, tin hanh re sok 

xay dyng N/A ban hanh cac van ban chi dao, hung clan nghiep vy cong tac van 
thu, ILFU tit áé thyc hien tilting nhat trail c/ia ban ,quan, dap &rig yeu cau nhiem vy 
guar' ly, dieu hanh duy tri boat dOng co quan, tO chirc dirge thong suat; quan ly, 
bao quasi, to chirc sir dyng tai lieu van tiny, tai HOU luu trit clang mpc dich; 

Bo tn dO nhan lye de thyc hiOn cong tác quail 19 nha nu6c ve van thu, Km 
tat; 	plurang phap quan ly, nang cao hieu lye va hieu qua boat d'Ong cOa 
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t.t 

be may guan 19 nha nu& ve cling tic van this, lull till, dim bao dO nhan lvc lam 
van this, luu trü theo vi tri viec lam trong cac don Id; 

- Doi mai hoat d6ng cong4ac Hem tra ve cong tac van this, luu 	cong 
tac guan 19 tai lieu Jut tra; cong tic thu thip, chinh 19, xac dinh gia tri tai lieu luu 
tris; Gong tic bao quail, to chirc, sir dung tai lieu luu tit; cong tic giao nep tai ,lieu 
km tra vat) Um tar lich sir; thuong xuyen throng dan, kiem tra viec lip 116 so 
cong viec vi nOp luu ho sa, tai lieu van Luu tilt co guan; 

2. Nang cao nhin that v vai tro cüa cong tic van thu, Iuu tar 
- Tang cuong cong tac tuyen truyen, ph o bin pan triet cac van ban guy 

pham phap luit, van ban huong clan ve cong tac van this, km trir d8n can b6, cong 
chisc, vien chirc, cac tang lop nhan din ye vai tro, vi till, tam guan tr9ng, 9 nglila 
dm ding tac hru nil N/A tai lieu luu 	khang dinh viec bat) quart an toan vi tei 
chirc sir dpng tai lieu luu trull nhiem vp cOa toan xi h6i, mang tinh xi h6i; 

Tuyen truyen van dOng cac ci nhan, gia dinh, clang h9 trong viec ban 
guan, hien tang tai lieu co giatri, tai lieu km trit gu9 hiem cho Luu 	lich sir; 

Tang cueing dao tan, bei duong chuyen mon, nghiep vp, dao dirc nghe 
nghiep cho dOi ngti cling chirc, vien chirc Jim cong tac van this, luu tit theo tieu 
chum n c0 a ngach van this, km trit 

3. ling dyng khoa hyc cong ng4 vim cling tic yin thu', hru frit 

Trien khai clang b0, hien qua Ong dung khoa hoc Icy/ thuat vi cong nghe 
thong tin vao cong tac van this, 	theo tang giai doan vi phO hop voi diet' 
kien phat trien kinh te, xi hoi cOa guilt. 

Xay dung cac phin mem Ong clung, te chat sO h6a tai lieu km tra, xay 
dung ding cp tra cOt phpc vp tot viec viec bac) guan, quan 19 Jut till thong tin so, 
tai lieu then tir tren mei throng mpg theo guy dinh; ph& trien nhan ltsc Ong clting 
cong nghe thong tin trong cong tac van thu, luu 	theo huang hien dai, phpc vp 
cong tac dieu hanh, to chirc sir dung tai lieu cila ca guan, dan vi. 

4. Dim bio ca vit chit cho cling tic Vin thu', 	&IF 
- Xay dting 1(8 hoach, bo tri kinh phi hang narn dim bao nhu cu v van 

this, km till; Diu tu, ning cap ca so• vat chit, trang thi8t bi hien dai cho ding tic 
van this, km tilt; xay dung, pilaf trien cong tac van this, km frit theo nhang mpc 
tieu, chi,tieu at ra; Liu tien dau tin hoan thien cac phong Kho Jut trir dim bao dit 
tieu chuank57 thuat, an tom, an hinh. 

- Duy trithuoug xuyen viec bao guan, suit tam, phat hien, thu thip, sir dung 
dung mpc dich„c6 hiêu qua tai lieu luu 	tai lieu km tit gu.9 hiem; cham dirt 
tinh trang tai 	ton dohs, !thong duct chinh 19 khoa h9c. 

IV. TO OHM TI-IVC HItN 

1. Thu truirng Sc phOng, ban, dim vi, Chii tich UBND Sc phutng, IWO 
truieng Sc truirng ding lip: 

- TO dolt trien khai thisc hien Ice' hoach ctia UBND Quin v8 ding tic van 
thu luu nit giai doan 2020 - 2025 vi tam nhin den 2030 dim bao nei dung vi cac 
chi tieu d ra theo tiling giai doan. 

• 
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Noi nhttn: 
- So•Nii vci (chi chc VTLT); 
- 0/c ChO tich UBND qua)); 
- Cac !Thong, ban, dan vi; 
- UBND cac plarang; 
- Cac atnang ding 14;/  
- Lau: VT, NV. (54 

TM. Ut BAN NHAN DAN 
KT. CHO TICH 

PHI CHU TICH 
et al xra ka  

,..cNC4‘  

:4.41•14.  

ic/fr
y..;,,,I...5.7:, .ta.  

{ WT ,a,  
7  \  SN .t:;:::yatc4:;ic$:f 

ITh4i.1Ii Thu Hwang 

UBND Sc phu*ng va Sc &won ding 	xay dung ke hooch cong tac 
van thu luu tat giai doan 2020 - 2025 va tarn nhin den 2030 phii hop voi Eau kien 
va tinh hinh thgc tecila dia phtrong, dan vi. Dang tai cong khai tren C8ng thong tin 
din tfr phuang, trang thong tin din tü dm truang, ch4m nhtut ngay 28/5/2019. 

Tang cuang (mg dung ding ngha thong tin, quan 13i chat Kiang theo tieu 
chuan ISO 9001:2015 vao ding tac van this, Itru tar; 

Phan c8ng cong chdc, viten chac lam &Ong tac,van this hit tar pha hgp vol 
yeu cau va tinh hinh thgc te tai don vi; Thgc hian che dO ph u cap cho cong chap, 
vien chat vã nguai lam cling tac km tat theo quy dinh. 

2. Van phong HDND&UBND qu4n: 

chat hugng dan, don dac, kiam soat cac dan vi tã chat trian khai thgc 
hien ke hoach cüa UBND Quan doi voi filth vgc luu tat va ung dung &Ong nghe 
thong tin trong cong tac van thu luu tat. 

Da xuAt UBND Quan cac giaiphap thgc hien Sc chi tieu va van this, km 
tat theo timg giai doan, dap irng you cau va chi ciao cua Thanh pito. 

3. Phong Ni vy qu4n: 

La dan vi dAu mOi va cong tac quart Ii nha nu& va van thu 	tar tai 
quan, chi] tri, phoi hop vol van phong HDND&UBND quan t8 chirc htrang dAn, 
don doc, kiem soat cac dan vi to chic trien khai thgc hien ke hoach cua UBND 
Quan doi vói 11th we van thu va nghiOp vp van thu. 

De xuat UBND Quan cac giai phap thgc hian cac chi tiou ve c8ng tac van 
thu km tat theo timg giai doan, dap ang you cau va chi dao cüa Thanh ph& 

Tren day la ka hoach cong tac van this, lull tat giai doan 2020 - 2025, tam 
nhin den nam 2030. UBND quan you cau Sc don vi nghiem ale trian khai thgc 
hiOn, neu c8 phat sinh wrong mac, de nghi kip thai bao cao va UBND quan (qua 
phong NOi lig) de dugc huong dan, giai quyat./:--411-.  
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