
CONG HOA XA H0I CHU NGHIA VIET NAM 
D9C lap - Tir do - Hanh phuc

UY BAN NHAN DAN 
QUAN LONG BIEN

o ^
Long Bien, ngay ikdng fajjiam ~>nnn

6K/So: b^/KH-UBNU

KE HOACH
Cong tac van thir, luu tru’ nani 2020

Can cu Luat luu tru so 01/2011/QH13 ngay 11 thang 11 nam 2011; cac 
Nghi dinh cua Chinh phu, Thong tu huong dan cua Bo Noi vu; Quyet dinh so 
7051/QD-UBND ngay 22/12/2016 cua UBND thanh pho Ha Noi phe duyet Quy

r r \ r

hoach nganh van thu, luu tru thanh pho den nam 2020, tam nhin den nam 2030; 
Ke hoach so 06/KH-UBND ngay 09/01/2020 cua UBND thanh pho Ha Noi ve 
cong tac van thu, luu tru nam 2020;

Uy ban nhan dan quan Long Bien xay dung ke hoach cong tac van thu, 
luu tru nam 2020 nhu sau:

I. MUC DICH, YEU CAu
1. Muc dfch:
- Nang cao trach nhiem cua ngudi dung dau cac don vi trong viec quan ly, 

chi dao cong tac Van thu, luu tru; nang cao trach nhiem cua can bo, cong chuc 
trong viec lap ho sa va nop luu ho so, tai lieu vao luu tru co quan.

- Hoat dong van thu, luu tru cua cac phong, ban, dan vi, UBND cac 
phudng, cac trudng hoc di vao ne nep va thuc hi?n dung cac quy dinh cua phap 
luat ve cong tac van thu, luu tru; khai thac co hieu qua cac tai lieu dugc dua vao 
luu tru theo quy dinh;

2. Yeu cau:
- Thu trudng cac dan vj, Chu tich UBND cac phudng, Hieu trudng cac 

trudng cong lap true thude UBND quan can cu tinh hinh thuc te cua don vi, xay 
dung ke hoach cong tac van thu luu tru nam 2020 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 do hoan thanh nhiem vu dugc giao ddi vdi 
cong chuc, vien chuc, danh gia thi dua hang nam ddi vdi ca nhan, tap the.

II. N0I DUNG, NHIEM Vy CONG TAC VAN THLT, LUU TRU
1. Cong tac quan ly nha nude ve van thir, luu tru-
a) Tuyen truyen, pho bien phdp luat ve cong tac van thu luu trie:
Thudng xuyen tuyen truyen, phd bien Luat luu tru, Nghi dinh so 

01/2013/ND-CP ngay 03/01/2013 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, phudng,
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1 f A X A •truang hoc), thong qua cac hoi nghi tap huan, so ket, tong ket, hop giao ban 
nham nang cao nhan thuc cua can bo, cong chuc, vien chirc ve vai tro, tam quan 

trong cong tac luu tru va gia tri cua tai lieu luu tru-;
b) Xdy diyng, ban hdnh cdc van ban ve cong tac van thu lieu trie vd to 

chuc thuc hien cong tac van thu luu trie:
- Ra soat, b6 sung danh muc hd so cong viec va bang thdi han tai lieu co 

quan; chd do bao cao thdng 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 thuoc ITnh 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 thi so 35/CT-TTg ngay 07/9/2017 cua 
Thu tuong Chinh phu ve tang cudng cong tac lap ho so va giao nop ho so, tai 
lieu vao luu tru co quan, luu tru lich su; Quyet dinh so 6236/QB-UBND ngay 
26/11/2014 cua UBND Thanh ph6 Ha Noi vd viec suu tam tai lieu luu tru quy, 
hiem tren dia ban Thanh pho giai doan 2016 - 2020;

c) Cong tac boi dufrng, tap huan:
To chuc 01 lop tap huan, boi dudng chuyen mon, nghiep vu ve cong tac van 

thu, luu tru cho cac can bo lam cong tac van thu luu tru cac don vi (quan, 
phubng, trudng hoc).

d) Kient tra viec thuc hien cdc quy dinh ve van thu, luu tru:
- Xay dung tieu chi cham diem cong tac van thu luu tru va tang cudng 

kiem tra, danh gia viec thuc hien cua cac don vi theo tieu chi da ban hanh.
- Thuc hien kiem tra cheo giua cac phong, ban, phubng, trudng hoc; (co 

ke hoach rieng).
2. Hoat dong nghiep vu ve van thir, luu trir
a. Cong tac van thu:
- Thuc hien cac ky nang soan thao va ban hanh van ban dam bao dung the 

thuc quy dinh tai Thong tu so 01/2011/TT-BNV ngay 19/01/2011;
- Chuan hoa cong tac quan ly van ban di - den theo quy dinh hien hanh va

/ *> r

quy trinh quan ly chat luong theo tieu chuan ISO 9001: 2015 tai tat ca cac don vi;
- U'ng dung CNTT trong cac hoat dong van thu, luu tru vd van hanh, khai

r t ^ a *. ^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 2020; Thuc hien viec 
lap ho so cong viec va nop lun ho so, tai lieu vao Luu tru co quan;

^ •a*a'>/? f if •/Ca- 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.
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b. Cong tdc luu tru:
r t \ * f

- Xay dung Ke hoach, bo tri nguon kinh phi va to chuc thirc hien viec thu 
giao nop, chinh !y tai lieu dira vao lim trfr ca quan; xir ly tai lieu ton dongCHUM 6

theo quy dinh cua phap luat;
- Thirc hien viec thu thap tai lieu luu tru lich su dua vao kho luu tru lich/

su cua Thanh pho;
> /

- Thuc hien cong tac suu tam tai lieu quy, hiem tren dia ban quan theo 

huong dan cua Thanh pho;
- Bo tri cac dieu kien ve co sd vat chat, trang thiet bi, phuong tien thiet 

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

III. TO CHlTC TH^TC HIEN
1. Phong Noivu:
- Tham muu UBND quan xay dung, trien khai thuc hien Ke hoach cong 

tac van thu, luu tru nam 2020; xay dung tieu chi danh gia cham diem thi dua ve 
cong tac van thu luu tru cac don vi, kiem tra, huong dan cac dan vi thuc hien 
cong tac van thu, luu tru theo ke hoach nay;

t ^

- 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 vdi cac quy dinh phap 
luat hien hanh;

o r ^

- To chuc 01 lop tap huan, boi duong ky nang, nghiep vu cong tac van 
thu, luu tru cho can bp, cong chuc, vien chuc, lao dong hop dong trong co quan;

- 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 thupc UBND quan theo quy dinh hoac 

theo yeu cau;

$

T*

r 9 ** •- Thuc hien viec kiem tra cong tac van thu, luu tru, cham diem thi dua doi vdi 
cac phdng, ban, UBND cac phudng, cac trudng cong lap true thupc UBND quan.

2. Van phdng HDND & UBND quan
- Ra soat, tham muu sua doi, bo sung hoac ban hanh mdi he thong van 

ban ve luu tru theo quy dinh cua Nha nude;
- Thuc hien cong tac van thu - luu tru cua co quan;
- Tham muu UBND quan xay dung ke hoach, du tru kinh phi chinh ly tai 

lieu, trang thiet bi, phuang tien thiet yeu bao ve, bao quan an toan tai lieu.
-To chuc thuc hien viec thu thap, giao npp, chinh ly tai lieu cua cac 

phdng, ban, dan vj dua vao luu tru ca quan, luu tru lich su thanh pho; xu ly tai 
lieu ton dong theo quy dinh cua phap luat; bao cao Chi cue Van thu - Luu tru 

thanh pho (thupc Sd Npi vu) theo quy dinh.
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- Quan ly kho liru tru ca quan, thuang 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 

loan tai lieu luu tru;
- Phoi hop voi phong Noi vu to churc 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 vi, UBND cac phuong, cac truo’ng 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 

2020 cua don vi dang tai cong khai tren ngan thu muc, cong thong tin dien tu 

cua don vi cham nhat ngay 05/02/2020;
- 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 vai yeu cau va tinh hinh thuc te tai don vi; Thuc hien che do phu cap 
doc hai cho cong chuc, vien chuc va nguai lam cong tac luu tru theo quy dinh 

hien hanh.
‘ f * y x a •

- Thuc hien che dp thong tin bao cao: gui ve UBND quan (qua phong Npi 
vu), gom: Bao cao 6 thang dau nam 2020: cham nhat vao ngay 05/7/2020 (bieu 

mdu 01/CS);Bio cao nam 2020: cham nhat vao ngay 15/12/2020 (bieu 

02/CS).
mau

. - y ' ^

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 thoi 
phan anh ve UBND quan (qua phong Npi vu) de dugc huong dan, giai quyet./.

TM. UY BAN NHAN DAN 
KT. CHU TICK 

TICK

Nffinhan
- UBND Thanh pho, Chi cue VTLT TP; 

' - TT Quan uy-HDND-UBND quan;
- Cac phong, ban, don vj;
- UBND cac phuo-ng;
- Cac don vi truong hoc;
- Luu: VT,NV. (5)^ . .

o
/OvC

^ i

Dinh Thi Thu Hu,o,ng
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m-¥.mn
BIEU NOl DUNG VA TIEN D0 THUG HIEN CONG TAC VAN THU LUU TRET NAM 2020
(Ban hanh kem theo Ke hoach so ?><i. /KH-UBND ngay ^thangfrixiam 2020 cua UBND quan Long Bien)

Tho’i gian 
hoan thanh

Dan v| phoi hapNoi dung Dan vi thtrc hienTT

Xay dung, trien khai ke hoach van thir, luru tru cua 
UBND quan.

Van phong 
HBND&UBND1 Phong Noi vuThang 01

r

Bao cao thong ke cong tac Van thu liru tru va tai lieu hru 
tru nam 2019 (Theo yen cdu cua Chi Cue VTLT TP)

Van phong 
HBND-UBND

Phong No i vu2 Thang 01
• r 'i

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

Van phong 
HBND-UBND3 Phong Noi vuThang 02

Xay dung Du tru kinh phi chinh ly tai lieu, trang thiet hi, 
phuong tien bao quan tai lieu; xay dung ke hoach chinh 
ly, xu ly tai lieu ton dong.

Van phong 
HBND-UBND

Phong Noi vu4 Thang 02

^ 9 >

Ra soat sua doi, bo sung danh muc ho so cong viec va 
bang thdi han bao quan tai lieu luu tru cua UBND quan.

Van phong HBND- . 
UBND

Phong Noi vu5 Thang 03

Van phong HDND- 
UBND

X r r * ' •To chuc 01 lop tap huan nghiep vu van thu, luu tru.6 Thang 7 Phong Noi vu. ,

Thang
7,12/2020

Van phong 
HBND-UBNDBao cao dinh ky cong tac Van thu luu tru.7 Phong Noi vu

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

cac phong ban don vi. To chuc tieu huy tai lieu trung 
thua, tai lieu het thdi han bao quan theo quy dinh.

Phong Noi vu8 Thang 11
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^ • /N • '- Thirc hien quy dinh ve van hanh, khai thac, su dung 
phan mem quan ly van ban di den va dieu hanh tac 
nghiep gan vdi thirc hien quan ly chat lugng theo tieu 
chuan ISO 9001:2015.
- Cap nhat bo sung thong tin ho so CBCCVC va khai 
thac cac tinh nang cua phan mem quan ly nhan sir.

Cac phong, ban, 
don vi; Van phong 

HDND&UBND9 Thuong xuyen

Phong Noi vu

Van phong 
HBND-UBND, 

Cac phong, ban, DV

•> r i • r r rQuan ly van ban di - den, quan ly su dung con dau, lap 
ho so cong viec10 Thuong xuyen

Van phong 
HBND-UBND quan;Bao tri, sua chua ve sinh kho, tai lieu luu tru quan.11 Phong Noi vuThuong xuyen

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

Van phong HBND- 
UBND

Theo KH cua 
UBND quan

12 Phong Noi vu

• r\ • ^ ' rTiep tuc thirc hien Be an suu tarn tai lieu quy hiem tren dia 
ban quan.

VP HBND-UBND; 
Phong VHTT

Theo KH cua 
Thanh pho

13 Phong Noi vu

Thirc hien viec thu thap tai lieu dua vao luu tru lich su 
thanh pho. Van phong 

HBND-UBND
Theo KH cua 

Thanh pho
14 Phong Noi vu
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BIEU NOI DUNG VA TIEN DO THlTC HIEN CONG TAG VAN THEf LlTU TRET NAM 2020 
DOI V6l UBND PHET6NG VA CAC DON VI TRI/ONG HOC

(Ban hanh kem theo Ke hoach so 'bd^/KH-UBND ngay\^thdng 01 ndm 2020 cua UBND qudn Long Bien)

STT Thai gian hoan thanhNoi dung
Xay dung, trien khai ke hoach thurc hien cong tac van thu, liru tru nam 2020.
Phan cong nhiem vu va thirc hien che do phu cap cho cong chuc, vien chuc lam cong tac van thu, 
luu tru; UBND cac phudng giao nhiem vu cong chuc Van phong - Thong ke kiem nhiem cong tac 
luu tru.

1 Thang 02

2 Thang 02

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 4
rri • fS. / \ f*. • /s. • >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 ydi thuc hien quan ly chdt luong theo tieu chuan ISO 9001:2015.
Thubng xuyen cap nhat ho so va khai thac tinh nang cua phan mem quan ly nhan su.

5 Thubng xuyen »

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 dcm viThu thap va chinh ly tai lieu dua vao luu tru.7

Lap ho so de nghi tieu huy doi vbi cac tai lieu het thbi han bao quan theo quy dinh.8 Thubng xuyen
Theo ke hoach 
cua Thanh phbTiep tuc thuc hien De an suu tarn tai lieu quy hiem tren dia ban thupc pham vi quan ly cua don vi.9

^ ~r X ~r ~ “ -------------------------------------------------------------------------------------------------------------------------------------------------------------
To chuc kiem tra cheo cong tac van thu luu tru tai UBND cac phbng, ban, cac phubng, trubng hoc 
thuoc UBND quan. Theo ke hoach10

Thuc hien che dp bao cao thong ke cong tac van thu luu tru va tai lieu luu tru dinh ky 6 thang, 1 
nam (Theo bieu mdu so 01/CS vd 02/CS kem theo).

Thang 7,12/202011
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TIEU CHI CHAM DIEM 

CONG TAC VAN THU’ Ll/U TRlf NAM 2020
(Kem theo Ke hoach so /KH-UBND ngay iSindngvjnam 

cua Uy ban nhdn dan quan Long Bien)
inn

Ji, IV

Diem
danhDiem 

toi da
Ghi
chuNoi dung chi tieu thi duaSTT

gia
•> \ r

To chiix tuyen truyen, pho bien luat liru trO’ va cac 
van ban quy djnh , hinrng dan

101

\ > nr

Tham dir day du, dung thanh phan cac dot pho bien 
luat va van ban quy pham phap luat ve VTLT do 
Quan to chuc:
- Tham gia day du chdm: 5 diem;

y 7 r 9- Tham gia khong day du chdm: 3 diem;
f 7

- Khong tham gia chdm: 0 diem.

5a

Chu dong trien khai, tap huan cac van ban quy pham 
phap luat va hirbng dan nghiep vu VTLT tai dan vi:
- Co to chuc chdm: 5 diem;
- Khong to chuc chdm: 3 diem.

5b

>

10Xay dirng va ban hanh van ban quan ly VTLT
Xay dung Ke hoach, ban hanh quy che, quy dinh ve cong 
tac VTLT, Danh muc ho so cong viec, Bang thai han bao 
quan tai lieu ciia don vi:
- Da xdy dung day du, dung quy dinh chdm: 10 diem;
- Da xdy dung nhung chua day du chdm: 05 diem
- Chua xdy dung van ban chdm: 0 diem;

2 110

A A AVe cong tac to chirc va can bo 103
Co van ban phan cong nhiem vu cho cong chuc, vien 
chuc co chuyen mon, nghiep vu phu trach cong tac 
VTLT:

5a

f r r r 9- Bo tri dung chdm: 5 diem;
' r r X -4 X- Chua bo tri dung chdm; 3 diem;

r y r *

Thuc hien che do tien luong, phu cap doc hai cho 
CC, VC lam cong tac VTLT theo quy dinh hien 
hanh:

5
b

- Da thuc hien che do phu cap doc hai dung quy dinh 
chdm: 5 diem

r 7

- Chua thuc hien chdm: 0 diem;
(D6i vdi dan vi khong duqc giao bien che phu trach 
cong tac VTLT chuyen trach duac tinh 05 diem)

8



Cong tac quan ly van ban di - den, quan ly va xir 
dung con dau dung quy djnh. _________________
Thuc hien viec quan ly van ban di - den tren phan 
m£m va liru ho so dung quy djnh:
- Thuc hien viec quan ly van ban di - den dung quy 
dinh chdm: 10 diem;
- Da thuc hien, tuy nhien co mot so noi dung chua 
dqtyeu cdu chdm: 05 diem
- Nhieu noi dung chua dqt yeu cdu chdm: 0 diem.
Quan ly su dung con dau:
- Quan ly va su dung con dau dung quy dinh chdm: 5 
diem
- Viec quan ly, su dung con dau chua dung quy dinh 
chdm: 0 diem 

154

10a

5b

' A A A •Cong tac lap ho so cong viec va thu, nop ho so tai 
don vj._____________________________________
Thuc hien viec lap ho so a cac dan vi:
- Tat cd cdc bo phan chuyen mon cua dan vi thuc 
hien viec lap ho so cong viec va nop luu ho sa theo 
quy dinh chdm: 10 diem
- Mot so bo phan chuyen mon chua thuc hien viec lap 
ho sa cong viec, chua thu nop ho sa chdm: 5 diem
- Nhieu dan vi chua thuc hien viec lap ho sa cong 
viec va chua thu nop ho sa hang ndm theo quy dinh 
chdm: 0 diem

155

10a

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

b 5

Chinh ly tai lieu ton dong6 10
Chi dao, huong dan chinh ly tai lieu ton dong tai DV: 

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

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

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

10

Ung dung cong nghe thong tin7 5
- Da ung dung cong nghe thong tin vdo quan ly tai lieu van thu

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

+ Cong tac luu trit chdm: 2 diem
- Chua ung dung chdm: 0 diem.

5
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Bo tri kho luu tru’ tai lieu8 10
Bo tri phong, kho bao quan tai lieu dam bao cac yeu 
cau ky thuat va thiet bj bao quan:

-B6 iri day du chum: 1G ultra,
-Chua bo tri day du chdm: 5 diem;

r r r ?- Khong bo tri chdm: 0 diem.

10

To chirc sir dung tai lieu liru trir 59
r X i r X r i / X X 9Co day du cong cu tra cuu, so sack (phdn mem quan 

ly) dang ky, theo doi phuc vu sic dung, co noi quy sic 
dung tai lieu: 5 diem.
Chua day du chdm: 2 diem

5

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

1010

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

r

-Thuc hien du, dung thai gian quy dinh chdm: 10 
diem

-Chua thue hien du, chua dung thai gian quy dinh 
chdm: 5 diem.

10

x-Khong thuc hien chdm: 0 diem

Tong cong 100
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