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V/v khac phtjc han the trong 
cong tac van dm luu trir 

Tay Ninh, ngay 03 thang AZ nam 2019 

KInh 
- Thu truong cac so', ban, nganh tinh; 
- Ch6 tich UBND cac huyen, thanh pile; 

Theei gian qua, cong tac van thu' luu 	dal dirge thd truang cac 	nganh tinh, 
UBND cac huyen, thanh phO quan tarn chi dao thdc hien; c6 chuyen Bien tich cdc va 
dat &roc nhieu ket qua nhu: chat luang soan, thao, ban hanh van ban ngdy cang duoc 
nang cao; viec quan 1)2 van ban di, van ban den, pan 1/ va sir dung con dau dung quy 
dinh; cac co quan hanh chinh cac cap cid trien khai thu'c hien hieu qua phan mem quan 
1)2 van ban (egov) trong cong tac van thu', dam bao sir tap trung,,thong nhat trong each 
guar' 1)", van ban. Tuy nlaien, qua ket qua kiem tra van con met so co quan, don vi chua 
quan tarn d6ng mdc den cong tac nay, van con melt se han the nhu: be tri 	lam 
cong tac van thu kiem nhiem, khong du'o'c ciao tao dUng chuyen mon nghiep vu, chua 
thuc hien , lap ho so' cong viec va giao nep he so, tai lieu vao lu'u tar ca quan,,  luud tr 
lick sir; h6 so, tai lieu luu trd chua &roc chinh 1Y, con tich dong, be g6i. De khac phcic, 
chan chinh nhdng han the trong cong tac van thu lu'u trCr tai cac co' quan, dia phuang 
trong tinh, Chd tich UBND tinh chi dao thdc hien met so not dung sau: 

1. Cac so', ban, nganh tinh, UBND cac huy0, thanh pito 

- B6 tri nhan sd lam cong tac van thu', luu til' dap img day dd tieu chuan chdc 
danh theo quy dinh tai Thong tu' 14/2014/TT-BNV ngay 31/10/2014 cua 136 Nei vy 
quy dinh chdc danh, ma se ngach va tieu chuan nghiep vu chuyen mon cac ngach cong 
chdc chuyen nganh van thu va ThOng so 13/2014/TT-BNV ngay 31/10/2014 cua B6 
Ni6 vu quy dinh ma so va tieu chuan chu'c danh, nghe nghiep vien chtirc chuyen nganh 

tru'.lu'u 	DOi 	UBND cap huyen, clad Ong be tri 01 cong chdc chuyen trach thu6c 
Phong Nei vu Uwe hien cong tac quail 1)2 nha nueec ye van thu 	trd va quail 1)2 kho 
lu'u tar huyen. 

- Thdc hien day dd cac the do phtj cap doe hai, b6i duong bang hien vat, cho 
cong chirc, vien chdc lam cong tac van thu', luu trd theo quy dinh hien hanh. 

- Ban hanh day du cac van ban chi dao va huong dan nghiep vg,ve cong tac van 
thu', lu'u tru' 	trien khai thdc hien tai ca quan, donvi, 	phirang, nhat la cac van ban 
chi dao, huang dan lap he so va n6p luu ho so', tai lieu vao Lu'u tit co quan, Lu'u tar 
lich sir; 

1 



- Tilde hien viec quail lfvan ban di, van ban den theo cuing quy dinh: ma so 
guar' 1/ van ban di theo ding , lugng, dung thanh phan; so quan ly van ban di phai 
clang kji th6ng nhat tai van this co quan, phang chuyen mon kh6ng mo so rieng; matt 
dau Cong van den theo dung quy dinh tai Thong to so 07/2012/TT-BNV; van ban den 
(ban chinh) sau khi ducec lanh dao phe du3* khong luu tai van this ma phai chuyen cho 
phang/ba phan chuyen man giai guyet cong v* de luu trong ho so cong v*; 

- The thdc van ban thdc hie‘n theo quy dinh tai Thong tu. so 01/2011/TT-BNV 
ngay 19/01/2011 dm Bo Nai vu huang dan the thdc va ley thuat trinh bay van ban hanh 
chinh, tranh tinh trang thda ye the thirc van ban; 

- Chi ciao, quan triet can ba, cong chdc, vien chdc cac phang, ban,,  don vi true 
thuac thisc 	nghiem viesc lap ho so cong 	va hang nam giao nap ho so, tai lieu 
vao luu tat co quan, 	tat huyesn. Hang nam, thisc hie:n giao nap cho Trung tam luu 
tit lich sir tinh doi voi nhCing ho sa c6 gia tri bao quan vinh vien khi den hart nap lisu 
theo diing quy dinh. Dua viec thisc hie'n lap ho so cong vie'c thanh mat trong cac tieu 
chi de this truang ca quan, don vi xem xet danh gia mac dO hoan thanh nhilem vu va 
xet danh hien thi dua, hirih thdc khen thuang hang nam dui voi can ba, cong chdc, vien 
chdc thuac guyen quail 13',. 

- Thdc hien tot viec bdo quail tai lieu luu 	tri day dU din tich (Icho/phang) 
va trang thiet bi can thiet de bao pan an toan ho so, tai 	ho so, tai lieu phai duac 
bao guar' trong bia, hap va tren gia, lee, tranh tinh trang ho so, tai lieu tich clang, 1)6 gOi, 
de duoi nen nha. 

- Chu clang bo tri kink phi, nhan luc de thirc hien chinh ly ho so, tai lieu tir nam 
2017 ,tra ve sau de tranh tinh trang 	so chat clung, b6 g6i, khOng the tra tim tai lieu 
khi can. 

- DOi 	nhang ho so, tai lieu het gia tri loci ra trong qua trinh chinh 19, de nghi 
cac co quan, don vi lam this tuc tieu huy theo quy dinh. 

2. So.  Nai vu 

- Tang cuang cong tac kiem tra, huang dan viec thirc hi'O‘cong tac van thu, luu 
trir tai cac co quan, don vi, nhat kiem tra, huong 	lap ho so va nap luu hO so', 
tai lieu vao Luu trir ca quan, Luu trir lich sd; 

- Ban hanh clay du, kip thai cac van ban huang clan nghiesp vu ve cong tac van 
this, luu trii• de cac co quan, don vi can cu thirc hilen; 

- Hang nam to chdc lop bai throng cong tac van thus ltru trd de trang bi cac kien 
thdc can thiet trong cong tac van this luu trd cho dui ngu cong chdc, vien chdc lam 
ding tac van this, luu trd tai cac co quan, don vi, dia phtrang tren dia ban tinh; 

- Xay dimg De an "Chinh 19 tai lieu ton dung cua cac co quan, don vi tren dia 
ban tinh tir nam 1975-2016" trinh UBND tinh phe duylet. 

3. So.  Thong tin va Truyen thong 
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KT. CHU TICH 
cHU TicH 

Khan truong nang cap, 1)3 sung mOt sO tinh naing cua phan mem Egov theo guy 
dinh tai Thong tu 01/2019/TT-BNV ngay 24/01/2019 cUa BO NOi vu quy dinh quy 
trinh trao doi,, luu 	Xl:i 1)% tai lieu dien 	trong cOng tac van thu, cac chirc nang co 
ban dm he thong quan 1)% tai lieu then tir trong qua trinh xu• 15T cong viec 	co quan, 
to chdc, nhat la tinh nang lap ho sa cong viec de cac co quan, dan vi tren dia ban tinh 
tht,rc hien lap ho sa dien theo quy dinh. 

Yeti cau Thu truong cac co.  quan, don vi, 	phuang thgc hien dUng chi dao 
tren./. 

Nol tzh(in:,(7>-- 
- Nhtt tren; 
- CT, cac PCT UBND tinh; 
- CVP, cac PVP Nhung, Long; 
- Lim VT. VP UBND tinh. 

3 



fc 

• 


	Page 1
	Page 2
	Page 3
	Page 4

		2019-12-03T15:14:48+0700
	Việt Nam
	Ủy ban nhân dân tỉnh Tây Ninh<ubnd@tayninh.gov.vn> đã ký lên văn bản này!




