
UY BAN NHAN DAN 
HUYEN TUY PHUOC 

CONG HOA XA HOI CHU NGHIA VIET 
NAM 

Diic Cap - Tu. do - Hanh phtic 

   

SO:44.257QD-UBND 	Tuy Phtr•c, ngayonthang 01 nam 2016 

QUYET DINH 
Ban hanh Ke hoach cong tac van thu, luu trot' nam 2016 

UY BAN NHAN DAN HUYEN 

Can cur LuSt TO chive chinh quy'en dia phuang ngay 19/6/2015; 

Can cur Lust Luu trot ngay 11/11/2011; 

Can cur Nghi dinh se) 110/2004/ND-CP ngay 08/4/2004 dm Chinh phtl 
ye cong tac van thu; Nghi dinh so 09/2010/ND-CP ngay 08/02/2010 dm 
Chinh phu sua cle)i, be sung met so dieu ctia Nghi dinh so 11.0/2004/ND-CP; 
Nghi dinh so 01/2013/ND-CP ngay 03/01/2013 cila Chinh phn quy dinh chi 
tiet thi hanh met so dieu cua Luat Luu 	Thong tu se) 07/2012/TT-BNV 
ngay 22/11/2012 dm BO NOi vu ye huang dan quan ly van ban, lap ho sa ya 
nep luu ho sa, tai lieu yap Luu trot co quan; Thong tu so 04/2013/TT-BNV 
ngay 16/4/2014 cna. BO Nei vu huong dan xay dung Quy the cong tac van 
thu, luu frit cua cac co quan, to chat; 

Can cd Quyet dinh se) 34/2012/QD-UBND ngay 19/9/2012 dm UBND 
tinh ban hanh Quy dinh ding tee Van thu, luu tra UBND cac cap, cac nganh 
thuOc tinh ya Quyet dinh se 06/2014/QD-UBND ngay 15/4/2014 ye sin dei, 
be sung met so dieu caa Quy dinh cong tac van thu, luu fru UBND cac cap, 
cac nganh thuec tinh ban hanh kern theo Quyet dinh se 34/2012/QD-UBND 
ngay 19/9/2012 cilia UBND tinh; 

Can cur Chi thi so 01/2014/CT-UBND ngay 04/7/2014ngay 04/7/2014 
cua UBND tinh ye viec giai quyet tai lieu ton dong, tich dOng cua cac co 
quan, to chdc tren dia ban tinh Binh Dinh; 

Can cur Quyet dinh so 4861/QD-UBND ngay 31/12/2015 cua UBND 
tinh ban hanh 1(0 hoach cong -Lac van thu, tau trot nam 2016 tren dia ban tinh 
Binh Dinh; 

Xet a nghi cna Tracing phong Pile:111g Nei vu huyen, 

QUYET DINH: 

Dieu 1. Ban hanh kern thee Quyet dinh nay Ke hoach cong tac van Our, 
luu frit nam 2016 ten dia ban huyen Tuy Phuot. 

Dieu 2. Giao Truong pitons 'Mang NOi vu huyen theo d'Oi, huong 
don doc, kiem tra viec to chirc trier) lchai flux hien KO hoach nay. 



Dieu 3. Chanh Van phong HDND va UBND huyen, Throng phong 
Phong NOi vu huy@t, Thu toreng cac phong, ban lien quan, cac co quan, to 
chirc teen dia ban buyen thlaic nguon nOpluu ho so, tai lieu vao Luu tit lich 
sir tinh va ,Chit tich UBND cac xa, 	tran chiu trach nhiem thi hanh quyet 
dinh nay ke tir ngdy Icy./. 

Nol nhfin: V 	 KT.CHU TICH 
CHIT TICH - Nhu Dieu 3; 

- S& Nei vu (bao cao); 
- CT,UBND huyen (b/c); 
- Luu: VT, NV.),W 

Pharr Tich Hieu 



UY BAN NHAN DAN 
HUYEN TUY PHU'OC 

LONG HOA XA HQI CHU NGHIA VIET 
NAM 

Dec lap - Tye do - Hanh phfic  

   

ICE HOACH 
Cong tac van Bur, Ilia tar dam 2016 

(Ban hanh kern theo Quyt dinh 47C / QD- UBND 
ngay Jithang 01 nam 2016 ena UBND huyen) 

I. MUC DICH, YEU CAU 

- Xac dinh nhiem vu, nang cao tinh than trach nhiem cua cac phong, 
ban huyen; cac co quan, to chdc ten dia ban huyen thuc nguan nap km ho 
so, tai lieu vao Luu fru Lich sir tinh (sau,day goi tat la cac co quan, don vi); 
UBND cac xa, thi tran va vi tri, vai tro, tarn quan trong cua cong tac van thu, 
luu tar' cling nhu gia tri 	tai lieu luu frit; 'Jong thin thong nhat trong viec 
chi dao va thuc hien nhiem vu cong tac van thu, luu trO nam 2016. 

- Tao buoy chuy8n bi8n, dua cong tac van thu, luu trit cua cac co' quan, 
don vi, UBND xa, thi tran hoat clang nen nop, khoa hoc, dap ling yeu can cai 
each hanh chinh nha ntrac va thuc hien ddng quy dinh oda phap luat ye cong 
tac van thu:, luu tat; dong then la co se' de cot co quan, don vi, UBND cac xa, 
thi tran to chi:re thuc hien nhiem vu cong tac van thu, luu trir nam 2016 slat 
hieu qua. 

II. NQI DUNG THIJC MIEN CONG TA C VAN THU', LUTJ TRU.  
NAM 2016 

STT Ten cling viec Co' quan thuc 
hien 

Co.  quan 
phi hop 

Thb'i gian 

tinily hien 

1. Citing tac tuyen truyen, Oa bien 	hap luat ve cong tac van tit., luu tar 

a) Tang cuong to chat, tuyen 
tuyen, pha hien cac quy dinh 
cda phap luat hien hanh va 
cac van ban quy pham phap 
luat mai duoc ban hanh ye 
cong tac van thu, luu bit cho 
can be?, cong chnc, yilon chnc 
	 cac co quan, don vi va UBND 

Cac 	co 	quan, 
don vi, UBND 
cac xa, thi tran 

Phong Nai 
vu huyen 

Thuong 
xuy8n 



	 cac xa, thi tran 

b) B6 tri kinh phi de to chirc, dap 
tao, tap huan nghiep vu cho 
can be, cong chirc, vien chiat 
cac ca quan, dan vi va UBND 
cac xa, thi tran; nhat la cong 
tac lap h6 so cong viec. 

Cac 	co 	quan, 
don vi, UBND 
cac xa, thi tran 

Phong Nei 
vu huyen 

Quy II, 
III, 

IV/2016 

dinh 
hoach 
2030", 

2.Ciing tac to chn•, bien the 

Cdc ca quan, don vi, UBND cac xa, thi Pin tiep tuc then khai hien Quyet 
s6 3072/QD-UBND ngdy 18/10/2013 dm UBND tinh 

tam 	
duyet "Quy 

nganh Van this, frill tril tinh Binh Dinh den nam 2020, tam nhin den nam 
cu the can trien khai thgc hien nhfing nhiem vu sau: 

a Tip tuc kien toan t6 chirc van 
this, ltru tit du dieu kien dine 
hien nhiem vu quan bi eel-1g 
tac van this, luu tril tai cac co 
quan, don vi, UBND cac xa, 
thi tran dam bao ben chuan 
ngach theo quy dinh dm nha 
mac. 

Phong Nei vu 
huyen 

Cac 	ca 
quan, 	dan 
vi UBND ., 
cac xa, .thi 
trail 

Thuang 
xuyen 

b Thgc hien the 0 tin Luang, 
phu cap trach nhiem, Om hai 
cho cong chirc, vien chic van 
this, luu tilt theo quy dinh hien 
hanh; quan tarn den the de 
cho ngiroi hoat deng khong 
chuyen trach lam cong tac van 
this, km frit UBND cac xa, thi 
tran 

Cac 	ca 	quan, 
don vi, UBND 
cac xa, thi tran 

Phong Nei 
vu huyen 

Thuerng 
xuyen 

hien cong 
2. Ve xay dyng, ban Wirth 'van ban quart ly, chi dao, hutng 

tac van tht•, lull tri• 
dan thtrc 

a Tip tuc ban hanh mai (sna 
deli, b6 sung) Quy the clang 
tac van this, luu tra ciaa co 
quan, don vi theo cac van ban 
phap luat, van ban hien hanh 
	 cita Nhd nude quy dinh ye 

Cac 	co 	quan, 
don vi, UBND 
cac xa, thi tran 

Thong Nei 
vu huyen 

Quy 	I 
nam 2016 



cong tac van thu, luu tilt. 

b Ban hanh Danh muc 1)8 so co.  
quan nam 2016 

Cac 	co 	quan, 
don vi, UBND 
cac xa, thi tran 

Phong NOi 
vu huyen 

QuY 	I 
nam 2016 

c Ban hanh Bang theri han bao 
quan tai lieu luu tilt ciia ca 
quan, don vi, UBND xa, thi 
trail theo quy dinh tai Haling 
to so 09/2011/TT-BNV ngay 
03/6/2011 	va Th8ng to 	se 
13/2011/TT-BNV ngay 
24/10/2011 cila BO NOi vu 

Cac 	co 	quan, 
don vi, UBND 
cac xa, thi tran 

Phong Niii 
vv huyen 

Quy 	I 
nam 2016 
(doi 	vari 
cac 	co 
quan, don 
vi 	chua 
ban hanh) 

3. Kiem tra, hmilig thin nghiep vu van thu, luu trill chinh 157, thu th4p 
tai lieu vao Lu'u tril co' quan, Lt•u trir Lich sir tinh 

a TA chdc to kiem tra, kiem tra 
cheo cong tac van thu, luu trtt 
2 nam (2014 - 2016) 

Phong NOi vu, 
Van 	placing 
HDND 	va 
UBND huyen 

UBND cac 
huyen, 
thanh 	phO, 
thi xa, 

Cac 	co 
quan, 	don 
vi, UBND 
cac xa, thi 
tran 

QuY I, II 
nam 
2016 

Thuemg 
xuyen 

b Kiem tra, huong didn nghiep 
vv cong tac van thu, luu frit 

Phong NOi vu 
huyen 

c nut hien tot cac khau nghiep 
vu cong tac van thu, luu tit• 
nhis : Scan thao va ban hanh 
van ban; Quan 1Y van ban di, 
van ban den teen moi truerng 
mang (theo throng dan so 
822/HD-VTLTNN 	ngay 
26/8/2015 dm Cue Van thu va 
Lau tra Nha nude) Quan lY va 
sil. dung con dau; Lap ho so 
cong viec va giao nOp ho so', 
tai lieu vdo luu tril co quan, 
luu tra lich sir theo ding quy 
	dinh hien hanh 

Cac 	co. 	quan, 
don vi, UBND 
cac xa, thi tran 

Phong NOi 
vu huyen 

Thuang 
xuyen 

d Prix hien viec quan ly, km Cac 	cos 	quan, Throng 



tilt tai lieu then tir, lap ho so 
km tru ken moi twang mang 
theo dung huemg dan dm So. 
Nei vu (Chi cue Van thu —
Luu Ira), So Thong tin va 
	 Truyen thong tinh 

don vi, UBND 
cac xa, thi tran 

xuyen 

d 

	 Binh 

Ta chirc chinh VT tai lieu tan 
dong, tich dong cila cac co.  
quan, don vi theo Chi thi so 
01/2014/CT-UBND ngdy 
04/7/2014 dm UBND tinh; 
Quyet 	dinh 	so 	3591/QD- 
UBND ngdy 07/8/2015 dm 
UBND huyen; Iva chon ha so, 
tai lieu co gia tri va giao nap 
vao Luu trtt co.  quan, Luu tr& 
lich sir theo dung then han quy 

Cac 	co 	quan, 
don vi, UBND 
cac xa, thi tan 

Phong Nei 
vu huyen 

Thuong 
xuyen 

h Phai hop voi Chi cuc Van thu 
— Luu trit tinh suu tam, thu 
thep va sao chup tai lieu quy, 
hiem cna cac co quan, to chive 
va ca nhan, gia dinh, thing ho 
tieu bleu qua cac thei kY lich 
	sir tren dia ban huyen 

SO.  Nei vu tinh ( 
Chi cuc Van thu 
- Luu frit) 

Phong Nei 
vu huyen 

g Kiem tra, huOng den viec that 
hien cong the chinh 132 tai lieu 
ton dong, tich dong theo Chi 
thi 	so 	01/2014/CT-UBND 
ngay 04/7/2014 dm UBND 
tinh 	va 	Quyet 	dinh 	so 
3591/QD-UBND 	ngay 
07/8/2015 dm UBND huyen 
	Tuy Phu& 

Phong Nei vu 
huyen 

Cac 	co 
quan, 	don 
vi, UBND 
cac id, thi 
ten 

Thuerng 
xuyen 

	4. Tap huan, boi duitng nghicT vu van tint, Inv tar 

a TO chat tap huen nghiep vu 
cong tac van thu, luu trir cho 
can be, cong chirc, vien chirc 
tai 	cac 	co 	quan, ,  don 	vi, 
	UBND cac xe, thi tan 

Cac 	co 	quan, 
don vi, UBND 
cac xa, thi tran 

Phong Nei 
vu huyen 

Quy 	II, 
III, 	IV 
nam 2016 

b Cu can be, clang chirc, vien Cac 	co 



KT. CHIT Witty  
FCHU TICH 

\c1/4". 
„ 

tap huan ve cong tee van thu, 
km tit do UBND tinh, So NQi 
	 vu to chnc 

vi, UBND 
cac xa, thi 
tran 

	5. Cling tac Tang ket 

tang kat cong tac van thu,  
luu tra nam 2016 

Phong 
huyen 

Nai vu Cac 	ca 
quan, 	don 
vi, UBND 
cac xa, thi 
tran 

Qu3'T 	IV 
dam 2016 

III. TO 	THTXC HIEN 

1. Can air cat not dung Ka hoach nay Thu trading cac phong, ban 
huyen; cac co quan, „ chirc thuac nguon nap km tai lieu vao Lau tra Lich sir 
tinh tren dia ban huyen va Chu tich UBND cac xa, thi tran chi dao, trien khai 
that hien tot cong -Lac van thu, luu tru nam 2016. 

2. Truang phong Phong NOi vu huyen có trach nhiem theo doi, hieing 
clan, don doc, kiem tra viec thuc hian Ke hoach va bac) cao ket qua cho UBND 
huyen. 

Trong qua trinh then khai that hian Ke hoach nay, neu co kilo khan, 
wrong mac de nghi cac co quan, don vi kip thai phan anh ve UBND huyen 
(qua Phong NOi vu) de duoc giai quyet./.20./.  

Pharr Tich Hieu 
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