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Ba Dinh, ngay2Zthimg 03 nam 2021

KEHO~CH
Ki~m tra cong hie VaD thu, lUll trii' Dam 2021

Thuc hien K€ hoach s6 63/KH-UBND ngay 01102/2021 cua UBND quan
v€ cong tac van thir, luu tnt nam 2021, UBND quan Ba Dinh ban hanh K€ hoach
ki~m tra nhu sau:

I.Ml)C utcn, YEU cAu
1.M\lc dich

- Nang cao hieu hrc, hieu qua cong tac quan ly nha mroc v€ van thu, luu
trtr; Dua heat dong nghiep vu v€ cong tac van thir, cong tac luu tm tai cac co
quan, dan vi thuoc quan di VaGn€ n€p, khoa hoc, hieu qua, dung quy dinh cua
phap luat.

- Nang cao trach nhiem cua ngiroi dung d~u co quan, t6 chirc trong viec
chi dao cong tac van thu, luu tm tai dan vi; Trach nhiem cua nrng can b9, cong
chirc, vien chirc trong viec l~p h6 sa cong viec va n9P luu h6 so, tai li~u VaGLuu
tru cO'quan.

- T~o d9ng h,rcm~ me, phM huy tinh th~n Chll d9ng clla d9i ngu can b9,
cong chuc, vien chuc trong thgc thi nhi~m V\l d~ thgc hi~n t6t cong tac van thu,
cong tac luu tm tai li~u nh~m phat huy gia tri cua teHli~u luu tru.

- Phl,lcV\l t6t vi~c khai thac va phM huy gia trj clla tai li~u luu tni.

- Ket qua thgc hi~n cong tac van thu, luu tm la cO'sa d~ ch§m di~m thi
dua; danh gia, phan lo~i dan vi, can b9, cong chuc, vien chuc hang nam.

2. Yell cAll
- Ho~t d9ng ki~m tra cong tac van tim, luu tm dugc thgc hi~n thuang

xuyen va tien hanh d9t xu§t khi c~ thiet, dam bao trung thgc, nghiem tuc,
khach quan, dUng quy dinh.

- Thll truang cac dan vi c~ rut kinh nghi~m ngay nhung t6n t~i sau ki~m
tra va co bi~n phap kh~c phl,lC,chi d~o can b9, cong chuc thgc hi~n nghiem tuc
cac n9i dung sau khi dugc ki~m tra.

II. NOI DUNG KIEM TRA

1. Cong tac chi d~o cua dan vi

- Cong tac tuyen truy€n, ph6 bien phap lu~t v€ cong tac van thu, luu trfr
(Lu~t, Nghi dinh, Thong tu, Huang dftn cua B9, nganh Trung uang, cac van ban
cua Thanh ph6 va Qu~n v€ cong tac van thu, luu trfr).
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- Cong tac ra scat, ban hanh cac van ban lien quan d€n cong tac van thu,
hru tnt.

2. Hoat d9ng nghiep vu van thu

- C6ng tac soan thao va ban hanh van ban;

- Quan ly van ban den, quan ly van ban di;

- Cong tac lap he, sa cong viec va n9P luu he, sa, tai lieu vao Luu tni co quan;

- Cong tac quan ly va sll' dung con dAu.

3. Hoat dong nghiep vu cong tac hru tru

- Ban hanh danh muc he, sa hru tru hien hanh nam 2021;

- TUng can b9, cong chirc thuc hien l~p he, sa cong viec ngay khi thirc hien
nhiem vu chuyen mon diroc giao;

- Lap he, sa di~n nr ( Liru trtt he, sa cong viec tren phan mem quan ly van
ban va di€u hanh tac nghiep).

- Thu he, sa da k€t thuc nam 2019 v€ kho luu tm;

- Cong tac chinh ly tai li~u (19 trinh, kh6i IUQ11g,thai gian, lInh V\l'CthlJc
hi~n cong tac chinh Iy)

- Xac dinh gia tri tai li~u va th\l'c hi~n vi~ tieu huy tai li~u h€t gia tri;
- Cong tac bao quan, he, sa tai li~u (b6 tri kho luu tril, trang thi€t bi, gia,

h9P d~ lUll tm tai li~u ~i kho lUll tm);

4. Vi~c b6 tri, phan cong can b9, cong chuc, vien chuc lam cong tac van
thu, luu tm t~i cac ca quan, dan vi.

5. Vi~c irng d\lng cong ngh~ thong tin trong vi~c th\l'c hi~n cong tac van
thu, luu tm.

6. Vi~c b6 tri can b9 van thu, lUll trfr t~i dan vi.

7. Vi~c thlJc hi~n ch€ d9 bao cao th6ng ke cong tac van thu, cong tac lUll
tm ban hanh thea Thong tu s6 03/20 18/TT-BNV ngay 06/3/2018.

8. Ti€p t\lC thlJc hi~n vi~c ra soat SUllt§m tai li~u luu tru quy hi€m va dinh
ky bao cao k€t qua v€ UBND qu~n.

9. Vi~c tlJ ki~m tra, danh gia vi~c thlJc hi~n cong tac van thu va lUll tm he,
sa tai li~u Cllacac ca nhan khi thlJc hi~n nhi~m V\l.

III.eOI TU<}NG,TUm GIANKIEM TRA
1.DBi tU'Q11gki~m tra
a, T~p th~

- Kh6i phuang: 14 phuang;

- Kh6i dan vi SlJnghi~p: TH thanh cong A, THCS Thang Long, Ban quan
ly dlJ an d§u tu xay dlJflg.
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- Kh6i phong: Phong Giao due va Dao tao, Phong Tai nguyen va Moi
tnrong; Phong Quan 1ydo thi.

b, Ca nhan: Can bo, cong chirc, vien chirc,

2. Tho; gian ki~m tra
- Kiem tra cac dan vi SlJnghiep, phong ban: Ph6i hQ'Pkiem tra cung thai

di~m kiem tra cong tac tu phap, doan kiem tra cong vu nam 2021.

- Ki~m tra cac phtrong: Thai gian thuc hien thang 8 va thang 9 nam 2021.

V. TO CHUC THVC HI~N
1.Tho trufrng cac co quan, don vi; Cho*hUBND14phuimgrotrach~m
- Chu dong W kiem tra, ra soat va trien khai thuc hien dAy du cac n(>idung

thirc hien cong tac van thu, hru tnf cua dan vi thea quy dinh.

- D6i voi cac dan vi ducc kiem tra: Chuan bi dAydu cac bao cao, bieu thea
n(>idung kiem tra; cung c~p dAy du cac tai lieu co lien quan. Ph6i hQ'Pchat che
va t~o di€u ki~n thu~n lqi nh~t d~ doan ki~m tra thl,fchi~n nhi~m Vl,l.

2. Phong NQiV\I
- Tham muu VBND qu~n thanh 1~pdoan ki~m tra, xay dl,fng lich chi ti~t bao

cao VBND qu~n.

- Xay dl,fng d€ cuang, chuang trinh dl,fthao cac van ban cua doan ki~m tra
va t6ng hQ'Pcac n(>idung ki~m tra bao cao VBND qu~n.

3. Van phong HDND va UBND qu~n: Ph6i hQ'PPhong N<)iVl,l huang d~n
ki~m tra cac cO'quan, dan vi thl,fc hi~n cong tac van thu, luu trU.

4. Phong TO' phap: Ph6i hQ'P v6i Phong N(>i Vl,l, Van phong HDND va
VBND qu~n ki~m tra cac cO'quan, dan vi th\Jc hi~n cong tac van thu, lUll tru.

5. Phong Tai chinh - K~ ho~ch: Tham muu VBND qu~n b6 tri kinh phi
phl,lc Vl,l cong tac ki€m tra thea quy dinh. .

VBND qu~n yeu cAu Chu tich VBND cac phuOng, Thu truOng: cac phong
quan ly nha nu6c, cac dan vi Sl,fnghi~p; Hi~u truO'ng cac truOng MAm non, Ti~u
hQc, Trung hQc cO'sO't6 chuc nghiem tuc thl,fchi~n. Trong qua trinh t6 chuc thl,fc
hi~n n~u co phat sinh, wang m~c phan anh v€ phong N<)i Vl,l d~ t6ng hQ'Pbao
cao VBND qu~n xem xet, giai quy~t kip thai./.,4...-

No'i nhan:
- UBND thanh ph6 Ha NQi;
- SO'NQi VI} thanh ph6 Ha Ni)i;
- Chi CI}CVan thu va LUlltrfr SNV;
- TIQU- TTHDND qll~;
- Cac dlc Ph6 CM tjch UBND qll~;
- Cac PhOng,Ban, £)on vi SlJ nghi~p;
- UBND cac phuemg;
- Cac twang THCS, Ti~ll hQc,M~mnon;
- LUll:VT, NV.
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