
UY BAN NHAN DAN LONG HOA xA-  HOI CHU NGHIA VIVI' NAM 
THANH PHO CAN THCi 	DOc lap - Tkr do - 114nh phtic 

S6: 18 /KH-UBND 	Can Thu, ngay 20 thcing 01 nam 2022 

ICE HOACH 
COng tac van thy, lull trir nam 2022 

Thkrc hian Luat Luu trir so 01/2011/QH13 ngay 11 thang 11 nam 2011; 
Can cu dac diem tinh hinh cu the cong tac van thu, luu tru tai cac co quan, to 
chirc teen dia ban thanh phO, t.'131 ban nhan dan (UBND) thanh ph6 ban hanh Ka 
hoach ding tac van thu, luu lila nam 2022, nhu sau: 

I. MIX DiCH, YEU CAU 

1. Tuyen truyan, ph6 bin cac quy dinh cua phap luat ve cong tac van thu, 
km tit den can b0, ding chirc, vien chirc nham nang cao nhan thirc ve vi tri vai 
tro, tam quan trong cua ding tac van thu, luu 

2. Nang cao trach nhiam cua nguai dimg dau co quan, to chirc trong viac 
quan 1ST, chi dao cong tac van thu, luu trir tai cac co quan,,to chik dat hiau qua 
cao; trach nhiam 	cong chirc, vien chirc trong viac 	ho so cong viac va nOp 
luu ho so, tai lieu vao Luu tit co quan. 

3. Dua cong tac van thu, luu trit cua cac co quan, to chirc di vao na nap, 
khoa h9c, dung quy dinh cua phap luat nham nang cao chat lugng, hiau qua giai 
quyet cong viac, dap ling yeu cau ding tac cai cach hanh chinh va Chinh phu 
din tit hian nay. 

4. Dira not dung thirc hian cac quy dinh va ding tac van thu, luu trir 
thanh mot trong cac tieu chi danh gia mirc dO hoan thanh nhiam vu dugc giao 
doi \Teri ding chirc, vien chirc; danh gia thi dua hang nam doi vai tap the, ca 
nhan. 

II. QUAN LY, CHI DAO NHIEM VU THU'ONG XUYEN 

1. Quin 1ST, chi d#o, htrerng dan cong tic van thu, lull tar 

a) Tuyen truyan, ph6 bin phap luat ve cong tac van thu, luu 

- Tiap tkic tuy8n truyan, ph6 bin cac quy dinh cua phap luat va ding tac 
van thu, luu tit nhu: cac van ban huong clan cua nganh (Nghi dinh so 
30/2020/ND-CP ngay 05 thang 3 nam 2020 dm Chinh phu va ding tac van thu; 
Chi thi so 35/CT-TTg ngay 07 thang 9 nam 2017 ciia Thu Wong Chinh phu ve 
tang cuarng cong tac lap ho so va giao ni5p ho so, tai lieu vao Luu trir , co quan, 
Luu trir Lich sir,...) va  thanh pho ve cong tac van thu, luu tilt den cac co 
quan, to chirc thuOc pham vi quan 1ST thong qua phuong tian Cong thong tin din 
tit thanh pho, Trang thong tin din tit dm co quan, to chirc, cac buoi hOi nghi tap 
huan, trien khai so kat, tong ket; 

- Mei gian thkrc hian: Thtreyng xuyen trong nam 2022; 
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b) Xay dyng, ban hanh van ban quan ly, huang clan ve cong tac van this, 
km 

- Sa NOi vu: Xay Ong, ban hanh cac van ban chi dap, huong,dan nghip 
vu ve cong tac van this, ltru 	hop voi quy dinh 	hanh; dung thai, ra 
soat cac van ban da ban hanh truck day ve cong tac van this, ltru trir khong con 
phfi hop de sfra doi, bo sung hoac thay the bang van ban mai phit hgp cac quy 
dinh hien hanh cua Nha nu& ye cling tac van this, ltxu trtr de ap dung thOng nhat 
tai cac co quan, to chirc; 

- Cac co quan, to chirc cancfr cac quy dinh 	Nha nuac, 	i; thanh ph 
hoac huang dan 	Sor N9i vu , tien hanh ra soat nhang van ban da ban hanh 
hoac chua ban hanh de sfra doi, thay the, ban hanh mai cac van ban theo quy 
dinh hien hanh va phfi hgp \Teri tinh hinh thyc to cua co quan, to chfrc: 

+ Quy ch6 cong tac van this, luu trir cfia co quan, to chirc; 

+ Bang Mai han bao qua'nhO so, tai lieu; 

+ Ke hoach cong tac van this, km tri ; 

+ Danh myc 110 so co quan. 

- Thai gian hoar' thanh: qu)", I nam 2022. 

c) Cong tac to chfrc can b0, tap huan, bOi duong nghi0 vu: 

- So., ban, nganh, dia phuang: 

+ Sap x'p to chfrc b9 may va 130 tri cong chirc, vien chirc dam bao dap 
img yeu cau ding viec, dac b* ,la ding tac van this, km 	to va quan 15T tai 
Ru,Ltru 	lich sir thanh pho; dam bao cong chfrc, vien chirc dap ung tieu 
chuan ngach, chat danh nghe nghi0 theo quy dinh cua pita') luat; 

+ Chit gong xay dyng ke hoach, phi hop voi Se( NOi vu to chirc tap huan 
nghi0 vu van this, ltru trir cho cong chuc, vien chile gang lam cong tac van this, 
km trill, hanh chinh van phong tai cac co quan, to chirc thu9c tham quyen quart 

Dong 	cfr ding chirc, vien chfrc tham gia cac lap tap huan chuyen sau ve 
cong tac van this, km tit phfi hgp voi timg doi tugng tir cap thanh pito den cap 
quan, huyen, xa, phtrang, trong do tap trung vao cac not dung: lap ho so va giao 
n9p h0 so, tai lieu vao km tit co quan; quan Vi van ban va lap ho so dien tfr tren 
moi truang mang; huang dan xay dyng thai han bao quan ho so, tai lieu; Danh 
myc ho so co quan hang nam. 

- So N9i vu: ph& hop to chfrc ma lop tap huanbOi duang nghi0 vu ding 
tac van this, ltru trix cho Lanh dao Van phong (Phong Hanh chinh), Phong N9i 
vu; cong chirc, vien chirc lam ding tac van this, ltru tru tai cac Sa, ban, nganh; 
don vi sir nghi0; UBND cac quart, huy'n, xa, phuang, thi tran; 

- Co quan dugc to chirc theo nganh doc (long tren dia ban thanh phei; Don 
vi sir nghi0; Doanh nghi0 nha nuorc; TO chirc chinh tri xa h& - nghe 
to chfrc xa h9i, to chirc xa h9i - nghe nghi0 cap thanh pho: 
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+ Xay citing ke hoach tap huArt, bOi &rang nghiep vu van thu, luu trtr cho 
cong chirc, vien chirc thuOc tham quyen; 

+ Ra soat va Cu cong chirc, vien chirc lam cong tic van thu, luu trir chua 
dam bao tieu chuan ngach tham gia cac 16p dao tao, bOi duang de dap img yeu 
cau cong viec. 

- Th6i gian hoar thanh: qu)",  IV/2022. 

d) Kiem tra viec thtrc hien cac quy dinh cua phap luat ve cong tic van thu, 
luu Vic 

- NOi 

+ Xay Ong ke hoach kiem tra viec thtrc hien ding tic van thu, km trd cua 
cac co quan, to chirc tren dia ban thanh phO; 

+ Kim tra hoat dOng dich vu luu trir va sir dung dich vu luu trir tren dia 
ban thanh ph6. 

- Sa, ban nganh: chif dOng xay citing ke hoach kiem tra va tien hanh kiem 
tra it nhat 30% don vi trtrc thuOc (neu c6); 

- D6i \Teri UBND cap huyen: Xay dtmg ke hoach kiem tra, huong din 
cong tic van thu, luu tit tren 30% cac phong, ban, don vi truc thuOc va UBND 
cap 

- NOi dung kiem tra can tap trung vao cac van de: 

+ Tinh hinh thtrc hien cac quy dinh cua phap luat ve cong tic van thu, hru 
cong tic trien khai van ban; ban hanh cac van ban chi dao ve cong tic van 

thu, luu tat; 

+ COng tic van thu: soan thao,k5f ban hanh van ban; quan VT van ban; lap 
ho so va nOp luu hO soy, tai lieu vao Ulu trd co quan; quan ly va sir citing thiet bi 
luu kh6a bi mat, phan mem He thong quan 1)",  tai lieu dien to theo quy dinh tai 
Nghi dinh so 30/2020/ND-CP ngay 05 thing 3 nam 2020 dm Chinh phir ve cong 
tic van thu; 

+ Hoat dOng nghiep vtiltru 	thu thap tai lieu luu trit, xac dinh gia tri tai 
lieu luu tit; chinh ly tai lieu luu trit; bao quan va khai thac sir dung tai lieu luu 
trii; tao lap va quan 15T du lieu thong tin dau vao &la tai lieu km tit dien to theo 
dung quy dinh tai Thong to so 02/2019/TT-BNV ngdy 24 thing 01 nam 2019 
dm BO NOi vu quy dinh tieu chuan dit lieu thong tin &Au vao va yeti cau bao 
quan tai lieu km tit dien tir. 

- Thai gian hoan thanh: quy III nam 2022. 

2. Mtn hien ho#t Ong nghiep vy van thw, luu frit 

Cac co quan, to eh& tang cuing lanh dao, chi dao cong tic van thu, km 
trong d6 tap trung thtrc hien cac nghiep vu sau: 

a) Thtrc hien hoat dOng nghiep vu van thu: 
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- Khan tnrang hoan thien He th6ng quail ly van ban dien tir dam bao cac 
chirc nang chinh de thtrc hien viec tin h9c hoa ding tac soan thao, ban hanh van 
ban; quan 1)'T van ban di, van ban den; lap ho so va giaon6p ho so, tai lieu vao 
luu tat co.  quan teen rad throng mang theo Nghi dinh , 30/2020/ND-CP ngay 
05 thang 3 nam 2020 &la Chinh phu ye cong tac van thu; 

- Xay Ong hoan thien Danh muc h6 so, tai lieu tai cac co quan, to chirc 
de tien hanh quan ly tai lieu luu trir dien tir, lap h6 so ding viec teen moi trirOng 
mang. 

b) Thtrc hien hog dOng nghiep vu luu trCr, quan ly tai lieu tai Luu tit co 
quan, Luu trir lich sir cap thanh pho: 

-136i voi Sec NOi vu: 

+ Xay dtmg ke hoach thu thap h6 so, tai lieu va huang dan cac co quan, to 
chirc thuOc nguon n6p luu tai lieu chuan bi ho so, tai lieu de n6p luu vao Luu trir 
lich sir cap thanh ph6 (trong quy II nam 2022); 

+ Chi dao Trung tam Luu trii,lich thanh ph6 tham mu xay dtmg va 
trinh cap c6 tham cjuyen ban hanh Ke hoach tu bo, phtic ch& bed nen tai lieu; 
ke hoach so hoa doi vai cac phong da toi uu h6a dang bao quan tai Trung tam 
Luu tit lich sir. 

- D6i vai cac co quan, to chirc: 

+ Day manh ung dung cong nghe thong tin vao cong tac luu tru, trang bi 
he thking phan mem luu trir dien tir dap img cac tieu chuan theo Thong tu so 
02/2019/TT-BNV ngay 24 thong 01 nam 2019 cua BO NOi vu quy dinh tieu 
chuan du lieu thong tin dau vao va yeu cAu bao quan tai lieu luu frit dien tir; 

+ Lap ho so ding viec va thtrc hien chinh ly tai lieu theo quy dinh cua 

	

Nghi dinh so 30/2020/ND-CP ngay 05 thang,3 nam 2020 dm Chinh 	ve cong 
tac van thu va htrang clan dm Se( NOi v1.1 ye tang cuang cong tac lap ho so va 
giao nOp ho so, tai lieu vao Luu tit co quan, Luu frit lich sir thanh On; 

+ Xay dung ke hoach thu, nOp tai lieu va hu6ng clan cac don vi thu6c, trtrc 
thuOc chuan bi ho so, tai lieu de nOp vao Luu tit co quan va huy tai lieu theo 
quy dinh cua phap luat; 

+ Thtrc hien s6 hoa tai lieu ltru trit sau khi da lap h6 so hoan chinh va xay 
dtmg du lieu dac ta; uu tien lira ch9n nhitng ho so, tai lieu c6 mot trong nhang 
dac diem sau: tai lieu c6 gia tri bao quail vinh vien, tai lieu co tan suat sir citing 
cao, tai lieu bi hu hong Ong hoac c6 nguy co bi hu hong nang (6 yang, mein, 
rcich...), tai lieu bi me( chit nhung hinh anh con d9c dugc ttrong doi day du thOng 
tin; 

+ B6 tri phong, kho luu tru va trang thik bi dam bao dung 	e' ,quy dinh d 
bao quan ho so, tai lieu an toan, thuan tien cho khai thac, sir dung ho so, tai 
Doi \Ted cac co quan, , chirc bi anh htrang cua mua bao, lei lut trong cac nam 
qua can ra soat, thong Ice, bao cao ye tinh hinh thiet hai (nett co) va thtrc hien cac 



5 

bin phap xir 13"/, phyc hoi d6i voi tai lieu bi hu hai bao ca.° UBND thanh 
pho (qua So.  N'Oi vu) de tong hop bao cao Cyc Van thu va Ltru tit nha ntrac. 

3. Hi§n 	hem cong tic van thu, lira trir 

a) Trien khai xay dyng De an "Lou tit tai lieu din tir cua cac co quan 
Nha nuoc giai doan 2022 - 2025" theo Quye't dinh so 458/QD-TTg ngay 03 
thang 4 nam 2020 dm Thu twang Chinh phti, de phyc vu quan b'f, sir dung tai 
lieu luu trir din tir tai cac co quan, to chirc va tai Lou trot lich sir thanh pho; 

b) Tiep tpc nang cap hoan thin chirc nang lap h6 sa din tir, luu trir co 
quan ten h" thong pha.'n mem quan 15T van ban dieu hanh nham tao ca sa dir lieu 
tai lieu luu trtr din to tai cac co quan, to chirc phyc vu luu trfr va khai thac, sir 
dung tai lieu; 

c) Cac co quan, to chirc hoan thanh xay dyng ke hoach luu tit din tir ten 
co so K6 hoach so 138/KH-UBND ngay 29 thang 10 nam 2020 dm UBND 
thanh ph6 ve vie'c trien khai thyc hik De an "Lou trir tai lieu din tir cua cac co 
quan Nha ntrac giai doan 2020 - 2025" ten dia ban thanh pho theo Quyet dinh 
s6 458/QD-TTg cua Thu tuang Chinh phit phi' hop vai co Can, to chirc b6 may, 
vai nhie'm vu cua ca quan, don vi,  dap img thyc hie‘n cac nhie'm vu luu trir dik 
tir; dung thai, trang bi ca sa ha tang k'y thuat dam bao img dung van hanh he 
thong quan 1y tai lieu luu tit din tir, dam bao cac quy trinh nghie'p vu tao lap ho 
so luu trir din tir. 

4. Bo tri kinh phi de thus hik cong tac van thu, lurti tru 

a) Cac ca quan, to chirc tang cuang bo tri kinh phi cho cong tac van thu 
va hoat d'9ng hru trir theo quy dinh cita phap luat, dac b* la dam tu thi6t bi phyc 
vu quan ly, bao quan tai lieu giay, tai lieu din tir; 

b) Cac ca quan, don Ai co lien quan khan truang thyc hik Dy an dau to 
xay dung Kho Luu trir chuyen dung cua thanh pho, Dy an dau tu trang thie't bi 
cho Kho luu tit chuyen dung dm thanh ph6; 

c) Thu truang ca quan, don vi b6 tri dau tu kinh phi cho viec xay moi, cai 
tao, nang  cap ma rOng kho kru tit co quan du din tich va cac dieu kin bao quan 
an toan tai lieu theo quy dinh; chit tong cong tac phong chay, chda chay, phong 
chong am trot va nam moc, con tang tai kho luu trir co quan. 

III. CHI DAO THVC HIEN NHIEM VV TRONG TAM 

Nam 2022 cac co quan, to chirc can tap trung quan 15T, chi dao thyc hien 
cac nhikt vu tong tam sau day: 

1. Sap xe'p to chirc bi) may vs cong tac van thu, km trix.  theo quy dinh cua 
phap luat. 

2. So N6i vu chit tri, phi hop vai cac co quan, don vi xay dyng va trinh 
UBND thanh pho phe duye't De an "Lou trir tai lieu din tir cac co quan Nha 
ntrac giai doan 2022 - 2025" ten dia ban thanh ph6 theo Ke hoach so 138/KH-
UBND ngay 29 thang 10 nam 2020 dia. UBND thanh ph6 ve vie‘c trik khai thyc 



6 

hin De an "Lim tit' tai lieu dien tir cua cac co quan Nha nuac giai doan 2020 -
2025" tren dia ban thanh phe; Can Tho theo Quyet dinh so 458/QD-TTg cua Thu 
tuang Chinh 

3. Sa Thong tin va Truyn thong chu tri, phOi hop vii So. NOi vu nang cap 
bo sung hoan thin chOc nang lap ho so din tO tren he thong phan m&n quan 1ST 

van ban dieu hanh; dOng that xay dtmg 118 thOng phin mem quan 1ST kho tai li8u 
Km tit lich sir din tO tai Lim tit lich sir thanh pho theo tieu chuan quy dinh tai 
Nghi dinh so 30/2020/ND-CP cua Chinh phu ve cong tic van thu; Thong tu so 
02/2019/TT-BNV cua BO NOi vi quy dinh tieu chuin du li8u thong tin dau vao 
va yeu cau bao quan tai lieu luu trtr dien tO. 

4. SO NOi vu chi dao vies thuc hi8n phvc che, bOi nen, so hoa tai li8u luu 
trix tai Trung tam Luu tit lich sir thanh pho. 

5. Tang cuing ki&n tra hoat dOng dich vi luu trir va sir dung dich vv km 
til l 	cac co quan, to chirc; phoi hop vii cac co quan, , chOc ding nghim 
thu, tham dinh chit hrong ho so, tai lieu sau khi chinh 1ST. 

6. Ti chOc cac lap tap huin nghip vv van thu, hru 	dao tao, bOi 
duong cong chirc, vien chOc theo tieu chuan chOc danh, vi tri vi8c lam dap Ong 
y8u cau quan 1ST va thtrc hi8n cac nghi0 vi chuy8n mon ve van thu, luu trir din 
tir cila cac co quan, to chOc trong boi canh thuc thi Chinh phu dien to a Vi8t 
Nam. 

IV. TO CHIC THI1C HIEN 

1. Thu trtromg co' quan, to chtic 

a) Can cur tinh hinh thuc to tai don vi xay dkmg ke hoach trie'n khai thuc 
dong thOi chi dao cac don vi trvc thuc xay dung ke hoach va to chOc thtrc 

hien cong tic van thu, luu trix theo quy dinh; gui Ke hoach thuc hien cong tic 
van thir, luu trCr nam 2022 va cac van ban có lien quan ve Sa NC;)i vi tong hop 
bao cao UBND thanh pi-16 (truirc ngay 31 thing 3 nam 2022); 

b) Thvc hi8n ch6' di) bao cao cong tic van thu, luu tri dam bao chit 
luong, dung thOi gian quy dinh. 

2. Sifr Noi vu 

a) Tip tic tuyen tru34n, phO bien cac quy dinh cua phap luat N4 ding tic 
van thu, km trir; twang dan nghiO vi ve cong tic van thu, km 

b) Kim tra, twang dan, don dOc cac co quan,,t6 chOc trie'n khai thtrc hi8n 
cac not dung theo ke hoach dam bao hi8u qua; phoi hop vii SO Thong tin va 
Truyen thong trien khai lap h8 so din tO tren phan m8m quan ly van ban va 
diet' hanh den tat ca cac co quan, to chOc tren dia ban thanh pho theo quy dinh; 

c) Lap k6 hoach tu bO, phvc ch& bOi ri&n, doi vii nhang khOi tai li8u bi hu 
hong nang tai kho km trir lich sir thanh pho; chi dao thtrc hi8n so hoa doi vii the 
khoi phong tai li8u da toi uu hoa tai Trung tam Luu tru lich sir;,  &mg thOi phoi 
hop vii Tai chinh du kink phi cho cong tic tu bO, phvc che va so hoa. 
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d) Tham muu UBND thanh phO ban hanh Quy the thvc hien cong tac van 
thu dien to ten dia ban thanh pho. 

3. So. Thong tin va Truy&I thong 

, PhOi hop vai 	NOi 	trien khai, huOng clan lap hO so dien teen he 
thong phan mem quan ly van ban dial hanh den tat ca cac co quan, to chirc tren 
dia ban thanh phO. 

4. So. Tai chinh 

a) Tham dinh du toan kinh phi phvc vv cong tac luu tra cda cac co quan, 
to chirc theo Dieu 39 Luat Luu tru va trinh UBND thanh pho phe duyet; 

b) Phi hop voi Soy NOi vu tham muu trinh UBND thanh phO ve kinh phi 
thtrc hien De an chinh 13'T tai lieu din clung tai cac so., ban nganh giai loan II va 
kinh phi phvc che, boi nen, so hoa tai lieu luu tru tai Trung tam Luu tru lich sir 
thanh pho. 

5. Uy ban nhan din qu4n, huy0 

a) Can cu tinh hinh thtrc to tai dia phirang xay dung ke hoach trien khai 
thtrc hien ding tac van thu, hru tit; dung thiyi, chi ciao UBND xa, phirong, thi 
tran xay dung ke hoach va , chirc thvc hien cong tac van thu, hru triz nam 2022 
giri Phong Noi vv tong hop, theo di3i; 

b) Chu tich UBND quan, huyen bo tri kinh phi de tiep ttic giai quyet tai 
lieu ton clung hinh thanh truck tir nam 2015 tra ve truck theo tinh than Chi thi so 
35/CT-TTg ngay 07 thang 9 nam 2017 dm Thu Mang Chinh 

Tren day la Ke hoach ding tac van thu, hru tru nam 2022 cna Uy ban 
nhan dan thanh pho, you cau cac co quan, to chirc trien khai thvc hien. Trong 
qua trinh thvc hien,,neu phat sinh kho khan, virong mac, co quan, chic phan 
anh ye Sä 	vv de' tong hop bao cao Uy ban nhan dan thanh pho xem xet, giai 
quyet./ 

Noi nhijn: 
- Cuc Van thu va Luu tru nha ntrac; 
- Cac ca quan, to chirc thuOc nguon nop luu tai 
lieu vao Luu tea lich sir; 
- UBND quan, huyOn; 
- VP UBND TP (3E,4); 
- COng TTDT TP; 
- Luu: VT, LhTo 

TM. UY BAN NHAN DAN 
CHU TICH 
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