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CONGHOA XA HOI CHiT NGHiA VI~T NAM
DQel~p - T\f do - H~nh phue

Da Ndng, ngay)) thimg05 ndm 2024

KEHO~CH
Cong tac van thir, hru trfr nam 2024 ella Cong ty Cfmg vien-Cfiy xanh Dil N~ng

Thirc hien KS hoach s6 777/KH-UBND ngay 30 thang 01 nam 2024 cua Sa Xay Dung thanh ph6 Da NAng vS
Cong tac van thu, hru trfr nam 2024 va can cir tinh hinh thirc t@cua co quan, Cong ty Cong vien Cay xanh-Cay xanh Da
NAng ban hanh ~@hoach cong tac van thu, luu trft nam 2024 nhu sau:

I.MVCDicH

1. DAymanh tuyen truyen, ph6 bien, quan triet cac nQi dung phai thirc hien hang nam trong cong tac van thir, luu
trfr d@ncac phong, don vi tnrc thuoc Cong ty

2. Bao dam cac phong, don vi Cong ty thuc hien dung, du, hieu qua cac nhiem vu vS cong tac van thu, luu trir
theo quy dinh hien hanh cua Nha mroc; co cac giai phap dS kh~c phl,lc nhfrng h~n ch@,phat huy k@tqua da d~t duqc
trong cong tac van thu, luu tm.

3. Xac dinh ro trach nhi~m, nhi~m V\l cua cac phong, don vi trong cong tac van thu, luu tm dS cac don vi chu
dQng t6 chuc th\fc hi~n.

4. Tang cUOng nghien cUu, Ung dVng cong ngh~ thong tin vao cong tac van thu, luu tm va th\fc hi~n van thu, luu
tm di~n tu.

II. YEUCAU

1. Xac dinh cv thS cong vi~c, trach nhi~m cua timg phong, don vi thai h~n hoan thanh va k@tqua trong th\fc hi~n
tung nQi dung cua cong tac van thu, lUll tm.



2

2. Cac dan vi nghiem tuc thuc hien cac cong viec cua KS hoach nay, bao dam hoan thanh nhiem vu diroc giao hieu qua,
dung tien dQ va chat hrong.

III. NOI DUNG CONG VIEC. .
Tt NQi dung cong vi~c Don vi chii Doonvi ThOi gian K~tqua

tri thyc hi~n phBihQ'P hoanthanh
1. Trien khai Quyet dinh so 2773/QD-UBND theo 10trinh thuc hien trong nam 2024

a) Chuan hoa, tao l~p co sa dfr lieu tai lieu - Dfr li~u dfiu VaGcua van ban di,
(chuan dii lieu dAu VaGcua van ban di, dSn di~n til; l~p h6 so di~n nr dam
dSn dien nr; l~p h6 so di~n til ... ) bao thea quy dinh

PTCHC Cac phong Nam2024 - Bao dam t6i thiSu 80% h6 so,
ph6ihgp tai lieu hinh thanh trong nam tai

co quan, dan vi diroc l~p h6 so
di~n tU (d6i voi h6 so du diSu
kien hoan toano

b) L~p h6 sO'di~n tir, l~p h6 sO'cong vi~c
100% van ban, h6 sO'duQ'cl~p h6PTCHC Cac phong Trongnam

ph6ihQ'P 2024 sO'di~n til
2. Tuyen truyen, pho bien quy dinh, tip huan nghi~p Vl} ve cong tac van thO', IO'utrif
a) Tang cUOng tuyen truySn, ph6 biSn, chi Co cac hinh thuc nhu: Ban hanh

d~o, huang db cae dan vi thuQc ph~m vi PTCHC Cac phong Trongnam van ban; t6 chuc t~p hu~n, hQi,
ph6ihgp nghi; kiSm tra; dang Uti van ban,quan ly thvc hi~n dung cac quy djnh ve 2024

cong tac van thu, lUll tm, d~c bi~t la van viSt bai dua tin tren tren trang
thu dien til va lUll tm dien til thong tin di~n til cua cO'quan .... .
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b) Tham gia cac lop t~p huan nghiep vu van Tham gia cac lop t~p huan
thu, luu tnr dien nr, l~p ho sa dien tir. PTCHC Cac phong Trong nam nghiep V\l vS van thu, luu trtr .

ph6ihgp 2024
3. Thirc hien nhiem vu van thu, hru tru-. . . .
a) Ban hanh cac van ban lien quan den cong tac van thu, luu trfr

- Ra soat, sua d6i, bB sung, ban hanh moi Cac van ban vS cong tac van thu,
cac van ban vS cong tac van thu, luu trfr luu trft diroc ban hanh dam bao
tai co quan, dan vi (neu cAn thiet) va chi dung quy dinh.
dao, huang dftn cac dan vi tl1JC thuoc PTCHC Cac phong Trong namdiSu chinh hoac ban hanh moi nhu: Quy ,

chS quan ly tai lic$u di~n nr; danh muc phoihgp 2024

thanh phan tai lieu; bang thai han bao
quan tai lieu ... thea dung quy hien hanh

- Ban hanh danh rnuc h6 sa nam 2024 va Quy I nam 100% co quan ban hanh Danh
xac dinh C\l thS hinh thuc l~p cua timg h6 PTCHC Cacphong 2024 m\lc h6 sa nam 2024
sa ph6i

hqp
b) Dau tu kinh phi, ca sa h;;ttang ph\lC V\l cong tac van thu, luu trfr

B6 tri kinh phi va trang bi cac gia, k~,bao Trongnam ThlJc hi~,nva trang bi d~y du cac
quan tai li~u, hQpdgng tai li~u, bia ho sa... PTCHC 2024 trang thiet bi ph\lc V\l cho cong

tac luu trfr
c) Danh gia, xep lo;;tiket qua th\Ic hi~n cong tac van thu, luu tm nam 2024

- Ca quan tlJ danh gia xSp lo;;ti cong tac Truacngay TlJ danh gia va gui kSt qua ve Sa
van thu, luu tm nam 2024 PTCHC 20/10/2024 Xay D\Illg dUng thai gian quy

dinh.
- Danh gia, xSp lo;;ticac dan vi tl1JCthuQc Truacngay Gui bao cao ket qua danh gia,

va bao cao kSt qua vS Sa Xay D\Illg PTCHC 15/0112025 xSp lo;;tivS Sa Xay DlJllg dung
thai h;;tn
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d) Th1Jchien cac nghiep vu cua cong tac van thu, luu trfr
- Huang dftn, kiem tra cac dan vi tr1JC Co nhieu hinh thirc huang d§n

thuoc thirc hien dung quy dinh v~ cong
Cac phong Trong nam

(nhu ban hanh van ban, t6 chirc
tac van thir, hru trir, trong do luu y van hQi nghj ... ) va ki~m tra th1JCtS
ban di~n nr, l~p he, sa di~n tir va nop luu ph6ihgp 2024
hi> sa di~n tu vao luu tnt co quan theo
quy dinh tai Nghi dinh s6 30/2020/Nf)- PTCHC
CP

- Thuc hi~n quan ly van ban di, van ban Tftt ca van ban di, van ban dSn
dSn, d~c biet la van ban dien nr; quan ly

PTCHC Cac phong
cua co quan diroc dang ky, quan

va sir dung con dftu, chfr ky s6 cua ca Trong nam ly tai van thu; quan ly va su
quan dimg quy dinh phoi 2024 dung con dftu, chfr kY s6 dUng

hgp quy dinh

- Quan ly ch~t che vi~c l~p hi>sa va hinh Dam bao 100% hi>sa hinh thanh
thuc l~p he, sa cong vi~c cua ca nhan

PTCHC Cac phong Trongnam
t~i ca quan d~u xac dinh hinh
thuc l~p va tftt ca ca nhan xu ly

ph6ihgp 2024 cong vi~c d~u l~p hi>sa

- Chi d~o, huang dfin ca nhan t~i ca quan, Tat ca ho sa duQ'c l~p dam bao
dan vi l~p he, sa cong vi~c, hi>sa thu t\lC

,

PTCHC Cac phong
chat luqng theo dung hinh thuc

hanh chinh theo dung quy dinh Trongnam da:chQn,
phoihgp 2024

d) Tang cUOng ling d\lng cong ngh~ thong tin trong cong tac van thu, luu trfr

- Su d\lng chfr kY s6 cua ca quan dung quy Trongnam Ky s6 cua ca quan dung quy
dinh 2024 dinh d6i vai cac van ban do ca

PTCHC quan ban hanh



4. Thuc hi~n nhiem vl} hru trif ljch sir thanh phf

K~tqua

Tfit ca cac van ban di, den diroc
quan ly tren Phftn mem; l~p h6
so dien til va n9P luu h6 so di~n
til
Nhap d~y du cac thong tin theo
yeu c~u cua Ph~n mem va tai
lieu luu tnr

Bao cao thong ke va danh gia ket
qua thirc hien van thu, luu trfr
nam 2023 dtroc gUi tnrc tuyen vS
Xay Dvn_g thong qua H~ th6ng

Thirc hien giao n9P tai li~u den han n9P
luu vao Luu trfr cua Cong ty PTCHC Cac phong

ph6ihgp
Trong nam

2024

Giao n9P tai li~u vao Luu tm quy
dinh

5. Thuc hi~n bao cao djnh ky, dQt xuat v~ cfmg tac van thir, hru trfr
a) Bao cao thong ke ve cong tac van thu,

luu trfr nam 2023
Cac dan vi bao cao th6ng ke cong tac
van thu, luu tm gui vS Sa

Kiem tra, tham dinh bao cao thong ke
cong tac van thu, luu tm nam 2023 cua
Cong ty.

PTCHC

PTCHC

Truacngay
15/0112024

Truac ngay
31/0112024

Cac dan vi co bao cao thong ke
gili vS S6 d(mg thai gian quy
diM
Bao cao trvc tuyen tren ph§.n
mSm dam bao chfit lugng, dung
s6 li~u va thai gian
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Tt NQi dung cong vi~c J)<Ynvi chu J)<Ynvi Thiri gian Ketqua
tri thirc hien ph8ihcfp hoanthanh

b) Bao cao dQt xufit v~ cong tac van thu, luu Theo thai Bao cao tnroc hoac dung thai
tnr cua thanh ph6 thea yeu cau cua co PTCHC Cac,Phong han cua co gian quy dinh, day du nQi dung
quan co tham quyen (nSu co)

,
phoihgp quan de nghi

bao cao

IV. TO CHirC TRue mEN. .
1. Phong T6 clnrc - Hanh chinh co trach nhiem chu dQng triSn khai thirc hien kS hoach, dam bao hoan thanh dung nQi dung, thai

gian quy dinh va dinh ky t6ng hop bao cao kSt qua thuc hien cho Giam d6c va Sa Xay Dung.
2. Cac dan vi tnrc thuoc Cong ty co trach nhiem thuc hien cac nhiem vu duoc phan cong ph6i hop dS dam bao hoan thanh

~~~.' . .

3': Trong ql!a tri?h thuc hien nSu co vuong m~~ccac d i kip thai bao cao V~ phong T6 chilc-Hanh chinh dS kip thai tham
muu Ban Giam doc dieu chinh, bo sung cho phil hgp./. ~

~ANH~

Noi nh{in: (j; CONG Tf;,o,y .
- Cac phong, ban, ~an vi trgc thuQc; I ONGVIEN·CAYXANH ~,
- Cac Ph6 Gifun doc; \:1. ' :
_Sa Xay D\Il1g(d~ bao cao); f.. DA NANG
- Luu: VT, PTCHC( HL).

Nguy~n Thi Quyn Di~m


