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u~~JC sd~~:fr;~'c~11f~~hoach s6 05/KH-UBND ngay 07 thing 01 nam 2022 cua UBND thanh ph6 v~ viec ban hanh K~hoach
cong tic van thu, hru tnr nam 2022 cua thanh ph6 Da NKng. Sa Xay dung xay dung k~ hoach cong tic van thu, hru trir
nam 2022 nhir sau:

EJd NJng, ngay 27 thang 01 nam 2022

KEHO~CH
Cong tac van tlnr, hru trfr nam 2022 cua SO-Xay dung thanh ph6 Da N~ng

Don vi chu K~t qua

1. T& chrrc thuc hi~n D~ an "Lull trfr tai li~u di~n til' ciia cac CO' quan nha nutrc giai doan 2020-2025" cua thanh ph6 va
tri~n khai I~p ha SO' di~n til' dai vm tho t1}.chaDh chiDh

T
T NQi dung ding vifC trl thuc hien

Th\fc hi~n l~p h6 So' di~n til Cac phong,
ban thuQc Sa

DO'nvi
ph6ihQ1J

ThO; gian
hoan thanh

Cac dan vi
tll!c thuQc

Trong nam
2022

Bao dam Wi thieu 80% h6 So', tii
li~u lUll hiT hinh thinh trong llam
dugc l~p h6 So' di~n tit (trir
nhfmg truemg hgp phap lu~t co
quy dinh khic ho?c do chua co
trang thi~t bi phil hgp dS quet
(scan) kh6 gic1y co kich thuac
Ian han A4 ho?c phAnm~m chua
dip (mg yeu cAu)

Giao llQP h6 So' di~n til van luu tm ca Cac phong,
ban thuQc Sa

Cac dan vi
1ll!c thuQc

Trong nam
2022

Bao dam 100% h6 sa di~n til l~p
tren Ph~n m~m Quan ly van ban
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2. Tuyen truyen, ph6 bi~n phap lufit v~ cong tac van thu, IO'utrfr

T
T

quan

K~tqua
Bon v] chu
tri thtrc hien

Bon vi
ph3i h__2l!

ThOi gian
hoan thanh

va dieu hanh den han nop hru
(tnr h6 sa chua dli di~u kien l~p
dien tir hoan toan) duoc giao nQp
vao hru trir co quan

NQi dung cong vi~c

Tang cuong tuyen truyen, pho bien, chi Van phong Cac phong, Trong nam Co cac hinh tlnrc nhu: Ban hanh
dao, huong dfi.ncac dan vi thuoc pham ban, dan vi 2022 van ban; kiem tra; dang tai van
vi quan ly thuc hien dung cac quy dinh ban, viet bai dua tin tren tren
v~ cong tac van thu, hru trir, d~c biet la trang thong tin dien tir cua co
van tlnr dien tir va hru trit dien ill quan ...

3. Tri~n khai thuc hi~n Nghj djnh sA 30/2020/ND-CP Clla Chinh phll v~ cong tac van thO' va Chi thi sA 35/CT-TTg ella
ThiI tlfCyngChinh phil v~ tang cmrng cong tac I~p hi) SO' va giao nQp hi) SO', tai li~u vao IO'Dtrfr CO' quan, IO'utrfr Ijch
Stf

a) HU6ng dfin, ki€m tra cac dan vi t[1JC
thuQc thllc hi9n dimg quy djnh v~ cong
tac van thu, hru tm, trong do lUll y van
ban di~n tit, l~p h6 sa di9n ill va n9P
lUll h6 sa di9n tit vao luu trfr cO'quan

b) T6 chilc thllc hi9n cac nQi dung cong
vi~c duQ'c gIaO t~i Quy~t djnh s6
7211QD-UBND ngay 09 thang 02 nam
2018 cua Chu tjch UBND thanh ph6 v~
ban hanh KS ho~ch thgc hi~n Chi thj s6
35/CT-TTg

Vanphong Cac dan vi Trongnam Co nhi~u hinh thuc huang dfin
t[1JcthuQc 2022 (nhu ban hanh van ban, t6 chuc

t~p hu~n, h9i ngh! ... ) va kiSm tra,
thgc te

Vanphong Cac phong, Trongnam Hoim thanh tAt ca cac nhi~m V\l
ban thuQc So 2022 duQ'cgiao ~i KS ho~ch

c) T6ng k~t t1nh hinh thgc hi~n Chi thi s6
35/CT -TTg tren dia ban thanh ph6 giai

Trongnam
2022

Bao cao kSt qua th\lC hi~n cua
thanh ph6 giai do~n 2017 -2022

Viinphong
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T NQi dung cong vi~c Don vi chu Don vi ThOi gian K~t quaT tr] tlnrc hi~n phBihQll hoan thanh
doan 2017 -2022

4. Thirc hi~n nhiem vu van thu, luu trfr
a) Ban hanh cac van ban lien quan d~n cong tac van tlnr, hru trfr
- Ra soat, sua d6i, b6 sung, ban hanh Van phong Cac dan vi Trong nam Cac van ban v~ cong tac van thir,

moi cac van ban v~ cong tac van thu, tnrc thuoc 2022 hru trir duoc ban hanh dam bao
hru trir nhir: Quy che quan ly tai lieu dung guy dinh va phan anh dung
di~n tir; danh muc thanh phan tai lieu; thirc t~ cua co quan
bang thai han bao quan tai lieu ... thea
dung guy cua co quan co tham quyen

- Ban hanh danh muc ho so nam 2022 Van phong Cac dan vi Quy Inam 100~ cO' quan ban hanh Danh
true thuoc 2022 muc h6 so nam 2022

b) Dau tu kinh phi, cO'sO'h~ tang ph\lc V\l cong tac van thu, lUll tm
B6 tri kinh phi chinh ly, s6 hoa tai li~u Van phong Cac dan vi Trong nam Thl,lc hi~n chinh ly tai li~u va
vi trang bi cac gia, k~ bilOquan tii li~u, trl,lc thuQC 2022 trang bi d~y du cac trang thi~t bi
hQp dvng tai li~u, bia h6 SO'... ph\lc V\l cho cong tac luu tm

c) Danh gia, xep lo~i kef qua th\Jc hi~n cong tac van thu, hru tm nam 2021

- CO'quan tl,l danh gia xep lo~i cong tac Vanphong Cac dan v! Truac ngay Roan thanh va gill ket qua t\1'
van thu, lUllmr nam 2021 tf\fc thuQc 30101/2022 danh gia dung quy dinh

- Thvc hi~n tham dinh ket qua danh gia, Vanphong Cae dan vi Truac ngay Gui bilO cao ket qua danh gia,, , ,
xep lo~i cila cac dan vi tfl,l'Cthu9C vi tfl,l'cthu9c 15/3/2023 xep lo~i cac dO'nvi tfl,l'Cthu9c ve
bao cao k~t qua v~ Sa NQiV\l Sa N9i V\l dung thai h~n

d) Thvc hi~n cac nghi~p V\l cua cong tac van thu, lUlltm
- Thvc hi~n quan ly van ban di, van ban Van phong Cac phong, Trongnam Tat ca van ban di, van ban den,

d~n, d~c bi~t Ii van ban di~n m; quan ban, dan vi 2022 d~c bi~t Ii van ban di~n tlr vi
Iy vi su d\lng con d§.u, chfr kY s6 cua con d§.u, chit kY s6 cua cO'quan
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T
T NQi dung cong vi~c

co quan dung quy dinh

DO'n vi chu
tri thirc hien

DOll vi
phAi h~

Tho; gian
hoan thanh K~tqua

diroc dang ky, quan ly dung quy .
dinh

Chi dao, hirong d§n cong chirc, vien
chirc, nguoi lao dQng tai co quan, dan
vi lap h6 sa dien tlr
Tlnrc hien giao nQP, thu thap ho sa, tai
lieu giity vi di~n tir d~n han nQP hru
hinh thanh tic nam 2021 v~ tnroc VaG
hru trir co quan

Van phong

Van phong

Cac phong,
ban, dan vi

Trong nam
2022

Cac phong, Tnroc thang
ban, dan vi 12/2022

Cac don vi
tn,rc thuQc

ThlfC hi~n tieu huy tai li~u het gia tri Van phong Cae don v!
thea dung quy dinh tt1!CthuQc

d) Tang cuang lIng d\mg cong ngh~ thong tin trong cong tac van thu, lUll tm

Thuc hien viec h~ thong hoa tai li~u Van phong
trong kho luu tnT d6i v6i tii li~u da l~p
h6 sa hoin chinh ho~c chinh ly tii li~u
lUll tm thea dung qu_ydinh

Sil d\mg chfr kY so cua ca quan dung Van phong Cae don v!
quy dinh tf\re thuQc

Ung d\mg Phan mem Quan Iy van ban
vi di~u hanh VaGcong tac van thu

Ung d\mg Pharr mem LUll tm di~n ill
cua thanh ph6 trong cong tac Iuu trfr

Cae phong,
ban, dan vi

Vanphong

Trong nam
2022

Trong nam
2022

Trong nam
2022

Trong nalU
2022

Trong nam
2022

Lap ho sa dien nr toi thieu 80%
tai lieu hinh thanh dap irng cac
yeu cftu v~ lfu2 h6 sa di~n til
Tat ca tai lieu den han nQP hru
duoc giao nQP va bao quan t~p

. trung tai hru trfr co quan

Tai lieu duoc h~ thong hoa,
ehinh ly thea dung quy dinh

Tieu huy tai li~u dung trinh tv,
thu tl;tcquy dinh

Ky so eua cO' quan dung quy
dinh d6i voo cac van ban do ca
quan ban hanh vi s6 hoa van ban
n~n giity
Tat ca cae van ban di, den dugc
quan Iy tren Phftn m~m; l~p h6
sa di~n tlr vi nQP lUll h6 sa di~n
til VaGLUlltm ea_9.uan
Nh~p day du cac thong tin thea
yeu cAucua PhAnm~m va tii li~u
lUll tm dugc s6 hoa bao dam ehfit
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T
NQi dung cong vi~c

DO'n vi chu Don vi Tho; gian K~t qua
T tri thuc hien phaihQ1l hoan thanh

hrong theo quy dinh
- Ung dung H~ thong bao cao va danh Van phong Cac don vi Trong nam Bao cao thong ke va danh gia ket

gia, x~p, loai cong tac van thu, hru till tIlJCthuoc 2022 qua thirc hien van thu, luu trir
tnrc tuyen nam 2021 diroc giri true tuyen v~

S6 NQi V\1thong qua H~ thong
5. Ki~m tra, hO'011gdin viec thirc hien cac quy dinh v~ c(ing tac van tlnr, IU'Utrfr

Kiem tra, hu6ng dftn cong tac van thu, Van phong Cac phong, Trong nam Co bien ban kiem tra tai tung
luu till, trong do t~p trung vao cac noi ban, don vi 2022 don vi
dung: Soan thao va ban hanh van ban,
dien tir, quan 15'van ban dien nr, lap ho
sa va nop hru h6 sa dien tir vao Luu trif
ca quan, quan 15'va sir dung thiet bi luu
khoa bi m~t; s6 hoa tai li~u luu tm

6. ThO'c hien bao cao dinh ky v~ cong tac van thO', IU'Utrfr
a) Bao cao thong ke, tong hqp ve cong tac

van thu, luu trU nam 2021
- Cac dan vi tIlJCthu9C bao cao thong ke Cac don vi So' N9i V\1 Truac ngay Cac don vi bao cao dung so li~u

cO'So' v~ cong tac van thu, luu tm va tai tIlJCthuoc 25/0112022 va thai gian
li~u luu trU gUi v~ So' Xay d\Ing

- Kiem tra, tham dinh bao cao thong ke Van phong Truac ngay Bao cao tn,rc tuyen tren phan
cO' So' cong tac van thu, lUll trft va tai 3110112022 mBm dam bao chftt luqng, dung
li~u luu till nam 2021 cua cac don vi 86 li~u va thai gian
tIlJCthuoc

b) Bao cao danh m\1c tai li~u cac cong Van phong Cac phong Truac ngay Bao cao truac ho~c dung thai
trinh thuoc di~n nop lUll nam 2022 vao thuQc S6 3111212022 gian quy dinh
Luu till Hch sir thanh ph6
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III. TO cmrc .rmrc HIJ~N
1. Thu tnrong cac don vi true thuoc din cir K~ hoach nay va tinh hinh thuc t~ cua dan vi xay d1!11gk~ hoach cong rae

van thu, hru trir nam 2022 cua don vi, bao dam tri6n khai thuc hien dfty du cac noi dung cua cong tac van thu, hru tffr va cac
cong vice duoc giao tai K~ hoach,

2. Cac phong, ban, don vi diroc giao nhiem vu chu tri, chu dong trien khai thirc hien nhiem vu, dam bao tien d(>va
thai gian hoan thanh k~ hoach. Cac phong, ban, don vi diroc giao nhiern vu phoi hop tang cuong trach nhiem, tich eire thirc
hien cac nhiem vu diroc phan cong phoi hop.

3. Trong qua trinh trien khai thuc hien, neu co vuong mac, cac phong ban, don vi kip thai bao cao ve Sa Xay d\mg
(thong qua Van phong Sa) d~ kip thai diSu chinh, b6 sung cho phu hqp.l.

,•..•........,...•..

Noi IIhijn: GIAMDOe
- Cac phOng, ban, don vj tn!c thu9c;
- Cae Pho Giam d6c;
- SaN9i YI,l (d~ bao cao);
- LLIU:VT, VP (fJL). ()J~<!. il(}o .7.vrJ. - /() )

nf2;TC-ICc ~-eT FT 1\7:--r~/ / J)

Phung Phu Phong




