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t. N{1lc DicI{, "r f,u {tAt-r:
l. IVIgc clfch
Ti6p tr-rc nAng cao nhAn thfc cua ciin b6, c6ng chri'c, nguoi

quan v6 vai trd, tAm qltan trong ciia c6i"rg .6c vdn thu', lu'u trfr vd
lu'u tril'. NAng cao chAt iu'o. ng vd hi6u qua giai .1uy6t c6ng vi8c,
cong tiic clii c6ch hiilth clrinir hicn na_v.

l'irOng nhit clrriin l.,i nhi nr,ro'e i,e c6ng lic iiiit thLt. luui

rLrc clua cong thc r,'iirr thLL, lLlr-i tiil cii vao n0 nip. iiiroa lioc.
ctinh cua phap luAt.

2. YGu ciu
, Tang cud'ng c6ng tac quain li Nha nudc vd ho4t dQng c6ng

ct6i v6'i c6c ban, ngdnh thu6c UBND xd di vdo nd n6p v4 thpc
dirrir cua pli6p lr-rAt v6 c6ng t6c vdn thu, luu trir ndm 202A.

IT. NQI DUNIG, NHIEM VU CONG TAC VAN TEtrU" LTIU Tfdfr':
1. Cdng tac qurin ly nhi nu'6'c v€ vin thu', lu'u trir
a. 'l-ang clio'ng cQng tdc tuyOn truydn, pnO UiOn ph6p luat vC vdn tliu; iuu irti'

tl"reo ndi dung Chi thi s6 19/CI'-UBND cua Chu tich UBND tinh; Chi thi sO:SlC't-
I'l'G ctia'['iru tuo'ng Chinh phir nhim n6ng cao nh6n thu'c d6i voi c6n bQ, c6ng ch['c,
nguoi lao cktr-rg ve vai tro, tAm quan trong cr-ia cdng tac vdn thu', luu trii', giir tri cua
tai lit'^tr lrru trir',

b. Ti6n hdnh ra soat, ki6rn tra viQc thuc hi6n quy ctinh v6 cdng t6c vdn thu, luu
trfr'tai c6c ban, ngdr-rir, bo phAn chr-ry6n rndn, xdy dung phr-Lcrng 6n Hric phuc nhfrng
sai sot, hr"r6'ng to'i viQc thuc hi6n ciung, du quy dinh ph6p ludt cr-ra Nhd nu6c vO c0ng
t6c vdn thrr,, 1uu tr&';

dUng pirAr-r m6m quAn ly van bAn).

uv aerr r\riAN []AN
xa oAxJoTA

0111212017 cua Chu tich TIBND tinh vA
^ ,).

nQp h6 so, tai lieu vdo lrru trt cc, quan,



d' Thuc hi6n cho c16 b6o cAo, th6ng l<6 vd cor-rg t6c vdn tl-iu', luu trfr,theo quydinh;

e. X6Y dV'nf, I<6 lroach v[n lhu', lu'u tril ndtr 2020 t6p tn-rr:rg vAo cac v6n d0 sau:
- Tri€n khai va thuc hi6n cfc qyy dinh cua ph6p luAt, vdn bAn chr c1ao, hr-r6'ng

d6n cua c5.c co quan co thAm quyon ue .ong tdc rz6n tl'ru, lr,ru trfr,;
- Ban hinl-r danh muc hO so hi6n l-ianl-r theo qLry dinh tai 'l'hong tr-L s6

0712012iTT-BNV ngdy 2211112012 cua B0 NQi vu l-ruo'ng d6n qr-rarr ly van ban, lAp
h6 scy va n$p hd so, tai 1i6u vdo ltru trfr'ccr quan.

- Ban hdnh quy dinh thcri hqn bAo quAn tdi li6u cua don vi (theo quy dinh tai
Tlr6ng tu s6 091201 l/TT-BNV ngdy 03161201 1, Tirong tu s6 13l2a1t zrT-gxv ngdy
2411012012 ciSa B0 NQi vu vd c6c qr_ry dinh hi6n hanh);

- Qu6n ly sr-r dung con,CAu cua co quan theo quy dirrh cua ph6p lgAt;
- C6ng t6c soTn thao, ban hanh vA quan ly van ban di;
- COng tac tiep than vA qr,ian 1y van ban d6n;
- Cdng tdc lAp h6 so hi6n hanh va giao n6p h6 so', tdi li6u rzdo luu tril co- qlran;
- Cdng t6c thu t1-r4p, chrnh iy tdi 1i6u; xac clinh gia tri tai lidu va ti6u huy tAi

li6u h6t gi6 tri theo quy dinh cua phup 1u6t; ' a - ' --- -

- C6ng t6c 1uu trfr'rra bao c1r-ian hd so. tdi lieLr lur-r trii dArn bAo an tod,n, thu6n
ti6n cho khai thac su dung. ' -"-'1-' 

'

- Day m4nh u'ng dung ph\ rn6m trong c6ng t6c vdn thu, lur-r trfr,.
2.Hoqt clQng nghi6p vu v6 vXn thu,, Iu,u trfr,
Tron co sc, 

"u".ylr\.brl gW phprn ph6p ruat, cd.c van ban chi dao cua cap tr6n
UBND xd t6 chfc tri6n khai thuc hiQn quy oint., ra ro"g ia; ;;;r", luu trfr, tai co
quan, tAp trung vdo c6c n6i dung sau:

- Tap. trung rA sodt hoAn thi6n h€ thdng v6n bAn vd c6ng t6c vdn thu, lrru trfi,vdthuc hi6n tdt cac quy di,h v6 qudn ly c6ng t6c vi.rr thu., lu.u trfr,;
- Thuc hi6n c6ng tac soan thao, ban hAnh va qua-r ly van bAn di; cong tac ti6pnhan, qu6n ly vin ban den; quan ly va su'dung con clar-r...r"."" *ran theo quy dinhcua phdp luft;
- Thuc hi0n thu thQp h6 so,, tdi 1i6u vd luu rrfr,co.quan;
- c6ng t6c thu^th6p, chinir ri tdi 1i6u; x6c dinh giatri tdi li6u theo quy dinh:- Thrrong xuy6n ki6m tra va thuc hi6n viec uao tri, sira.t-,u.u,'i5 u'i'i.rr*irriu,bi b6o qu6n an toan tai 1i6u lu'u trr,i nhu gia dp'ng tdi 1i6u, h6p, cdp, bia b6 so..,;:hucrng xuycn thuc hi6n che ao vQ sinh tu ruu trfrltdi li6i,r.
3. C6ng tdc t6 chti,c, cr{n bQ
- Bd tri m6t c6ng chri'c co du ndng luc, co chuydn m6n nghiep vu l-rd,h chi,h -r'5n phong ki6m nhi6m, lAm c6ng t6c vdn thu,, luu trfi,.
- cfi cdn b6, c6ng chfrc thatn gia dAy du c6c bu6i t6p hu6n ngliiep vu v6 c6ngtirc vdn thtr - luu trfr,do tJBirJD huyQl ,O .h,i...
4..HiQn dai hod c6ng tdc vdn thu,, Iu,u tr[i,:
EAy mr4nh c6ng t6c nghien criu ya Ling clr,rng khoa hoc c6ng nghe trorrg l-roatdong vdn thu, ir'ru trir; tri6n khai thr-rc hren nghiep vu ua* thu, luu [.ir rcr,i cir-rarr li tdi1i6u di6n tu, u'ng crr-.rng cac phan mem quan 1, .,dn b6n va ,Gr;;;i, tac ,ghi6p theokO hoach cua hr_ry6n

rrr.To cr-rr]'c THuc HrpN:



l. Van phdng [{DI\I} & UBNI} x6:
- 'I'huc hi6n t6t c6ng t6c vin thti, lfr,u trfi'tai IJIIND xi.
- I-luivng dAn, cl6n ddc thr-rc iiiOn c6ng t6c vdn thr-1, Ir-ru trfr'tireo n6i chrng K6

iroach
.'.^- 'l-ong ho-p, IAp dar-rh n-rr,rc hd scv hi6n hdnh clhrn bao clung quy dinh.

- I'hr-rc hi6n qr-ran ly h6 so', lAi 1i6u theo'lhong tu'sd lqiZ|tllTT-tsNV ng6y
0B/1 i 12011 cira 116 Noi vr-r.

- Du tlir l<inh phi trinh L,6nh dao.tjilNll xd d0 thuc hien cac hoat dong v6n
thu, luu trfr'nl-ru': chinh li tai li6u, rnua sarn tl-rier bi bao qudn tai tieu". 

"

- fhuc hi6n ch6 c16 b6o c6o dinh k! ho[c d6t xu6t vA cdng t6c vin rhu, luu trir
theo quy dinh.

2. Ilan Tii chfnh - I(6 tofn:
Chiu tr6ch nhi6rn hucrng d5n, clam b6o kinir phi phuc vu cho cdng t6c viLn thu,

lur,r trir ti-reo qr-ry dinh.
3. Crlc ban, nginh UB|{D xfl:
- fhuc hi6n cac n6i dung co ii0n qLlan clen cac kh6u

thu, luu trfr'clam bao dr-tng quy dinh va thorg suot.
nghi€p vu c6ng tac v5.n

- ChLr dOng phoi no-p voi Vdn phong IJBND xA trong vi6c thuc hien c6c nQi
dung co 1i€n qllal-].

'fren da,v la l<6 hoach c6ng t6c Vdn thu, l,uu trii'ndrn 2020 cua UBirtrD xdDak
JcvTa. Yeu cau cdc ban. ngirnh, bQ phan chuydn mon nghiem tuc thuc hi6rr#;-Y
Noi nh|n: T'V{. Uy BAI{ hrffiAn DANI'l'M. UY BAN rlUAn m;
- Phong Ndi vu huy6n (b/c):
- Cic ban, ngdnh UBND xd (t/h);
- Llru VPUB.
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