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Gia Lai, ngay 3,1 thang5am 2018 

KE HOACH 
Cling tic van thir, Itru tar nam 2018 

Can dr chirc nang, nhiem vv va tinh hinh thisc to cua co quan, Sa Cong 
Thtrang xay dung ke hoach cong tac van thu, km tar' nam 2018, cu the nhtr sau: 

I. Muc dich, yeti au 

1. Muc dich 

- Nang cao nhlan thirc va trach nhiem cua ding chirc, vier' chic ve tam quan 
tr9ng cua cong tac van this, km Hit. 

- Nham dua cong tac van this, km trui cua So Coring Thucmg di vao ne nep, 
hoat dOng bao dam dung quy dinh, gop phan nang cao hieu ltrc, hieu qua quan 1Y 
nha nuac ve cong tac van this, km trii. 

2. Yeti cau 

Cac to chirc tham mini tong hop, chuyen m6n, nghiep vv thu6c So tiep 
tvc to chirc trier' khai thisc hien tot cong tac van this, kru tea theo dung Ice hoach. 

- Xay dung ke hoach cong tac van this, km till hang nam va to chirc thisc 
hien dung theo quy dinh; , chirc bao quan tot, khai thac va sir dung hieu qua tai 
lieu km tea, dap irng yeu cau nhiem vu cai cach hanh chinh hien nay. 

II. Nei dung time hien 

1. Cong tac tuyen truyen, ph6 bi'en phap luat ve van this, km trii: Tang cuisng 
cong tac tuyen truyen, pho Wen cac quy dinh cua phap luat hien hanh va van ban 
quy pham phap luat mai &roc ban hanh ve cong tac van this, km trill bang nhieu 
hinh thirc, long ghep vao cac buoi d9c bao dau gia den toan the cong chirc, vien 
chirc,trong co quan; &Mg thai trien khai kip thai den cac ph6ng, b6 phan thu6c 
So. de to chirc thkrc hien dung quy dinh. 

2. Hoat dOng quan lY va thisc hien cong tic van this, km trill 

- T6 chirc thkrc hien cac van ban quy pham phap luat ve cong tac van this, 
ltru 

- Ra soat ban hanh lai cac danh mvc: Danh mvc thanh phan tai lieu, danh 
mvc ban* thin gian bao quan 116 so, tai lieu, danh mvc h6 so co quan, danh mvc 
thanh phan tai lieu dm nhQng ho so c6 th6i han bao quan vinh vien nam 2018. 

- Tip tvc thtrc hien chinh lY tai lieu km tril cua Soy de n6p tai lieu vao 
Trung tam Ltru trir tinh theo th6i han quy dinh. 

- Thu h6 so nam 2015 da hoan chinh tai cac phong chuyen mon, nghiep vu 
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thu6c Soy vac) luu trir co quan. 

- Tiep tic huong clan cac phong, 17,6 phan thu6c 	ve cong tac lap ho so 
cong viec hien hanh trong nam. 

- Tang ctremg cong tac phong chOng chay no, bao dam an toan tai lieu luu trCt 
trong co quan. 

3. Ling dung cong nghe thong tin: Duy tri va thuc hien tot he thOng quan lY 
van ban va diet' hanh de xir 15,  van ban di, den; tang ctremg thyc hien van ban 
dien tir ten min trueing mang lien thong; img dung cong nghe thong tin trong 
cong tac van thu, luu trir. 

4. Thuc hien the d6 thong tin, bao cao: Thyc hien tot the d6 thong tin, bao 
cao ve cong tac van thu, luu trir theo quy dinh. 

5. Danh gia, xep loci ket qua thuc hien cong tac van thu, luu trir: Ty danh 
gia, xep loci ket qua thuc hien cong tac van thu, luu trix nam 2018 theo quy dinh. 

6. Kinh phi thyc hien cong tac van thu, km tit ciugc thuc hien theo the d6 
tai chinh hien hanh. 

III. TO chfrc thkrc hien 

1. Can cir n6i dung, nhiem vu cua ke hoach, cue nghi lanh dao cac phong 
chuyen mon, nghiep vu thu6c Soy thuc hien m6t so nhiem vu sau: 

- Chinh lY tai lieu luu trir cua phong de n6p tai lieu vao Luu trir co quan 
theo thOi han quy dinh (h9 so hoan chinh nam 2015). 

Dang IcY thin gian va cir,cOng chirc phi h9p 	b6 phan luu trudm SO.  
de sap xep, chinh lY ho so con ton d6ng tai kho Urn trir SO. 

, 2. Giao Chanh Van phong Se( theo 	don dOc viec thuc hien Ice hoach; 
phoi hop cac phOng chuyen mon tham muu Gam doc Soy danh gia, xep loci ket 
qua thyc hien cong tac van thu, luu tit hang nam. 

Tham muu cir cong chirc lam cong tac van thu, luu tit tham gia cac lop bin 
duang, tap huan ye chuyen mon, nghiep vu (neu co). 

IV. Tien cao thuc hien 

1. Ta ngay 02/7/2018 den ngay 06/7/2018: Phong Quan ly thuong mai n6p 
tai lieu km trot nam 2015 da dugc chinh ly hoan chinh vao luu tra co quan. 

2. Tir ngay 16/7/2018 den ngay 20/7/2018: Pilot-1g Quan lY nang lucmg n6p 
tai lieu km tit nam 2015 da dugc chinh lY hoar' chinh vao luu tit co quan. 

3. Tix ngay 30/7/2018 den ngdy 03/8/2018: Phong Quan lY cong nghiep n6p 
tai lieu luu trit nam 2015 da dugc chinh lY hoan chinh vao km tit co quan. 

4. Tir ngay 13/8/2018 den ngay 17/8/2018: PhOng Quan ly xuat nhap khau 
n6p tai lieu luu trir nam 2015 da dugc chinh ly hoan chinh vac) luu tit co quan. 

5. Tir ngay 27/8/2018 den ngay 31/8/2018: Pilot-1g K'y thuat an town NIA m6i 
throng n6p tai lieu luu trir nam 2015 da dugc chinh ly hoar' chinh vao luu tru co quan. 
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, 6. TU.  ngay 03/9/2018 dEn ngay 07/9/2018: Phong KE hoach - Tai chinh - 
Tong hap n9p tai lieu km hit nam 2015 da &lac chinh li hoan chinh vao ltru tit 
ca quan. 

7. Tir ngay 17/9/2018 dEn ngay 21/9/2018: Thanh tra SO n9p tai lieu km trir 
nam 2015 da dtrac chinh ly hoan chinh vao km trir ca quan. 

8. Tir ngay 01/10/2018 dEn ngay 05/10/2018: Van phong SO n9p tai lieu 
ltru trill nam 2015 da dtrac chinh 1)'/ hoan chinh vao km hit ca quan. 

Trong qua trinh thvc hien, nhUng, 	van dE phat sinh, kho khan wan mac dE 
nghi bao cao ye Van phong SO de phoi h9p giai quyet. 

LAy kEt qua thkrc hien kE hoach nay lam mot trong nhimg lieu chi danh gia, 
phan loaf miry c10 hoan thanh nhiem vu nam 2018 doi veri tap the va ca nhan. 

D nghi cac phong chuyen mon, nghiep viii thu9c SO, ca nhan lien quan 
nghiem tuc thtrc hien, tiep tuc chinh V/ tai lieu ltru tax' nam 2016, 2017, 2018 cua 
minh dE n9p tai lieu vao ltru till ca quan dung thed gian quy dinh.r.i. 

Nol niqin: 
- Cac t6 chirc, dcm vi thut5c Sdr (t/h); 
- Lanh dao Sa; 
- Website So.; 
- Ltru: VT, VP. 
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