
I TRND TiNH HOA BiNH
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CQNG HOA XA HOI CH{I NGHiA VIET NAM
D6c hp - Ttt do - H?nh Phtic

so: 260 xn-scoa.or-w Hda Binh, ngdy Af thdng 02 ndm 2AI4

xf uo4cu
C6ng t6c vin thu, luu trft ngirnh Girlo dgc vir Diro t4o nim 2014

Cdn cir K6 hoach sti ozlfH-ueND ngdy 08/01/2014 cria Uy ban nhin ddn

tinh Hda Binh va c6ng t6c vin thu, luu trf tinh Hda Binh ndm 2014;

Sd GiSo duc vd Diro tao xay drm.g K6 hopch c6ng t6c vdn thu, lrru trt ngdnh

Gi6o duc vir Ddo tao nim 2014 cu th€ nhu sau:

I. MUC DiCH YT,U CAU

I - Muc dich
- Nhim thiing nhAt trong chi dqLo vd thr,rc hi€n nhiQm vu vin thu, h'ru trt

nsanh gido duc va dao tao, ri€p tqc dua cdng t6c vAn thu luu trii cria co quan, don

ulhoatlQne .o ni n6p. hieu quzi. kJroa hgc dung voi quy trinJr nghidp r u'

- NAns cao tinh thin, trdch nhiQm cta c6c co quan quan lj gi6o dqc, c6c don

vi vi vi tri. vai tro. j nghia. rim quan rqng cria cong tdc van lhu. luu lru: cen b0'

c6ng chirc, vi6n chrlc trong viQc bdo quan ho so, teri liqu; tiri li€u luu trii cta co

quui, don.vf vd c6 nhin d.ip ung vpi yeu cdu, nlidm vu theo quy dinh cira nhd

nu6c vd c0ng t6c v6n thu, luu trir; d6ng thoi thong nhat hong ldnh d4o, chi dao vd

thuc hi6n cong t6c vdn thu, hru trir nim 2014

2. YGu cAu
- Xay dlme nhi6m vg vd c6c bi€n ph6p thUc hiQn c0ng t6c vdn thu, luu trft

nam 2014.
- Thir trudng c6c co quan, don vi quan tdm ldni d4o' chi d?o, b6m s6t k€

hoach d6 vdn dung vdo tinh hinh thuc te cua co quan. don vi. to chuc thlrc hiQn t6t

nhi6m vu vdn thu, luu trft cria co quan, don v! d6p img v6i y€u cAu nhiQm vu dugc

giao trong giai do4n hiQn naY.

II. NQI DUN.G, NHIDM VIT CV TH6
1. Cdng t6c t6 chric cin b0
- Cin il vdo chirc ndng, ntlle- uu, quydn han dugc giao d6 til tri cdn uo,

c6ns chuc, vi6n chuc chuydn trdch hodc ki6m nhiQm ldm cOng t6c vin thu, luu trt
air in"o Uiet.r ch6, dung neqch bdc, chuy€n ngitrh ddo tao dam b6o vd chuy€n mdn

nghidp vu, c6 tinh thin trdch nhiQm trong c6ng vi6c, d6p ung y€u ciu nhiQm vu

Oiqc eiao vd Uo tri phong, kho d6 quan li tei liCu luu trir
- Cdng tdc tap huin, bili duong chuy€n mdn nghiQp vp: Quan tdm tlen vi6c

eao tao, trdiauolrg, c6n b6 tryc ti6p t4m coqe t{ic vanlhu;luu trir. thuc hi6n diy dri

cAc chi: dO bdi dudne doc hai vd ch6 do boi dudng bdng hien vit cho'can bd ldm

c6ng tdc luu trii theo quy dinh hi€n hdnh.



2. Tuv6n truvin, ph6 bi6n ph6p lu{t vd c6ng t6c v5n thtr, luu trir
- ralr.,i" -ye" *yit, pnd uiiin r,"6t ruu trii., Ngtri dinh sii 01/2013AID-

cr ngayo:roilzoti c,iu itti"lt-pt.t i quy dinir chi tii5t thi ttunt't -6t t5 didu cria Luat

iou trii*. 
"a" 

q.,v dlnh cua phrip iuat hiQn henh vd c6c vin ban hu6ng dAn nghiQp vu

v6 cdng tdc ui" ttt,t, tou ttii e6n toan thiS c6n bd, c0ng chirc, vi€n chtc nh6m n6ng

.uo nhin thu. vd vai tro, tim quan trgng crla c0ng t6c vin thu, luu trii vd ph6t huy

gi6 tri idi lieu luu tfii.

3. Cdng tfc xiy dqng vh ban hinh vdn bin
- can Ju Lu6t iLru trtl nbm 201 1, cdc vdn ban quy phem phdp luit crla Nhd

nu6c, vdn ban chi dao cria B6 NQi vu' vdn bdn hu6ng din nghidp vg crla Cgc Vdn

thu v; Luu trt Nhi nu6c vd v6n ban chi dao cria tinh vF cong tdc vdn thu, luu trft'

C6c co quan. don vi t6 chuc rir so6t c6c vin ban kh6ng cdn phir hqp v6i quy dlnh

"an 
U^ irdnh moi ho6c bo sung, sira d6i cho phir hgp v6i quy dinh hiQn hdnh cira

Nhir nu6c.
- C6c co quan, don v! chua xiy drmg Quy chd cong tdc vin thu, luu trft ho{c

de xdy d\mg tir iru6c nhrmg kh6ng coo phir hg phAi kiiim tra, r2r-so6t d6 ban hdnh

phn hq? v6I quy dlnh hiQn Ldnh theo huong-din t4i Thong tu so 04/2013/TT-BNV

"eev 
i6tqtZOii'titu B0 NQi vu v6 huong din xdv dpg qty ch6 cdng t6c vin thu,

luu trt cta c6c co quan, t6 chfc.
- Xdy dung vd ban hanh Danh muc hti so co quan, don vi ndm 2014 Vd bing

thdi han bio quln tdi licu theo huong dan tqi Thong tu s6 09/201 1/TT-BNV ngiy

$rc:;UI cua-eO NOI 4r quy din! ud thdi han bao quan ho so. tiri li6u hinh thdnh

trong hoat d6ng cira c6c co quan, td chirc." 
- iav'afi.tg va ban hanl Danh mpc hd so co quan, don vi thuoc ngu6n nQp

lrru vd Luu trt lich su tinh.'"" -- 
fl"O"t ;a. quin li vin ban di, vdn bin diin, l{p hd so vd nQp luu hd so, tdi

li6u vdo luu tfu co quan theo Thong tu s,5 OZluOtZltt-eNV ngdy 22/ll/2012 cua
gb NOI vu hutnig d6n qu6l.r lj vin ban, Iap ho so vir nop tuu ho so, tdi liQu vdo luu

trt co quan t6i todn th6 c6n bQ., cdng chric, vi€n chirc.

-^Xay d,-g quy dinh vA t6 chrlc sir dung tdi liQu luu trft; xay dqng ndi quy

kho lrru tril c0 quan.

4, HoSt tlQng nghiQp vg vin thu, luu trf
- fnu" ni€n ia" qut trinh nghiep vg sopn th6o, ban hdnh vdn ban dfng th6

thirc, dirng th6m quydn vd ky thuet trinh biry theo quy dinh t4i Thdng tu sO

0l/201 I/TT-BNV n gily |9l01l20l1cira 86 NQi vu.

- Qu6n lj "att 
t,u", tap hd so v?r ndp lrru. ho so tiri liQu-vao 1uu trir co quan'

Thuc hi6n vi€c quan t! van ban di. rin bdn dEn vi huong ddn' to.chuc ldp ho so

cdng viic, ndp luu hd so tdi li6u vdo luu trt co quan theo hu6ng din tai Thdng tu

"ri 
ozlzotzlrt-eNv ngiry 2211112012 crla B0 Noi vu.'

- Quin lj vd su d\rng con d6u cua co quan, tlon vi theo dfng quy dinh'

- CO"g t,i" thu thip, giao n6p hd so tdi li6u vdo luu trft: Thuc hiQn vi€c thu

thip hd so, di liQu clia cric phdng, ban, don vi truc thuQc veo luu trt co quan theo

dung quy dinh.



- Ti6p tqc kh6o s6t, th6ng k6 s6 lugng tdi liQu hi€n cdn tdn dgng chua chinh

lV. xdv dlrnp, ke hoach thu thAp. kinh phi chinlr lj vir bdo qudn an toan tdi lieu lLru

t.,i. fO.t',ui chrnh 15; tiri lidu vd giao nQp h6 so. rdi li(u riro ltru trtr co quan' Luu

trt lich su cria tinh theo quY dinh.
- Thrrc hign viQc ti6u huy tdi lic.u h6t gi6 tri theo dtng quy dinh cta phdp lu{t

hi€n hdnl.
- Bio vQ, bio quin tdi ligu vd to chuc.su dqng tdi liiu: Cdi t4o, n6ng cAp

hodLc xdv moi 
'kho 

luu trii diim bao cdc yeu cdu kj'lhuat dri' bdo qudn an toirn tai

lidu.Trang bi diy dn cdc phuong ri€n thi6r y6u d6 bao vd. bao quiin an toan ltri lieu

theo r€u ciu ctia nednh. Thuc hiFn riec vQ sinh kho. tiri li€u. klru trung tdi li€u

"i 
O"i.nO"- .Oi i'qr th.o Oung quy dini Bij ri phong doc drim bdo diAu kiin

iboaitql .l.ro dQc gia ddn khai th6c sri dgng tdi liQu. Hodn thiQn c6c cQng cq tra

"i--; 
*O .a theo d6"i vi6c khai th6c sri dgngldi li6u, chu d6ng cOng bii, gidi thi6u

riri lieu duoi nhidu hinlr thuc nhdm phat hu) gia tri tdi lieu'
-- ^^'" 

al"* au,lg 
"Ong 

nghQ. th6n; tin v2ro-cdng t6c v6n thu, luu trt; phAn mdm

quan li ven ban di, vEnbar d6n, chuy6n giao vdn bin vd tra tim tdi li6u trdn m6y vi
tinh.

5. C6ng thc ki6m tra
Thuc hTQn ki6m tra, hucrng dan cdc don vi.vd nghi€p vu cdng t6c vin thu,

Itru tni. Noi dung kidm tra tap trung vdo cdc van dd sau:

- ViQc tri6n khai c6c vdn b6n quy phqm ph6p lu6t, c6c vdn bi'n kh6c cua Nhd

nudc quy tlinh vd c6ng t6c vdn thu, luu trt: Luat fuu try; .Nghi .dinh sO

0l/2013/i{D-CP igity 0310112013 cria Chinh ph0 quy dinh chi tiCt thi hdnh mqt sd

dGu cia Ludt Lru"trb; Thdng tu t6 otlzot tdf-eNv ngity 19.rc1201'l.huong din

ud in6 trr"" ua k! thu{t trinf, bdy van bdn hirnh^ chinh; quy6t ainh. s5 :OoZqo-
BNV ngdy l3/10/201I cua Bd nQi vu to chuc rien khai ap dung phin mim chuin

h6a ttr6 ttrric vd k! thuAt trinh bdy vbn b6n hinh chinh theo Th6ng tu.sd
01/201I/TT-BNV; Thong tu 

"i5 
ozlzotz,"rr-guv ngiry 2211112012 huong ddn

quin l1i vdn b6n, l6p hd sJ vd n6p luu hii so, tdi liQu vdo lrru trft co quan' 
-' - Cons t6Lc van thu: Cdng t6c soan th6o vd ban hd'nh vdn bin, s6 dang ky

.ong na. al,-de", qny ttint q.tai li' uan bett, qurl,r l1/ con ddu, vi6c quin l:i, xu l;i'
theo d6i c6ng van mat...

- COn! tac lip hd so c6ng viQc vd thu thAp, nQp hd so vdo kho luu trt co

quan;
- Viec bo tri kho, trang thiiit bi beo quan tei li6u h.ru trir co quan;

- Vi6c thai tnac, t6 chr-lc su dung hii so tii liCu luu tr[l;
- ViQc img dung cdng nghQ thdng tin viro cdng tdc vdn thu, luu trir'

6. Kinh phi cho c6ng tic vin thu' luu trit
Chir dQng b5 tri dn kinh phi cho c6ng tfc vdn thu, luu tril tap tnmg vdo

nhirns noi duns sau:"- i6 .fr,i. tridn khai, pho bii5n c6c vdn ban m6i ban hinh vd cdng t6c vdn

thu, ltru tru.
- Sua chta, c6i teo kho luu trft, mua sim trang thi6t bi, phuong tiCn ky thuat

d6 qu6n lj vd bio qu6n tdi li€u nhu M6y tinh, n.r6y scan, gi6, hQp, bia hd so theo



ti€u chuAn quy dinh cua Cr;c Vdn thu vd Luu trii nhi nu6c, thi6t bi phdng ch6y,

chta ch6y.'- 
- ihinfr ti ,ai li€u luu trft cdn tdn dong, tich d6ng tai Kho luu trft co quan,

dcm vi siao noo viro Luu trri cda tinh.
-io .t ,i. so ket, tdng k6t I d hoat dong vdn thu. luu trri'

III. TO CHTIC THI'. C HIDN
- C6c co quan, don vj can cri vdo k6 hoach cria ngd ih, chu tlQng xdy dung k6

h"?"h ";;6 ;J; ;; l t*, ao,l vi vd t6 chrtc thuc hiqn t5t cac ndi dung trong ki5

hoach.
- Giao Vin phdng Sd theo ddi, huong d;n' ki6m tra. d6n d6c c6c phdng chilc

ning, chuyCn m64 nghiQp lrl Sd, cdc don vi thqc hien k€ hoach' tdng hqp b5o c6o

Uy ban nhdn din tinh theo quY dinh.

Tr€n tl6y ld Ki! hoach c6ng t6c vin thu, luu trt ndm 2014 cia Sd Gi6o duc

vd Ddo t4o Hda Bi nh-l . .'v'z'

Noi nhPn:
- UBND tinh:
- SdNoi vu;
- GD, ctc Ph6 GD;
- Website ngdnh;
- Luu: VT, VP, NTO(6) io6

iri Nggc D6o


