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Thuc hi€n cong van sd 155,{KH UBND ngny 3Olll201| cua UBND tinh vd

vi0c xAy dung kd hoach, nhi€m vu cong t6c vin thu, luu tdl nim 201 1;

Carn cir tinh hlnh thuc td, SA GD&DT xay dung Kd hoach, nhicm vu c6ng

ti'rc van thu, luu trf nem 201 1 nhu sau:

I. NIUC DICH YEU CAU

l. Muc dich

- Nhim thdng nha't chi dao vd thLtc hi€n nhiem vu cong tdc vitn thrr, luu trii
trong ngirnh giSo duc, ting budc dua cdng tdc varn thu, luu tfi di vio hoat ddng

c6:rdn ndp, khoa hoc dring vdi quy trinh, nghi0p vu.

- NAng cao linh thdn trdch nhicn cua cdc don vi tftrdng hoc, cdn bd cdng

chr1c, vion .hirc trnng vi€c quin l! vi bio c1u/rn cOng van' gidy td' tdi lieu luu trf
d6p rmg yeu cdu, nh€m vu theo quy dinh cira tinh, cira nhi nu6c vd cirng t6c van

thu, lux trf.
2. Ydu ciu.
- C6ng t6c hoart ctOng vdn thu, lux trit cita c6c ddn vi trudng hoc phii diroc

td chfic thu;hion theo dring quy trinh, nghiOp ru do ph6p luit quy dinh, th6ng

nhat tir Sct GD&DT cldn ciic don vi trr-tdng hoc;

- Dim btio cho c6c don vi trrrdng hoc trong toirn tinh chil d6ng, tich cuc

trong vioc td ch(rc, thuc hicn clc nhien vu van thu, lurr tit theo quy dinh'

II. QUAN Lf, CHi EAO CONG TAC VAN THU, LIIU TRU.

1. Ci)ng tic ban hirnh van bin qu:in lf, chi tlao

- xay dmg Noi quy, Quy chd qu1' dinh vd qua'rn I! cdng t6c h6 sd htu trli
cira nginh.

Quy dinh vi€c giao ndp hd sd luu tri vd trung tAm tinh thco dfng hu6xg

dAn.

- Hu6ng dan cic dolr vi, tl'udng hoc lAp hd sd van thu, luu ti:i th6ng nhdt'

2. I(iim tra, hurlng din cdng tic Hd so- vin thu' luu trii'tai c6c don vi'
trudng hoc.

- Nam 2()1 1, td chrlc kidrn tra c6ng tdc hd sd van thu, Iuu trii r'i' hu6trg din
nghidp vu cong t6c vin thu, Iur tril tir 30 - 40 7o s6 don vi, trudng hoc trong tinh'
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3. NOi dung kiim tra.

Kidm tra, hu6ng dAn vi6c thi hdnh Ph6p lenh luu trii.

- Chd do lap hd so hidn hdnh cua cdc don vi, tn-rdng l.toc.

- Viec chinh tf vd chuiin bi tii li€u giao n6p vio luu trd tinh'

Vicc bd td kho tlng, trang thidt bi bho qurin tii licu luu t 11ai Si
C D& DT r i cac don r i. l rtlitng l)oc

Vioc tuydn dung, b6 tri c6n bd llm cdng t6c van thu, Iull trf cira c6c d(}]r

vi, nhii tmdng.

- Thuc hidn kidm tra ch6o cdng t6c van thu, luu tr0 nam 201.1.

4. Tnp hudn ci)ng t6c vin thu, luu trir

- Ngdnh GD&DT ci cin bd tham ch.t c6c budi 1Ap hudn nghiep vu tai tinh

v)r B0 GD&DT.

- Than gia mp hutn ChuyOn dd do Trung tam luu tril tinh va Cuc lux trii
nhl nudc td chr1c.

- Trao ddi kinh nghi€m vd cong tdc van thu, luu trii vdi c6c tinh ban vd cdc

don r.i, trudng hoc trong tinh.

'lij chfic hdi nghi tridn khai Ph6p l€nh c6ng t6c vdn thu, Iuu trf trong

toirn ngdLnh.

- Van phdng tham mux giitp lanh dao 56 td chrlc tridn khai thuc hicn c0ng

tdc vtrn thu, luu tlii trong toin ngdnh

- Tiing cudng cOng t6c thanh tra, kidm tra viec thuc hien cdng tdc v'n thu,

Irru trir: thanh trr'i kiam tra ca'rc clon vi, trLrdrrg hoc thuc hien cdng t6c vin thd, luu

trli h6 so tdi lieu.

- Ting cudng ct'rc bi€n phdp chi dao cu thd ddi v6i vicc thu thap, bio quen

an todn vA t(fchfc sft dung c6 hiOu quli tii lieu luu trfr trong toin ngdnh'

5. ( ong lac l0 chric cdn bo:

- XAy drrng ndi quy, quy chd hoal dong cta phdng lrru trd tii licu h6 sct

cia nginh.

86 tri alfi s6ng luolg cdn bd vin thu, lrru ffilchuydn trich hoac kicm

nhicm tuj, thco dac didm linh liinh tlng ddn vi, trudng hoc

- Bd tri c6n bo van thrr, luu t l lirm cdng trrc luu trir chuydn trdch theo

quydt dinh s6 40/1998/TI - TCCP nea\y 241111998 ciia Ban td chrlc chinh phir'

- Tiing cuo'ng tap huafn, bdi du6lg chuyon mdn, nghiep r'u van thu, luu trf
cho c6n bd quin lf vi c6n bO truc ti6p lAm cong t6c vin thu, luu tnl tai cdc dor

vi, tnldng l.roc.

6. Vi xny dung kho luu trir chuyon dung.

Cdc don vi trddng hoc tidp tuc tridn khai c6 kho, 1i luu trfr tai licu dem

bho theo cluy dinh vd cdng t6c luu trrl vir bio quin tAi teu tai dm vi.



III. CONG TAC NGHIAP VU LIJU TRUHd SO

1. Cdng tic Ynn thu.

C6c don vi tntdng hoc tridn khai thuc hien tdt cdc ndi dung nghidp vu van

thu, luu trfl, nhu sau:

- Td chrlc thuc hicn nghidm tric quy trinh soarn thiLo vir ban hinh vin bin,
dim brio rling thdm quydn, hinh thfc the thilc ve ky thuat trinh bAy v5n hen theo

quy clinh trii thdng tu 55/2005/fTLT-BNV VPCP ngdv 06/5/2005 ciia Bd Noi \u
vir Vin phdng Chinh phir;

- Td chfc thtrc hidn quin llf vin bin theo hutlng din tai cdng v:ul

25/VTLTNN -NVTW ngdy l8l7l2O05 ciLa Cuc Viin thuvi lr"ru trf nh)i nu6c'

- Td chirc thrrc hien chd do laP hd so hicn hl'nh vi giao ndp hd sd tei licu

vio luu trf theo quy c1inh.

- Chi dao thuc hidn giao ndp tii li€u I'io Trung tam luu trft tinh

- Thrrc hien quin lf con da'u cta don vi theo dring quy dinh.

- SA GD&DT chon mot sd don vi, trudng hoc thuc hien n.riu cOng tdc hd

so.' Iuu trf.
- Van phdng Stl GD&DT hoin chinh hd so vi muc luc hd scr ddi v6i nhfing

phong tli lieu di hobrr chinh t rr.roc

2. Cdng tfc luu tra.

- Ngirnh GD&DT xAy durg bLing thdi han brio c1ud,n phdng tii lieu luu t 1'

Kidn.r tra tdng thd hd so tii li6u dang bio quin, ldm thil tuc loai ra dd tiOu

huf c6c tii 1i0u dd hdt han bao qurin lari kho luu tril cua cdc dorr vi, trudrg hoc.

- Bd tri kho luu trii hd sd 1)ri [eu nhu: cip ba day, hdP dmg tii lieu, giti

bio quin tli li€u, chc phudng tien chdng chr'ry, m6y hrit bui, hft dm, didu hoi
khdng khf...

- Thrrc hien nghiom tric chd dd kiem ke, thdng kc hd so tli lieu cfia dox vi

vi thuc hien b6o c6o thdng kd dinh kj'hirng nam theo diing quy dinh'

- Crii tao ntug cdp cdc phdng, kho hi€n c6 theo dratng quy dinh vi hu6ng

dAn cia nhi nu6c.

- DAu tu kinh phi xiiy durg kho luu trd cila co quan.

- Ngdnh GD&DT c10n d6c c6c don vi, trudng hoc trong vicc b6 td kho

tdng bd,o quan tii liCu lux trft.
* fti chirc su dung tii li0u luu trir

- Xay dung ndi quy su dung tari lieu, khai th6c c6 hi€u quA tiri lieu tai cd

quan Van phdng Sd GD&DT.

Ngdnh lap rlanh muc tii 1i0u MAt, hidm, tii lieu sii dung r6ng r6i trinh

cric cAp c6 thdm quydn.
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- Ngdnh GD&DT gidi th:ieu rong rdi tdi 1i0u hd so luu trLi dd c6c don vi,

lrudng hoc trong ngdnh khai t6c c6 hieu qui

IV. TO CHI.IC THUC HIE\
L. Viin phbng Sb GD&DT c6 trdch nhicm tham muu giLip l6nh d4o 56

trong vie" kid- tru,?on d6. c6c don vi trudng hoc trong tinh thuc hiOn, tdng hop

b6o cdo LIBND tinli theo diing quy dinh

2. Truorig phdng GD&DT cdc huy€n, thdnh ph6l Hicu t r6ng, Gidm d6c

c6c dcrn vj truJthuoc,-can crl kd hoach cira Sb GD&DT chu dOng xAy dmg kd

ho:rch cu thd cua dcrtr vi vd td chrlc thuc hiCn daln bao kd hoach dd xay dung'

Sd Gi6o duc vI Ddo tao Y€u cdu c6c dcm

n6i dung trong ki h oach.l. -,<'t-.

Noi nfuin:

Nhu [en:
Giim ddc, cltc PGD Sd;

- website rghnh;
LLru: VT. VIr (VQ10).

vi, trudng hoc thuc hien t6t c6c
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