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s6:3A05/sTP-vP 
V/v yeu cu bao cao ding ke't 

ding tac van thu, hru frit nam 2019 

Kinh 

D ;ong Nai, ngay &Y Mang 10 nam 2019 

Trung tam trg gifip phap1 Nha nu6c; 
Trung tam Dich vu du gia tai san; 

- Phong C6ng chung sO 1, 3, 4. 

So Tu phap nhlan dugc Cong van sO 3607/SNV-VTLT ngay 28 thing 10 
nam 2019 dm SO. NOi vu tinh vice huang 	bao cao tong ket c6ng tac van 
this, km trft nam 2019. 

So. 	phap yeu cAu  TnrOng cac Phong Cong chUng so 1, 3, 4; Giam doe 
Trung tam Dich vu dâu gia tai san va Giam dc Trung tam Trg ginp phap 1 nha 
mroc nghien cim icy MN dung Cong van so 3607/SNV-VTLT ngay 28/10/2019 
oda SO Nei vu va thuc hien bao cao theo huang dAn. 

Van ban se) 3607/SNV-VTLT ngay 28/10/2019 dm SO Nei vu tinh dugc 
clang tai tren mang thong tin din tü dm SO Tu phap tai dia chi: 
http://stp.dongnai.gov.vn, muc van ban dieu hanh. 

De nghi Thu tnrong cac don vi chi dao be ph;an chuyen men hoan thanh 
bao cao gri v SO Tu phap &Irk ngay 08/11/2019 a Van ph6ng SO tOng 
bao cao gui SO Nei vu dung thoi han quy 
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UBND T1NH DONG NAT CONG HOA XA HO! CHU NGHIA VItT NAM 
Sd NO! VI; 	 Dc lAp - Tty do - Hph phtic 

Se: 3607 /SNV-VTLT 
V/v huang dan bac cao tOng 
ket cong tic van thtr, ltru tit 

nam 2019 

Dang Nai, ngthy 28 thang 10 nam 2019 

  

Kinh 

   

- Cac sa, ban, nganh; 
Doanh nghiep nha nuarc, don vi sir nghiep 

thuec UBND tinh; 
- Cac don vi nganh doe cap tinh; 
-,Cac to chirc chinh tri - xã hi - nghe nghiep, 
to chic xã hei, to chirc xä hi - nghe nghiep 
cap tinh; 

UBND cac huyen, thanh pito' Long Khanh 
, va thanh pito Bien Ma. 

Thyc hien Ke hoach s 1023/KH-UBND ngay 25/01/2019 cüa UBND tinh 
viec thyc hien cong tac van thu, tau ter ten dia ban tinh nam 2019; De n&m tinh hinh 
qua met nam thyc hien nhiem vu va co ca ser danh gia ding NT, deng thei bao cao ket 
qua thyc hien ye ding tac nay giri Cuc Van thu va,Ltru tit Nha mac theo quy dinh, So• 
Nei IN de nghi cac ca quan, don vi bao cao tong ket ding tac van thu, km tri nam 2019 
theo met so nei dung sau: 

I. DO! VOI CAC SO, BAN, NGANH, DOANH NGHItP NHA NVOC, DON 
Vj Str NGHItP THUOC TiNH 

1. Vic bó tri nhan sr lam ding tac vAn thtr, ltru trir 
- Cdc co quan, don vi bap cao tong s8 ding chirc, vien chirc, nhan vien lam cong 

tac van thu, luu tri chuyen trach va hem nhiem (ke cá cac don vi nye thuec), neu ro" 
trinh de, chuyen mon theo bieu Ink sau: 
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- num hien the d6 phi cAp dc hai, bè,i clueing bang hien vat cho ding chirc, vien 
chin lam ding tac km trt (neu co). 

2. Xay chyng, ban With van bfin v cling tfic van Chu., ltru trir 
- Cac van ban ma ca quan, don vi dã ban hanh, trien khai, huang dan v ding tac 

van thu, luu trit trong nam 2019 nhu ice hoach ding tic van thu, km trir, Ke hoach s6 
5206/1(1-1-UBND ngay 10/5/2019 cüa UBND tinh...; 

Viec ban hanh mth, sira di, b6 sung Quy che ding tac van thu, km tra; ,Bang 
then han bao quan ho so, tai lieu; Danh mac ho so ca quan (neu có dê nghi trich yen n6i 
dung, so, kSr hieu, ngay thang ban hanh). 

3. Vic thkrc hilen cfic guy dinh cfia phap IOC ye ding tac van Mu 
Quy trinh van van ban di, den, bao cdo rô viec tip nhan, chuyen xirlSr van 

ban di, den tren phan mem quarilSr van ban; viec sir dung chit kSr so, chimg thu so tren 
van ban din tir tai don vi theo Thong tu s6 01/2019/TT-BNV ngay 24/01/2019 dia B6 
twang BO Ni va Quy dinh Quy trinh trao dOi, km trü, xir 1' tai lieu din tir trong ding 
tac van thu, cac chirc nang ca ban dm He tilling quail tai lieu trong qua trinh xir 1' 
cong viec cüa ca quan, to chuc. 

Vic quail 1' va sir dung con du ca quan theo Nghi dinh se 99/2016/ND-CP 
ngay 01/7/2016 cua Chinh 

- Danh gia chat lucrng ding tic lap he so ding viec NIA giao nOp h so vao Lun 
trü ca quan (tai don vi chit quail va don v tryrc ,thu6c) theo Thong tu so 07/2012/TT-
BNV ngay 22/11/2012 dm B6 NOi vn; viec then khai thuc hien lap ho sa ding viec 
din tir theo Thong tu s6 01/2019/17-BNV ngay 24/01/2019 dm B6 truOng B6 Ni vii 
(neu co). 

4. Vic thcyc hin cfic guy dinh clia phfip 1u4t ye cling tic hru Cr* 
Vic xay dung ke hoach va thuc hien thu thap hO so, tai lieu den han n6p km 

cüa cac phong, b6 phan chuyen mon vao Luntril ca quan; danh gia chat lucrng ho so, 
tai lieu ri6p ltru. 

- Cong tac chinh 1' h so, tai lieu: Cac ca quan, don vi bao cao chi ti6t t6ng s6 
met tai lieu da chinh 1Si hoan chinh, so met tai li'eu cid chinh 1S,  so b6, so met tai lieu 
chua chinhlSitren tong sO met tai 1iu dang bao quan tai don vi (k cá don vi nue thu6c) 
theo bieu mau sau: 
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- Kho tang, trang thiet bi bao quan tai lieu hru frit (din tich kho, tu, gia ke, 
th8ng phong chay, chira chay, dieu hôa nhiet d'8, may scan, may vi tinh dung de phuc 
vu cho cong tac hru 

- Vic h theng hoa va xay dung ding cu tra 	he so, tai lieu a bao quan va 
sir dung tai dan v. 

- B6 tri kinh phi cho ding tac km frit theo quy dinh tai Dieu 39 dm Luat Luu trü 
(neu c6). 

Gong tic kiem tra, t4p hun, bi throIng nghiOp vu ve van thu, hru trir 
- Teng se dgt kiem tra va s6 lucmg don vi dugc kiem tra trong nam 2019 (nu 

c6). 
- T6 chirc ma lap tap huan trier' khai,cac quy dinh, huang clan cüa Trung ucmg, 

UBND tinh ve ding tac van thu, ltru trir (neu c6). Bao cao ro don vi phoi hgp ma lap 
tap huan (so lung hpc vien tham du) hoc tu trien khai trong ca quan. 

Ch e dO thong tin, bio cao 
Th‘rc hien elle di) bap cao dinh lcS/, dOt xuAt ye' ding tac van thu, hru trir-  (nu c6). 
H. DO! Veil CAC DON VI NGANH DQC TIM CAP TiNH, CAC TO CHtrC 

CHiNH TRI - XA HO! - NGnE NGHIEP, TO CHirC ICA HO!, TO CHirC XA-
HOI - NGHE NGHIEP CAP TiNH THUOC NGUON NOP LIAT VA0 LUV TRU' 
LICH SIT TiNH 

Cac ca quan, don vi bao cao teng se met he so, tai lieu c6 gia tri,bao quan vinh 
vin thuOc nguen n'ep luu vao Luu trit lich sü tinh (s8 lieu tinh ifly ke ter khi dcm vi 
thanh ,lap den thai diem 31/10/2019). Rieng cac,don vi nganh dpc Ichong bao cao so 
met Ito so, tai 1iu dm cdc don vi truc thu6c tai cap huyen. 

III. DOI VO1 CAC HUYEN, THANH PHO LONG ICHANH VA THANH 
PH6 BIEN HOA 

1. Vic b6 tri nhan str lam ding tic van thy, lum tar 
- Phong Ni vu bao cao tOng s6 ding chirc, vien chirc, hgp deng lao dOng lam 

ding tac van thu, luu trir chuyen trach va kiem nhiem tai Phong Ni vu, cac phong ban 
chuyen mon, don vi sir nghiep thu8c huy'en; cac xa, phuang, thi trAn theo bieu mau tai 
Phan I, Muc 1 dm Cong van nay. 
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Thkrc hien the de phu cap dc hai, che de 136i clueing bang hien vat cho ding 
chirc, vien chirc lam ding tac luu tit (neu c6). 

2. Cling tfic qufin 1 nha nithc ye van thir, lint frit 
Trien khai cac van ban chi do, huong dan chuyen mon, nghiep vu aka Trung 

ucmg, cUa tinh v rinh we van thu, km trit trong nam 2019. 
- Te chirc tap huan cac van ban huang clan nghiep vu cna Be Nei vu, Cue Van 

thu va Luu tr& nha nuac, UBND tinh ve ding tac van thu, luu tr& (se luong cong chirc, 
vien chirc tham dkr), cu the nhu trien lchai Quyet dinh so 28/2018/QD-TTg ngay 
12/7/2018 dm ThU Wong, Thong tu se 01/2019/TT-BNV va Thong tix so 02/2019/TT-
BNV ngay 24/01/2019 cila BO trdmg Be Nei vu ve quan 1' van ban din tr. 

- Cong tac kiem tra, huang clan nghiep vu van thu, km trfk tai dia phucmg: bao 
cao tong s6 dot kiem tra va so luqng dan vi duqc kiem tra trong nam 2019 (cac phong, 
ban chuyen mon thuec huyen, dcm vi skr nghiep va cac xã, phuirng, thi tan); nei dung 
kiem tra va danh gia ket qua thqc hien tai cac dcm vi. 

Vic be tri kinh phi thqc hien ding tic van thu, hm tr& theo quy dinh tai Dieu 
39 cim Luat Luu tr& (neu c6). 

3. Vic thtrc hin cfic quy dinh cüa phdp lu'dt v ding tfic van thtr 
- Quy trinh quan 15/ van ban di, den (neu re viec tip nhan, xir van ban tren 

phan mem quan 1' van ban tai don vi); viec sir dung chit lcr so, chimg thu so tren van 
ban din tir tai don v theo Thong tu se 01/2019/TT-BNV ngay 24/01/2019 dm Be 
tnrang Be Nei vu Quy dinh Quy trinh trao dôi, luu frit, xir tai 1iu din tfr trong ding 
tac van thu, cac chirc nang ca ban dm He thong quark 1' tai lieu trong qua trinh xir 
cong viec cUa ca quan, to chirc. 

Vic quan 1S,  va six dung con du theo Nghi dinh se 99/2016/ND-CP ngay 
01/7/2016 cua Chinh phii; 

Phong NOi viii ra soat, tong hop s6 luqng cac don vi tren dia ban huyen cid ban 
hanh, chua ban hanh Quy che ding tic van thu, ltru frit; Bang then han bao quan he so, 
tai lieu; Danh mire he sa ca quan (neu re ten dcm vi chua ban hanh cac quy dinh neu 
tren, nguyen nhan). 

- Danh gia chat luqng eking tac lap h6 so cong viec va giao nep he so vao Luu 
tit ca quan tai cac ca quan, dcm vi ten dia ban huyen, thanh pho theo Thong tu s8 
07/2012/TT-BNV ngay 22/11/2012 cika Be Nei vu; viec trien lchai thqc hien lp h6 so 
ding viec din tir theo Thong tu s6 01/2019/TT-BNV ngay 24/01/2019 ciia Be tnrOmg 
Be Nei vu (neu c6). 

4. Vic thIrc hin cfic quy dinh cita phip ludt v ding tfic ltru frit 
Danh gia tinh hinh then Ichai thqc hien thu thap he so, tai lieu den han nep luu 

vao Luu frit ca quan cüa cac ca quan, don vi tren dia ban huyen; chat lucmg ho so, tai 
lieu nOp luu. 
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, 	7  C8ng tac chinh 1 tai lieu tren dia ban huyen: Phong Nei vu bao cao chi tit 
tong so met tai lieu dã chinh Iy hoan chinh, so met tai lieu da chinh lY so b0, so met tai 

chua chinh 1 tren tong so met tai lieu dang bao quan tai cüa cac phong ban chuyen 
mon, Kho hni hit do Trung tam Van hela - Thong tin ya The thao quan ly; cac don vi 
sr nghiep thuec nguon nep ltru; cac xã, phuong, thi tran theo bieu mau tai Phan I, Muc 
4 dm Cong van nay. 

Vic h theng hoa va xay dung ding cu tra ciru he so, tai lieu de bao quan, khai 
tilde va sir dung tai dja phucmg; ding tic ra soat, chon lqc ho so, tai lieu c6 gia tri bao 
quan \firth vie'n cüa cac ca quan, don vi cdp huyen dé chudn b nguen nOp km vao Luu 
ter Lich sir tinh. 

Vic be tri Kho luu frit va trang thiet bi bao quan tai 1iu ltru frit tai cac co quan, 
don vi tren dia ban huyen. 

5. Ong tac s hoa tai 1iu ltru tar ti Kho 	huyen do Trung tam Van 
hoa quail lSr 

Vic b6 tri nhan sir lam cong tac s6 hoa tai 1iu ltru 
- Ket qua dux hien s6 hoa tai lieu tai Kho luu trü cu. the (ging se phong, se met 

Ito so, tai lieu da nhap, scan, chuyen dir lieu len phan mm de phuc vu khai tit& tai 
Trung hop cac dja phucmg chua thuc hien s8 hoa phai neu ro lY do. 

Tinh hinh quail 1ST tai lieu Lim trü ch xã, phuirng, thi trAn 
Bao cao,viec trien khai thuc hien cac van ban chi dao, huang clan v congtac van 

thu, ltru nit. Tong so met ho so, tai lieu dang bao quart tai cac xa, phuong, thi tran; viec 
lap Ito so ding viec va nep km ho so vao Ltru tr& co quan, flux hien chinh lY tai lieu 
ton Ong. 

Ch t do thong tin, bac) cao 
Time hien che de bao cao dinh ky, dt xudt v cong tac van thu, luu air% 
IV. NHAN XET, DANH GIA CONG TAC VAN THU", LUIJ TRU' TAI CAC 

CO QUAN, DON VI, DA PHI.raNG 
Ifu diem 
11#n che, nguyen nhan 
De xuit, kin nght (nu co) 

De nghi Thu true:mg cac se', ban, hganh; Doanh nghiep nha nuac, don vi su nghiep 
thuec UBND tinh; don vi nganh doe cap tinh quan,tam, chi (14o be phan chuyen mon 
(ke ca don vi true thu0c) thuc hien bao cao theo d cucmg. Phong Nei vu cac huyen, 
thanh pito Long Khanh va thanh pho Bien floa tham muu Chu tich UBND cap huyen 
chi dao cac phong ban chuyen mon; cac xa, phuemg, thi tran thuc hien bao cao theo 
huang an teen; sau do Phong NOi vu tong hop bao cao va giri ye So• Nei vu trithc ngay 
13/11/2019 de tong hop bao cao Cue Van thu va Ltru trir nha nuac. Neu co quan, don 
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KT. GIAM DOC 
GIAM DOC 

Kjf pivv 
Ngit 	0-2019 
08:31 	:00 

uang Trtrimg 

vi nao bac cal) cham tr'e hoc khong diing yeu eau, Sà Ni vii xem nhu khong bac) ea° 
va thuc hien danh gia cong vu nam 2019. 

Trong qua trinh thuc hien nu c6 vuorng 	cac dcrn vi lien he So Nei vu (thong 
qua Chi cue Van thu - Ltru tril) de duqc huong 

Noi 
Nhu tren; 
Giam doe Set N,i vi (b/c); 

- Van phong Ser N,i IN; 
Lanh dao Chi cue VTLT; 

- Ban Ton giao; 
Ban Thi dua, khen thuerng; 

- Ltru: VT, PNV. 
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