SONOQI VU TP HAIPHONG  CONG HOA XA HQI CHU NGHIA VIET NAM
CHI CUC VAN THU - LUU TRU Péc lap - Tu do - Hanh phic

S6: 190 /CCVTLT-QLVTLT Hdi Phong, ngayo6 thangg nam 2021

VIV huéng dan ndp luu ho so dién tir
vao Luu trr co quan

Kinh guri:
- Céc co quan, to chic thude ngudn ndp luu vao Luu
trit lich str thanh phd;
- UBND xa, phuong, thi tran.

Thuc hién Ké hoach sé 145/KH-UBND ngay 26/5/2020 cia UBND thanh
phé trién khai thyc hién Quyét dinh sé 458/QD-TTg ngay 03/4/2020 cua Chinh
pha phé duyét Dé an “Luu trir tai liéu dién tr cia cic co quan Nha nudc giai
doan 2020 - 2025”; Chi cuc Van thu - Luu trir d& phdi hop voi Trung tam Thong
tin - Tin hoc thudc Van phong Uy ban nhan dan thanh pho nang cip, bo sung
cac tinh ning phan mém HP.eOffice dam bao cac yéu cau theo quy dinh. Dén
nay, chtc niang thu thap ho so dién tir vao luu trir co quan da hoan thién theo
quy dinh cta Luat Luu trit; Chi cuc Vin thu - Luu trit huéng dan cu thé nhu sau:

1. Cac ho so phai thu thip vao Luu trir co quan

Tat ca nhiing hé so, tai liéu duoc xac dinh thoi han bao quan ta 05 nam tro

2. Thoi han ndp hru hd so, tai liéu vao Luu trit co quan

a) D6i voi ho so, tai liéu xay dung co ban: Trong thoi han 03 thang, ké tir
ngay cong trinh dugc quyét toan

b) Péi voi hd so, tai liéu khac: Trong thdi han 01 nidm, ké tir ngdy cong
viéc két thuc.

) Truong hop don vi, ca nhan ¢6 nhu cau gitr lai ho so, tai liéu da dén han
nop luu dé phuc vu cong vi¢c thi phai dugc nguoi dung dau co quan, to chuc
dong y va phai 1ap Danh muc ho so, tai liéu gitr lai gui cho Luu trit co quan.
Thoi gian gitr lai ho so, tai liéu cia don vi, cd nhan khong qué 02 nam, ké tur
ngay dén han ndp luu.

3. Thao tac thuc hién

a) Tai tai khoan ngudi 1ap ho so cong viée

Thuc hién két thic hd so, chuyén Truéng phong
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b) Tai tai khoan Trudng phong
- Chon muc Ho so cong viée - Cho duyét.
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D3 Iuu st | gian Hé sor Ngudi xir Iy NEm  ban
3 hi 1 05/07/2021  Hé so: 000.03.09.H24.2021.19.QLVILT Nguyén Va Phuong 2021 N/A
o Vv ra S0t thi te hanh chinh khéng phét sinh hé so Thao
duybtee3
2 23/12/2020  H8 507 000.03.09,H24,2020,69.QLVTLT Nguyén Thj Chan 2020 N/A
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Trd chuyén tryc tuyén FA Trién khai ra quét, x' ly ma ddc ndm 2020 tai Chi cuc Van thy - Luu tri -

- Chon vao ho so can duy¢t, kiém tra va lga chon.

+ HO so chua dat (khi hd so chwa dat yéu cau), ho so s& tra vé tai khoan
nguoi 1ap ho so.

+ Duyét hd so, chuyén bo phéan luu trit (hd so dd dam bao yéu cau), hd so
s€ chuyén sang tai khoan luu trit co quan.
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vu quy dinh quan Iy hé n tr can bé, cong chirc, vién chirc nha nuo
3 Hb s 000.03.09.H24.2021.32. HCTH 4 Thi Thom 2021

v ra soat. lap danh sa 8 chizc thudc Ban can sy Bang Uy ban nhan dan thanh pho quan Iy. Nam 2021

Ho 50 000.03.09,H24.2020.29.QLVTLT
Hb s0/1am viéc vl Goan kidm tra cita Cyc Van thur v Luu trf Nha nuéc. N3

- Chon vao ho so can duy¢t, kiém tra va lga chon.

+ Ho so chwa dat: HO so s& chuyén vé tai khoan Truéng phong giao ndp

+ Luu trit hd so: Pdng y tiép nhan vao Luu trit co quan, hoan thanh viéc nop
luu.



4. Mot s0 luu y déi véi cac phong chuyén mon, Uy ban nhan dan Xa,
phuong, thi tran, Uy ban nhan din quin, huyén

D& phu hop v6i quy dinh ctia Luét Luu tri, hién nay, mdi phong chuyén
mon, Uy ban nhan dan xa, phuong, thi tran thudc Uy ban nhan dan quan, huyén
dgqc xac dinh 1a mdt phong luu trir doc lap, do do trudce khi thuc hién nop luu
ho so dién tir, phai thuc hién céac thao tac sau:

a) Tai tai khoan van thu Phong/Uy ban nhan dan x4, phudng, thi tran: Tao
Danh muc loai ho so theo tirng linh vuc, vi du:

- P6i v6i UBND x4, phuong, thi tran: Tao ma ho so theo linh vuc Tu phap
- HG tich (TPHT), Lao dong Thuong binh xa héi (LDTBXH)...

- bbi voi Phong NoO1 vu: Tao ma ho so theo linh vuc nhu: Thi dua - Khen
thuong (TPKT), Ton gido (TG), Cong chirc vién chic (CCVC)...

Cach thic tao md hd so thuc hién theo hl}’é’ng dan tai, Cong van $6
1648/SNV-VTLT ngay 30/6/2020 cua S¢ Noi vu trién khai mt s6 quy dinh méi
trong cong tac van thu, luu trit trén phan mém HP.eOffice.

b) Hd so dién tir s& duogc 1ap, quan Iy va nop luu doc 1ap theo tuing phong
va Uy ban nhan dén timg x4, phuong, thi tran.

¢) Céc hd so di lap trude day van duogc gilt nguyén khong thay doi.

Pé nghi cac co quan, t6 chirc quan tam trién khai thyc hién thong nhat theo
quy dinh./.

Noi nhin:

- Nhu trén;

- GD, PGD Tran Quang Trung (b/c);
- CCT, Pho CCT;

- Luu: VT, QLVTLT.
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