UY BAN NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM
XA BA VINH Péc 1ap - Tu do - Hanh phic

S5 1039 /UBND—VHXH Ba Vinh, ngay 29 thang 9 nam 2026
V/v huéng dan 1ap hd so va
nop luu hd so dién tir vao Luu
trit co quan trén Hé thong

Kinh gtri:
- Céc co quan, don vi truc thugc UBND xa;
- Trung tam Phuc vu hanh chinh cong xa.

_ Thyc hién Cong Vén‘sé 778/SNV-CCHCTN&VTLT ngay 19/8/2025 ctia S¢ Noi
vu vé viéc hudng dan 1ap ho so va ndp luu ho so dién tir vao Luu trir co quan trén He
théng..

Dé trién khai dong bo viée 1ap va ndp luu hd so dién tir trén Hé théng quan
1y vin ban va diéu hanh cua Uy ban nhan dan tinh (sau ddy ghi tdt la Hé thong),
g6p phan day manh chuyén d6i s, nang cao hiéu qua cong tac chi dao, diéu hanh
va bao dam luu trit, tra ciru ho so thuén tién, Uy ban nhan dan xa Ba Vinh huéng
dan nhu sau:

1. Cin ctr 1ap Danh muc hé so

Cac co quan, don vi can clr vao:

- Van ban Quy dinh chtic ndng, nhiém vu, quyén han, quy ché lam viéc;
- Vin ban vé phéan cong nhiém vy lanh dao va cong chire, vién chic;

- Quy ché cong tac van thu, luu trit co quan; Chuong trinh, ké hoach cong
tac hang nam;

- Quy dinh vé thoi han,béo quan tai liu ctia nganh, linh vuc c6 lién quan
va Diéu 28 cua Nghi dinh s6 30/2020/ND-CP ngay 05 thang 3 nam 2020 cua
Chinh phu vé cong tac van thu.

2. Xay dung, ban hanh Danh muc ho so

- Danh muc ho so phai duoc ban hanh hang nim dé lam cin c@ 1ap ho so
trén HE thong.

- Danh muc ho6 so gom cac thanh phan: Cac d€ muc, s6 va ky hi¢u cua ho
s0, tiéu dé ho so, thoi han bao quan cia ho so, ngudi 1ap ho so.
- B¢ muc c¢6 thé theo co cau t6 chirc hodc linh vuc hoat dong; dugc danh so,
ky hi€u 10 rang.
- Thoi han bdo quan xac dinh theo quy dinh hi¢n hanh (vinh vién hodc co
thoi han cu thé).

(Kém theo mdu Quyét dinh va Danh muc hé so)



3. Lap va quan ly ho so dién tir trén Hé thong

- Vin thu co quan tao 1ap Danh muc hd so trén Hé théng, phan quyén
“nguoi co quyen cdp nhat” cho cac don vi, ¢4 nhan lién quan.

- Can b0, cong churc, vién chirc cap nhat ho so cong viéc, tao ti€u dé hd so
theo Danh myc ho6 so hodc bo sung khi phat sinh nhiém vuy.

- Vin ban, tai liéu phai duoc luu vao hd so bang 2 cach: (1) tir nit “Luu hd
so cong viec”; (2) tb menu “Ho so cong viec”.

- Nguoi lap hd so ¢6 trach nhiém thu thap, cap nhat déy du van ban, tai liu
(ké ca phim, anh, ghi am néu co) vao ho so, bao dam tinh toan ven.

- Khi két thuc hd so, nguoi 1ap hd so ¢o trach nhiém cap nhat vao H¢ théng
cac thong tin con thi€u, thuc hién thao tac “Két thic van ban™ (riéng lé hodc hang
loat).

4. Nop luu ho so dién tir vao Luu trir co quan

- Ca nhan lap hd so thuc hién thao tac “Nop luu trir” trén HE théng, bao
dam dung thanh phan va thoi han.

- Ho so sau khi ndp luu khong con tinh niing luu bo sung vin ban.

- Luu trir co quan c6 trach nhi¢m kiém tra, tiép nhan hodc tra lai h6 so chua
bao dam; thyc hién quan ly ho so Iuu trir theo chirc nang, nhiém vu dugc giao.

- Trinh ty, thi tuc ndp lwru thyc hién theo Piéu 30 Nghi dinh s6
30/2020/ND-CP va tai liéu hué’pg dan 13p ho so dién tir va ndp luu ho so dién tu
vao Luu trit co quan trén HE thong.

(Kem theo tai licu huong dc?n lap ho so dién tir va nop luu ho so dién tir vao
Luu trit co quan trén Hé thong)

Uy ban nhéan dan xd Ba Vinh dé nghi Thu trudng cac co quan, don vi truc
thugc nghiém tac trién khai thyc hién. Binh ky hang nam, guri Danh muc ho so
cua co quan vé UBND x4 Ba Vinh (Qua phong Van hoa - Xa hoi) dé theo doi,
tong hop, bao cio theo yéu cau cua cip c6 tham quyén./.
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