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Viv plarong haromg, nhifm vy céeg 15¢
vin thie, heu trir ndm 2012 cia cdc
o quam, 1§ clwre trung womg

Kinh gui:
- Céic b, oo quan ngang bd, oo quan thude Chinh phi;
- Van phang Qudc hdi.
- Van phdng Chu tjch nude:
- Vi¢n Kidm sit nhin din di cao;
- Toa n nhin din t6i cao;
- Kiém 1040 nha nuix;
- Clc tap doan kinh té nha oude va thng cbng ty 91.

DE cac b, cor guan ngang b, car quan thude Chinh phi, Vin phoog Qudic
hdi, Van phong Chu tich puéc, Vién Kidm sit nhin din thi cao, Toa an nhin din
1éi cao, cdc tip doin kinh & nhi nude va tong cdng ty 91 (sau diy goi chung |
cie Cor quan, td chie trung wong) €6 ¢an off Xay dung, td chire thuc hién vi
huéng din ciac co quan, don vi e thude trién khai ké hogeh cdng tic van thu
hru trit ndm 2012, Cue Van the va La trir Nba nudc dinh hudimg mt 5 nhiém
vu trong 1am céng tic van thu, ha tolr ndm 2012 abur s

I. QUAN LY, CHi PAO CONG TAC VAN THU, LUU TRU

1. Tuyén truyén, phd bién phép huiit ve cong tic van thu, luu trid

Nam 2012, Cyc Van thy vit Luu trr Nha nuie th chire Hoi nghi tdng két
05 nam thi hanb Chi thi s6 052007/CT-TTg ngdy 02 thing 3 ndm 2007 cua Tha
timg Chinh phit v ting cuimg bao vé vit phit huy gia tn L L Jow trie va pho
bidn trién khai Lust Lunu tr, Cic bo, nganh cin ting cudng té chire luyén tuypén,
phd bién Ludt Laru trd, cac quy dinh cila phap ludt Ién hanh v vin bén budng
din nghiép v vé viin thu, luu trr.

2. T6 chire vit cin b

a) Tigp wc Ki¢n toan wh chirc va ting cumg can b) duge dao 130 dung
chuyén mon nghiép vu lam vin thu, I trik,

LawSoft = Tel: +84-8-3845 6684 * www.ThuVienPhapLuat.com



b) Thudmg xuyén td chire thp hudn nghiép vu, ddng thin teo ditu kién cho
can bo van thy, heu oz (d3c bidt & cac co quan, don vi truc thudc) tham gia cac
Yop ddo tga, bt dudmg nphiép vu vé vin thy, Iuu tnl & trong nudc vi nide ngodi.

3. Ban hanh van bdn quan Iy, chi dgo van ther, huu tri

Ciic co quan, 1 chite trung wong tiép tue cy thé hod cic viin ban quan I
vé van thu, luu trr cho phi hop thye té cia nginh, clia co quan, treag thm la:

a) Ban hanh mxn hodc sia 863, bd sung Quy ché cdng tac vaa thy, heu tn;

b) Ban hanh Bang thin han bao gudn thi lidu chuyen mdn, nghiép vu cia
nginh;

c) Quy dinh vé td chize sit dung ti lidu luu uid.

4. Ki¢m tra, huiomg din nghi¢p vy

Nam 2012, Cyue Van thu va Luu 15 Nha mrde th chire kiéns tra nghiép vy

van thar, luu trir tai B Xdy dume. BS Théng tin va Truyén thing va cic don vi

trge thude. Cdc oo quan, th chire trung womg khic ¢dn 13ng cuing cic hinh thi
kidm tra, huémg din ngliép vu 8di vai cic co quan, don vi thude pham vi quin
ly. Noi dung kiém tra tdp trung viao vige trién khai thue hién cic quy dinh phip
luft vé van the, luu e S& liremg c2¢ don vy duge kiém tra trong nim 2012 phin
diu dat 50 - 70% uén tdng 56 cic &m vj.

II. HOAT DONG NGHIEP VU VAN THU, LUU TRO

1. Sogn thdo va ban hinh vin ban

Té chire hudmg ddn, kiém tra thare hidn viée soan thdo, ban hanh van ban
i co quan, b chire biao dim theo quy dinh vé thim quydn, hinh thirc, thé thire
vi k¥ thudt trinh bay vin bin.

2. Quan ¥ vin bén

Thre hiéa vidc quin Iy vin bin di, van ban dén vi hudng din, td chie lip
hd so cong vide, ndp liu hd s, ths Ligu vido Laru trit clda co quan, t chirc theo
quy dinh cta phip ludt hién hanh.

3. Quin Iy v s&r dung con diu

Quin Iy an toan, chit chd, ding quy dinh cia Nha nude vé quan Iy va =i
dung con dilu trong cdng tic van thar.
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4. Thu thip thi lifu vio hru trir cas co quan, td chirc; chinh 1y, giao
ndp tii lidu vao Trung tim Lwu tri quic gia

#) X8y dung ké hosch vi td chirc thye hién viée thu thip hd so, tai lifu da
gidi quyét xong tir niim 2010 vé trrde vio I ot cia co quan, t chire.

b) Tidp tuc td chirc thyre hién viée chinh 1y thi liéu & giai quydt tink uang
tii higu tdn doag chua dupc Kip hd sa cia o quan va cia nganh.

c) Thue hidn vige tidgu huy tai liéu hét gid tj theo quy dinh cia phip luit
hién hanh.

d) Cic co quan, th chie thude dign nip lwu hd s, ta Lifu vao Trung thim
Luu tr quic gia tién hinh hes choa hd so, thi lidu va td chire gizo ndp hd so, ti
hi¢u theo dang ndi dung va thii han quy dinh.

S. Bao vg, bdo quan tdi lifu

a) Bé tri kho luu wtr ¢6 di dign tich va bao dam yéu chiu k§ thuit dé bao
quén an toan tai héu luw @ theo g din tai Thang wr 8§ 092007/ TT-BNY
nghy 26 thing 11 nim 2007 cdia B Noi v v& kho hru triy chuyén dung.

b) Trang bj dly di cic phuong tidn thiét yvéu dé bdo vé, b quin an tokn

td idu nhu: phuong tign bio chiy, chits chiy, phuong tién bdo vé gid, bip, cip

dumg i lidu; bia bd so,

c) Thue hitn ché dp vé sinh dinh ky kho tang, 1ai lidu vi cic bién phip

khic dé bio quén tii lid¢u theo quy dinb.

6. Td chirc sir dyng tai li¢u

a) Té chire phuc vy viée khai thic tii liéu cha cic dbi trong ddc gia nham
ta0 thudn ki cho nhiéu nguwin dén khai thic, nghién ciru tai lidu.

b) B& tri phing doc 4 diéu kifn cho ddc gin khai thic, st dyng ti lidu.

¢) Tadp e xdy dyng va boan thidn cdc cdng oy tra ciru thide yéu abu e
e bd s0; oo s¢ i litu quin 1y vi tra tim t béu luu oy 56 sach quin Iy vide
khai thic sir dung tai lu vd ddc gid.

d) Chit déng cdng bb, gi6i thidu i liéu hru t@ dudi nhiéu hinh thirc
(thdag bio, xuidt han sich, vaét bai gidi thigu, tnmg biy trsén 13m...) nhim phat
huy g:a tep cla téi [idu hea ik,

1. NHU'NG NHIEM VU CU THE KHAC

1. Hi¢n dzi boa cdug téc vin thw, luu triv

a) Ung dung cang nght thdng tin vao viéc quén Iy van bin v quin 1y tai
liéu luu tri cda co quan, 16 chirc.
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b) Nghién ciru dp dung hé théng quan Iy chét hegng theo L iéu chudn 150
9001: 2000 vio cdng tac vin thy, hru tnd,

2. Tudng ké, bao cdo va so két, tdng két cdng tic vin thw, lou triv

8) Thue hén Quyét dinh s& 1320050QD-BNV vi Quyét dinh sé
142005/QD-BNV nghy 01 thing 02 nim 2005 céa BY Noi vu vé ché 0 bio cin
thong ké ting hop. thing ke co st cdag tic van thu, i tri¥ vi bio cao chuyén o
theo yéu cdu ciia Cyuc Viin the vi L trit Nhi nudc,

b} Nily dumg bdo cdo va tham dy Héi nghi tiag ké 05 nam thi hinh Chi
thi 56 05:2007/CT-TTg ngiy 02 thing 3 nim 2007 cia This teimg Chinb phi vé
ting cwimg bao vé vi phat huy gid tr 1 lidu lwa Y va phé bida tridn khai 1Luit
Liru @ do Cuc Vin thy vi Ly trit Nhi nede 16 chire.

3. Thye hign ché 4 d3i pgd ddi véi cén bé viin thu, Iy triy

#} Thue hign ché 6 bdi duime dic hai v4 ché 84 bdi dudng bing hién vi
¢ho newds 1am luu tri theo quy dinh hién hianh.

b) Chuin bi d¢ 16 chize ngay Luu it Viét Nam 03 thing 01 ndm 2013
teang trong, tiét ki¢m nbim ding vién tinh thin cda cin b3 1am vin twr, L 1y
cia nganh, cia oo quan.

Trong qua trinh thyc hién, néu cd khd khan, vizéng mac, ¢ nghi cic co
quan, td chirc phin dnh bing vin bin vé C e Vin thy va Luvu ted Nhi nude
theo dia chi: S& 12 phé D30 Tén, Ba Dinh, Hi Néi hode tso ddi qua di¢n
thoai sb. 04 38327008, 04.37665864 va 04.37669022 & cing phdi hop g
quyé:l i.i

Noi mh§nr
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