
UY BAN NHAN DAN 
TiNH BA RjA-VUNG TAU 

S6: A520  /QD-UBND  

CQNG HOA XA HQI CHU NGHIA VITT NAM 
DO 14p - Tv do - Hanh phtic 

Ba Ria-Vang Tau, ngay 0 thcing 6 nam 2017 

QUYET DINH 
Ban hhnh Bang titan chi thr danh gia vi§c thkrc hi§n 

cong tac van thtr, Itru trir tai cac co' quan, coon vi, to chtirc 
tren dia ban tinh Ba Ria-Vfing Thu 

CHU TICH UY BAN NHAN DAN TiNH BA RIA-VUNG TAU 

Can eft Luat TO chIrc Chinh quy'n dia phuang ngay 19/6/2015; 
Can dr Luat Ltru tru ngay 11/11/2011; 
Cancir Nghi dinh so 01/2013/ND-CP ngay 03/01/2013 dm Chinh phis quy 

Binh chi tiet thi hanh mut so dieu cua Luat Ltru tit; 
A 	,C Can cir Van ban hop nhat so 01/VBHN-BNV ngay 25/02/2014 cila BO NOi 

vv ve viec hop nhdt Nghi dinh so 110/2004/ND-CP nay 08/4/2004 va Nghi dinh 
so 09/2010/ND-CP ngay 08/02/2010 cua Chinh phu ye cong tic van thu; 

Xet de nghi cua Giam doc SO NOi vv tai TO trinh so  p5+  /TTr-SNV ngay 
..a.thang 5 nam 2017 ve viec ban hanh Bang tieu chi to danh gia viec thuc hien 
cong tac van this, km till tai cac ca quan, don vi, to chile teen dia ban tinh Ba Ria-
Vung Tau, 

QUYET DINH: 

Dieu 1. Ban hanh kern theo QuyOt dinh nay Bang tieu chi to danh gia viec 
thkrc hien cong tac van this, km trit tai cac ca quan, don vi, to chirc ten dia ban 
tinh Ba Ria-Vang Tau. 

1. Tieu chi nay la ca s& de ca quan, don vi, to chirc to danh gia hien qua 
hog dung trong cong tac van this, km nil tai don vi minh nham phat huy vai tro, 
trach nhiem cua Thu truang Ca quan, don vi, to chirc trong cong ac van this, luu 
tea co quan; xac dinh tinh chat va nhiem vv cu the cong tac van this, luu trit cua  
co quan, don vi, to chirc hang nam. Phat huy va nang cao hieu luc, hieu qua trong 
quan b",  nha nu& ye cong tac van this, luu tie tren dia ban tinh. 

2. Doi vai cac co quan quan1rnha ntrac v‘ van this, luu tra cua tinh can dr 
Bang tieu chi to danh gia viec thkrc hien cong tac van this, luu tit cua cac co 
quan, to chirc, don vi thkrc ,hien viec danh gia va tham mtru cho UBND tinh 

	

chi dao, chan chinh va khac phvc 	ton tai, han che nham nang cao chat 
luting trong viec thkrc hien cong tac van this, km tit. 
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Dieu 2. Trach nhiem cua timg Ca quan, don vi, to chirc 

1. Cac Ca quan, don 14, to chirc can cir vao cac n6i dung dm Bang lieu chi 
quy dinh tai Dieu 1 de trien khai thtrc hien nhiem vu cong tac van thu, luu trir tai  
cac ca quan, don vi, to chirc minh va cac co quan, don vi trtrc thu6c. Hang nam 
cac co quan, to chirc ttr danh gia cong tac thtrc hien van thu, luu trir theo Bang 
tieu chi nay. 

2. Sor NOi vu huOng dan, kiem tra, danh gia lai viec thtrc hien cong tac van 
thu, luu trir" tai cac co quan, don vi, to chirc theo cac not dung dm timg Tien chi. 
Ket qua danh gia, xep loci thtrc hien cong tac van thu, luu trir tai cac co quan, 
don vi, to chirc duqc cong bo hang nam. 

Dieu 3. Quyet dinh nay có hien ltrc thi hanh ke tit ngay 

Dieu 4. Chanh Van phong UBND tinh, Giam dOc Soy N6i vu; Chu tich 
UBND huyen, thanh pho; Thu tnrong cac so, ban, nganh va cac co quan, don vi 
có lien quan chiu trach nhiem thi hanh Quyet dinh nay ./. 

Nei nhOs: 
- TTr.Tinh ny (bao cao), 
- TTr.HDND tinh (bao cao); 
- Chu tjch, cac PCT UBND tinh; 
- Nhu Dieu 4 ca thuc hiOn); 
- Website So 	vu; 
- Website CCHC tinh; 
- Lau: VT, SNV.ite 

Dang Minh Thong 

2 



BANG TIEU CHI TVDANH GIA 
Viec dive hien cong tic van thtr, luu tar tai cic ccr quan, don vi, 

tren dia ban tinh Ba Ria-Viing Tau 
(Kern theo Quye't clinh sa: /1520 /QD-UBND ngay 0 thong G Want 2017 ctia 

Uy ban nhcin dan tinh Ba  Ria-Viing Tau) 

A. Bing tieu chi chAm diem 

STT Tien chi danh gia, chain diem 
Die 
chuan 

Ca 
quan, to 

11
m 	

c t'rc tir 
danh 
gia, 

chant 
diem 

TM lieu 
chirng 
minh 

Barth gia 
cfla To 

clanh gia 

Ghi 
chti 

1 
.A Pho hien, tuyin truyen va ban hanh van ban 

quin IS,  van thtr, lull trir 
10 

1 
CO van ban chi dao, trien khai, twang dan hoc 
ph6 bien cac quy dinh ve cong tac van thu, luu 
trfr den cac don vi truc thuOc. 

2 

2 

Ban hanh, trien khai, thuc hien day du cac van 
ban quan 1Y vecong tac van thu, luu tril (Ke 
hoach, Quy the, Danh mac ha' sa, tai lieu nOp 
luu vao Luu till ca quan, Bang thai han boo 
quan tai lieu luu tar...). 

4 

3 
Mem tra cong tac van thu, luu trir tai ca quan M 
va cac dan vi true thuOc. 

4 

3.1 
Xay dung ke hoach kiem tra va to chat thuc 
hien kiem tra cong tac van thu, luu tit tai cac 
don vi truc thuOc. 

2 

3.2 
Xa.  1j,  cac van de phat hien qua kiem tra (neu 
kiem tra nhung khong phat hien ton tai, kilo 
khan thi ap clang diem thi da). 

2 

II 
Ging tac to chin; dao 4o, IA dufrng; bo tri 
kinh phi thgc hien cong tac van thtr, kw trik 

10 

1 
Bo tri CCVC lam cong tac van thu, luu trir 
dung tieu chuan chuyen mon nghiep va theo 
quy dinh. 

3 



STT Tien chi danh gia, chAm diem 
Die m 
chua n 

Co 
quan, to 

c tic tkr 11 
a, d nh 
gia, 

chAm 
diem 

Tai lieu 
chfrng 
minh 

11;,-  . 	to:4./' 
11 	is 

cfia 	o 
danh gia 

1;;;I 

. 	''s  

chti 

2 
BO tri CCVC lam cong tac van thu, luu tit.  
kh6ng dung tieu chuan chuyen mon nghiep vu 
theo quy dinh. 

1 

3 
Thvc hien cac the Os doi vai CCVC lam cong 
tac tau tit.. 

2 

4 
B6 tri kinh phi phuc vu cong tac van thu, lin 
trit (mua sam bia, hop, cap bao guan tai lieu 
ltru tit, phuong tien ph6ng chay, chira chay...). 

2 

5 
Tv dao tao hoac cir CCVC tham gia cac lap 
dao tao, b6i dutng nghi'ep IN ding tac van thu, 
hru tit. 

2 

HI Hoat do, ng nghiep va van thin 30 

1 
Quan 13"/ va sir dung con dau trong cong tac van 
thu diing theo quy dinh cua Nha nuac. 

5 

2 
Cong tac soan thao va ban hanh van ban theo 
quy dinh. 

5 

- Co 80% - 100% so luting van ban ban hanh 
dung the thirc va ky thuat trinh bay van ban. 

5  

- CO 50% - 79% s6 luting van ban ban hanh 
dimg the thac va ky thuat trinh bay van ban. 

3 

- Co 30% - 49% so luting van ban ban hanh 
dung the thirc va ky thuat trinh bay van ban. 

1 

3 
Cong tac guanl 	van ban di, van ban den thvc 
hien theo dimg quy dinh. 

5 

3.1 
CO day du cac loai so guan ly van ban di, den 
va ghi cite]) day dit, dung quy dinh. 

2 

2 



STT Tien chi danh gia, chAm diem 
Die 
chua n 

CO' 

quan, do 
11

m 	
c tic ttr 

a-, d nh 
gia, 

chAm 
diem 

TM lieu 
chthig 
minh 

e I C 
z  \ 	c., 	. 

n 	' - 
To 

danh gia 

t I 
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It 

3.2 

DOng dAu den, ghi so den, chuyen van ban den 
dam bao dung quy dinh; Nhan ban, dung dau, 
phat hanh, phan loai va luu van ban di dung 
quy dinh. 

3 

4 
Thirc hien dung trong cong tac lap ho so va 
giao nOp ho so, tai lieu vao Luu nit co quan. 

15 

- CO 70% - 100% cac phong ban chuyen mon, 
CCVC lap ho so ding viec; giao nOp ho so vao 
Luu tilt co quan dung theri han, theo dung 
Danh muc hO so co quan. 

15  

- CO 50% - 69% cac phOng ban chuyen mon, 
CCVC lap ho so cong viec; giao Op ho so vao 
Luu tit co quan dung thOi han, theo dung 
Danh muc ho so co quan. 

10 

- CO 30% - 49% cac phong ban chuyen mon, 
CCVC lap ho so cong viec; giao nOp ho so vao 
Luu tit co quan dung thoi han, theo dung 
Danh mix hO so co quan. 

5  

IV Hot deng nghiep vu Itru frit 30 

1 Cong tac thu thap tai lieu vao Luu tat co quan. 10 

1.1 
Hang nam Luu tra co quan co ke hoach thu 
thap tai lieu to cac phOng, ban, 1)0 phan chuyen 
mon ve Kho Luu tat co quan theo quy dinh. 

5 

1.2 
Sap xep ho so, tai lieu vao hOp (cap), ghi va 
dan nhan hop, dua len gia, 4. 5 

2 
Kho luu tril va cac trang thiet bi bao quan tai 
lieu luu tat. 

10 
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STT Tieu chi danh gia, chAm diem 
Duam  

Ca 
quan, to 
chirc tk 

danh 
gia, 

chAm 
di'&11 

TM lqu 
chting 
minh 

i( 
	-1\  

Oh gi,  r 
cu 

danh gia 

- 
1) 

—.)  • 	• 

chi"' 

- Da co kho 1uu tit dam bao dien tich de bao 
quan ho sa, tai lieu sau khi giao n6p vao kho 
Luu trir va lap dat day du cac trang thiet bi bao 
quan: Gia, di; hOp theo quy dinh; co cac 
phucmg tien bao chay, phucmg tien chita chay, 
quat thong gi6... 

10 

- Da c6 kho Itru tit nhung khong dam bao 
dien tich de bao quan ho sa, tai lieu sau khi 
giao n6p vao kho Luu trir; co lap dat day du 
cac trang thiet bi bao quan: Gia, tit; h6p theo 
quy dinh; co cac phucmg tien bao chay, 
phuang tien chila chay, quat thong gi6... 

- Da c6 kho Itru till nhung kh6ng co thiet bi 
bao quan 

3 

3 
Cong tac to chirc khai thac, sir dung tai lieu luu 
tar tai Luu tit ca quan. 

10 

3.1 
CO cac loci cong cu tra ciru va cong cu 116 trg 
tai lieu km tit (Muc *116 sa, ca sa du lieu va 
phucrng an he th6ng h6 sa, tai lieu). 

5 

3.2 
Phuc vu day du, kip thai cac yeu cau khai thac 
sir dung theo quy dinh. 

5 

V 
Ling dung cong ngh'' thong tin trong cong 
tac van thir, lull tar 

5 

1 
Da Ung dung phan mem Van ph6ng dien tir 
trong viec quan 15T van ban di, den theo dung 
quy trinh xir 15,  van ban. 

3 

2 
Da Ung dung cong nghe th8ng tin trong cong 
tac ltru till de quan 1y ho sa, tai lieu. 

2 

4 



STT Tien chi dinh gia, cham diem 
Die;in  

chtfan 

Co. 
quan, to 
chirc ti, 

clanh 
gia, 

cham 
diem 

i 
Tai lietk 
chirng ‘\..ktaa 
mink 

(

.., 

' , h ,-;.- -.4:4“ 
Paeiri ,d.  

Wil 
da 	'' 

)iv.  

,,. 	' 6 

VI Cite do, thong tin bao cao 15 

1 
Thuc hien bao cao th6ng ke dinh kST, bac. cao 
dOt xudt v6 cong tac van thu, ltru trt day dit, 
thing thai han, dimg yeu cau. 

15 

2 

Thuc hien bao cao thong ke dinh lq, bao cao 
dOt xuat ve cong tac van thu, ltm trtr day du, 
dung nOi dung yeu cdu nhung con chdm so vol 
thai gian quy dinh. 

10 

3 

Thuc hien bao cao th6ng ke dinh kST, bao cao 
dOt xudt ve cong tac van thu, luu trfr day dii, 
dung thai han nhung chua dam bao nOi dung 
yeu eau. 

5 

T6ng cong 100 

B. Thang diem tir dinh gia, phfin loai 

Marc Mirc 0 hohn thanh 
Diem 
dat 

dime 
Loai Ghi chi', 

1 
Thuc hi

,
en 6/6 tieu chi va khong co tieu chi 

dtrai diem trung binh 

Ta 90 
diem 
den 
100 

Tot 

2 
Thuc hien 6/6 tieu chi va khong co qua 04 tieu 
chi dtrai diem trung binh 

Tir,70 
diem 

den 89 
diem 

Kha 

3 
Thuc hien 6/6 tieu chi va khong co qua 03 tieu 
chi dtrai diem trung binh 

TU,50 
diem 

den 69 
diem 

Trung 
binh 

4 
Thuc hien it han 05 tieu chi hoac dat tren 5 
tieu chi nhung tong so diem chtra dat loci trung
binh 

Dtrai 
50  

Yeu 

5 
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