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,. qUaD Iy tai Ii~u hru trfr ciia cac co' quan, to chire dang
va cac t6 chirc chfnh tr] - xi hQixii, plurong, th] trio

/

Thirc hi~nDiSu 14cua Lu~tLUlltri1' va DiSu 15Quy dinh sd 270-QD/fW,
~ay 06-12-2014 cua Ban Bi thu Trung uong Dang vS Phong Luu tru Dang
Cong san Viet Nam, Van phong Trung uong Dang hirong dfuIvS viec quan
ly tai lieu hru trfr cua cac co quan, t6 clnrc dang va cac t6 chirc chinh tri - xii
h9i xa, phtrong, thi tr~n (sau day goi chung la c~p xii) nhu sau:

1-HUONG nAN CHUNG

1- Pham vi va d8i nrong ap dung

Van ban nay huang d§.nvS nguyen t~c, n9i dung, trach nhiern quan ly
tai li~u luu tru cua cac co quan, t6 chuc dang va cac t6 chuc chinh tri - xii
h9i c~p xii.

2- Giai thieh tir ogfr

- "Cac cO'quan, t6 chuc aang va cae t6 chuc chlnh tri - xCih9i cdp xCi"
bao g6m: Dang uy c&pxii; cac ban tham muu, giup vi~c dang uy c&pxii (uy
ban kic3mtra, ,ban t6 chuc, ban tuyen giao, ban dan v~, van phong dang uy
c&pxii); M?t tr~n T6 qudc c&pxii, h9i lien hi~p ph\! nu c&pxii, h9i nong dan
c&pxii, h9i ClJU chiSn binh c&pxii, dom thanh nien c&pxii.

- "Teli li¢u luu trif cua cac cO'quan, t6 chuc aang va cae t6 chuc r.

chinh tri - xCi h9i cap xii" la tai li~u co gia tri ph\lc V\!ho:;ttd9ng th\fc ti~n,
nghien CUu khoa hQc, lich su duQ'c'l\fa chQn t11toan b{)khdi tai li~u hinh
thanh trong ho:;ttd9ng cua dang uy c&pxii, cac ban tham mUU,giup vi~c
dang uy cfrpxii, M?t tr~n T6 qrudcc&pxii, h9i lien hi~p ph\! nu c&pxii, h9i
nong dan c&pxli, h9i ClJU chiSn binh c&pxii, doan thanh nien c&pxii qua cac
thai Icy ljch su. ,~.

Tai li~u luu tru bao g6m ban gdc, ban chinh; trong truang hqp khong
con ban gdc, ban chinh thi duQ'cthay thS b5.ngban sao hgp phap.
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- "Quan ly tai lieu luu trii" bao g6m viec thu thap, chinh ly bao qua I

va t6 chirc sir dung tai lieu luu trtr.

3- Nguyen tic quan Iy tai li~u hru trii'

Tai lieu hru tru hinh thanh trong qua trinh hoat dQng cua ca cO',qua~,
t6 chirc dang va cac t6 chtic chinh tri - xa hQi c§.pxii duoc lira ch n va quan
1y t~p trung tai van phong dang uy cfrpxa 1,

4- Trach nhi~m quan If tai li~u hru tru

- Hi thu dang uy cap xii chiu trach nhiem quan ly tai lieu 1 trir hinh
thanh trong hoat dQng cua dang uy va cac t6 chirc chinh tri - xii 91 cap xJ;
chi dao viec thirc hien cac quy dinh cua Dang vS cong tac van thu, luu tru t1'i
dia phuang,

- Can b¢ dllgc giao lam cong tac luu tm t~i.van phong dan uy cap x~
co tnich nhi~m giup bi thu dang uy cap xii th\Ic hi~n cae nh( V\l sal):
Hu6ng d~n can bQ, cong chuc dang uy va cae t6 chuc chinh tri - ii hQi cap
xii l~p h6 sa cong vi~c va giao nQP h6 sa vao van phong dang uy ap xii; tiS~1ru;~h6 sa, tai, !i~~giao n9P; t6 chu:_ch~nhl~ khoa ~c ~i ~i~uIF~; ~~,
xe~ kh~a. hQc ta,l h,tt"Utro.~g,kh?luu tN,_baoquan an toan. tal httu II·tru va t
chuc su d\lng co hlttUqua tal httu lUll tm.

- Can bQ, cong chuc va nhung nguai ho~t dQng khong chu~en trach .
dang uy c~p :ciiva cae t6 chuc chinh tri - xii ~Qi cApxa trong q~~ trinh the,o
dei, giai quyet cong vi~c ~o trach nhi~m l~p ho sa va giao n¢p ~o So', Uli li~
vio van phong dang uy cap xii theo quy dinh,

11-mr<1NG nAN CV THE
1- Thu th~p h8 sO',titi li~u vito van phong dang uy cftp xii

1.1- ThOi hfln giao n~p h6su, tai lifU vao vanphong diing uy cap x-
, ,

- Ho sa d~i h9i dang bQ cap xa: Trong thai h~n 1 thang k

hQi kSt tQhU~'Ih~ ~ , b" h" , nh" h'" d' '" _. J
- uy ang nam, cac Qp ~n, ca ~ t UQC ang uy cap a grao nqp

h6 sO',tai li~u co gia tri lUll tm da giai quyet xong cua nam tm' c vao vfut
phong dang uy cap xii, Rieng h6 So', tfli li~u xay d\Iilg co ban thi g ao nQPv~o
luu trfr van phong dang uy cap xii trong thai h~n 3 thang, kS ill ngay co g
trinh du<)'cquySt toan, Truang hgp bQph~n, ca nhan co nhu c~u g'_ l~i h6 s ,

I D6i vai tM li~u cua cae dang uy dp xa oa giao n(ip v~ kho luu trii dp uy huy~n thi tj~p t\lc qua
quan cApuy huy~n (Vi1nphong Trung-uang Dang s! c6 huang dan Cl,l th~ sau);
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Uti lieu da dSn han nQPhru thea quy dinh dS phuc vu cong viec phai l~p danh
muc h6 So', tai lieu gill' lai giri cho luu trll' van phong dang uy c~P xa. Thai
han gift lai h6 So', tai li~u cua bQphan, ca nhan khong qua 2 nam, kS nr ngay,
den han nop luu.

- Cac dang uy bQphan (nSu co), chi uy true thuoc dang uy c~p xa; Mat
tran T6 quoc va cac t6 chirc chinh tri - xa hQi c§.pxa giao n9P h6 So', tai lieu
vao van phong dang uy c~p xa sau khi kSt thuc nhiem kY hoat dQng, thai
gian khong qua 3 thang.

1.2- Thu tl.lC giao npp va tiip nh~n ha SU, tai Ii?u

- Van phong dang uy c~p xa chuAn bi diy du cac diSu ki~n Co' sa v~t
ch~t cin thiSt dS bao quan h6 So', tai li~u khi tiSp nh~ vS.

- Ngay sau khi kSt thuc nhi~m ky hOliltdQng, dimg uy, chi uy trgc thuQc
~ang uy c§_pxa; M~t tr~ri T6 qu6c va cac t6 chuc chinh tri - xa hoi c~p xa
chuAn bi h6 SO', tai li~u thea dung tieu chuAn dS giao nQPvao van phong dang,
uy cap xa.

- Khi tiSp nh~n h6 SO', tai li~u, ben giao va ben nh~n co trach nhi~m
kiSfi tra, d6i chiSu thgc tS h6 So', tai li~u giao nQP v6i th1Jc tS five l\lc h6 So',

m\le l\lc tai li~u giao nQp. Can bQ lam cong tac luu trll' tlilivan phong dimg uy
e~p xa l~p bien ban giao nh~n he, So', tai li~u. Bien ban dugc lam thanh hai
ban co chfr ky ella nguai giao, nguai nh~n va xae nh~n ella bi thu dang uy
e~p xa, ben giao gill' 1 ban, ben nh~n gill' 1ban.

- Sau m6i dgt tiSp nh~n h6 So', taiJi~u, can b9 lam cong tac lUll tru tlili
van phong dang uy c~p xa co trach nhi~m lam bao eao kSt qua giao n9P h6
So', tai li~u gui thuang tr\lc dang uy e~p xa.

1.3- Ngu6n npp /U'utalli?u /U'u trir vao van phong liang uy cap xii

- Cac Co' quan lanh dlilOdang a c~p xa:

+ DlilihQi dang b9 eftp xa.

+ Ban ch~p hanh dang bQc§_pxa.

- Cac ban tham mUll, giup vi~e dang uy e~p xa:

+ Uy ban kiSm tra.

+ Vanphong.

+Ban t6 chuc.
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+ Ban tuyen giao.

+Ban dan van,

- Cac dang uy, chi uy true thuoc dang uy c~p xii.

- M~t tran Ta quoc va cac ta chilo chinh tri - xa hqi c§.pxii:

+ Mat tran Ta quoc.

+ Cong doan,

+ Hoi lien hiep phu nfr.

+ Hoi ClJU chien binh.

+ HQinong dart.

+ Doan thanh nien.

1.4- Thanh pho'n tai li~u luu triC giao nvp VtlO van pho i1ang W,
cap xii

- Tai li~u dai hqi dang b(>c§.pxii.

- Tai lieu hinh thanh trong qua trinh hoat d(>ngcua dang uy §.pxii: Tai
lieu hoi nghi ban ch~p hanh, ban thirong "\1, hQi nghi can be; tai Ii~u do d~g
uy c§.pxii ban hanh; tai li~u cua thirong tnrc dang uy c§.p xa; tai 1~u cua c~c
co quan cip tren va eua cae ca quan, ta chilo, ca nhan khac girl dS

."., ,
- Tai li~u cua M~t tr~n To quoc va cac to chilc chinh trt - xa Qi cap xi:

Tai li~u d~i hQi va i3.i li~u·hinh thanh trang qua trinh ho~t dQng c a M~t tr~
T6 qu6c va cac ta chilc chinh tri - xa hQi c.§.px~i. I

- Tai li~u cua cac dang uy, chi uy trlJc thuQc dang uy c§.p a: D~i hQl,
tai li~u hinh thanh trong qua trinh ho~t dQng cua cae dang uY,.c i uy.

- H6 sa dang vien nghi hUllva tU tr~; h6 sa can bQ,cong chu da tir tr.l.i •

2- Chinb ly, xac djnh gia trj Uti li~u

- Can bQ lam cong tac hIU trfr t~i van phong dang ·uy c§.p a trlJc ti~p
kiSm tra cac h6 sa do cac dang uy, chi uy tr\1c thuQc, M~t tr~ a qu6c va
cac ta chuc chinh tri - xii hQi c§.pxii giao nqp; viSt bia h6 sa; s~p xSp h6 s ,
tai li~u VaGh9P (c~p), ghi va dan nhan hQP(c~p), dua len gia.

- Tai li~u d~i hqi dang bQ c§.p xii, tAi li~u hinh thanh trang qua trirlh
hac;ltdqng cua ban ch§.p hanh, ban thuang v\! dang uy c~P xa, dj li~u hirlh
thanh trong qua trinh hOc;ltdong cua van phong va cac ban tham muu, gi)p

.' ; ...., ~.
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tl viec dang uy c~p xi! sau khi thu vS c~n phai duoc t6 chirc chinh 1)' hoan
chlnh, Tai lieu sau khi chinh ly phai bao dam cac yeu c~u cc ban sau day:
Duoc xac dinh gia tri tai lieu, phan 10;;1ithea nguyen t~c nghiep vu hru tru;
duoc xac dinh thai han bao quan; h6 sa duoc hoan thien va h~ thong hoa; c6
muc luc h6 so, co sa du li~u tai Iieu hru tnr va danh muc tai li~u hSt gia tri
(viec xac dinh gia tri tai li~u hru tro thuc hien theo huang dfin cua Van
phong Trung irong Dang).

3- Th.8ng ke, bao quan va t6 chirc khai thac, sir dung Uti li~u hru tru
3.1- chi ilp bdo co'o th6ngke, kiim ke

3.1.1- Chi a(j bao cao tht3ngke

- HAng nam, can bQ lam cong tac luu tru t;;1ivan phong dang uy c~p xi!
phai thvc hi~n th6ng ke dinh kY vS cong tac van thu, cong tac lUll tru va tai
li~u luu trfr, gui van phong c~p uy huy~n d@t6ng hqp.

- 86 li~u th6ng ke luu tru dinh kY hAng nam duqc tinh ill 0 gia, ngay
01-01 d€n 24 gia, ngay 31-12 (theo mfiu bi€u t~i Huang d§n s6 38-HDNPTW,
ngay 23-9-2014 eua Van phong Trung uang Dang).

3.1.2- chi a(j kidm ke ainh kj;

Can bQ him cong tac luu tru t;;1ivan phong dang uy c§.p xi! phai t6
? - \

chuc kiem ke tai li~u luu trfr thea dinh ky moi nam mQt Ian van ngay 31-12
h~ngnam.

3.2- Biio quan tili /ifu /U'utra-

- Tai li~u luu tru cua cac cO'quan, t6 chuc dang, M~t tr~ T6 qu6c va
cac t6 chuc chinh tri - xa hQi c~p xi! phai duqc bao v~, bao quan an toan
trong phong, kho lUll tru.

- Phong, kho bao quim tai li~u lUll tro phai dap (rng cac diSu ki~n vS
bao v~, bao quan an,~crailtai~t~u va thong tin tai li~u lUll tru.

+ Phong, IrP0' bao quan t~i\li~u luu tru phai duqc b6 tri dQc l~p trong
tr\l So' dang uy x~v6i di~n tich t&iithiSu20 m2•,..

+ Vi tri phoQg,..kho bao quan tranh nO'iAmth~p ho~c chiu tac dQng trvc
tiSp cua anh sang nf~t l~ai. .

+ Phong, kho bao quan phai bao dam s~ch se va c6 trang bi qU?t
thong gi6.

+Kho phai c6 du gia (k~), bai, h9P, c~p bao quan h6 So', tai li~u.
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+ Trang bi du cae phtrong tien, thiet bi phong chay, chua cha

- Phai thirc hien chS dQv~ sinh kho; thue hien va duy tri cac bien pha]
chong can trung pha hoai tai lieu.

3.3- rJ chuc khai thac, su d1!ngtai liju luu tfli

- Tai li~u hru trfr diroc bao quan tai kho hru tm van phong ang uy xIi
diroc sir dung dS phuc vu MU cAucong tac cua can bQ,cong chir c~p xii vk
cac nhu cAuchinh dang cua co quan, t6 chirc, ca nhan. Can bQ1'· cong.tap
hru trfr tai van phong dang uy xii co trach nhiem tnrc tiSp phuc cac nh}l
cAukhai thac, sir dung tai lieu. I

- Bi thir dang uy xa ban himh quy dinh vS vi~c sir dVng tai 1~u lUll tIii'
t~i kho lUll trfr van phong dang uy xii..

- Han vi, ca nhan khi su dvng tai li~u lUll tn1 phai ch~p h' nghie
chinh cac quy dinh vS bao m~t thong tin va gifr gin bao dam an toa tai 1i~u.

III- TO CmJC THUC HIEN. .
- Cac van phong tinh uy, thanh uy co trach nhi~m triSn khai I u6ng d~

nay dSn cac huy~n, qu~, thi, thanh uy trvc thuQc tinh uy, thimh uy va C3J
dang uy xii, phuOng, thi tr~n.

- Giao evc Luu trfr Van phong Trung uang Hang theo d5i, on d6c Vla
kiSmtra vi~c thvc hi~n Huang d~ nay.

- Tro~g qua trinh th\fChi~n nSu co vua~g m~c, dS nghi, c c ca quar
phein anh ve Van phong Trung ucmgBang de nghien cUu, dieu chinh chp
phu hgp.

Noinhan: KIT cllANH VAN PH
PHO cHANH VAN PH

- Cac van phong tinh uy, thanh uy,
- el).C Luu trU,
- Luu Van phong Trung uang Dang.
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