
UBND THANH PHO HA NOI 
SO NQ! vu 

S6: 466-  /KH-SNV 	 Ha N0i, ngay Zell/Icing Oj nwom 2018 

Kt HOACH 
Kiem tra ang tac van thy, kw trier dam 2018 

Thgc hien Ka hoach s6 250/KH-UBND ngay 25/12/2017 cüa UBND thanh 
ph a Ha Noi v cemg tac van thu, km teir nam 2018; Ka hoach sa 251/KH-UBND 
ngay 25/12/2017 cüa UBND thanh ph 6 Ha Ni thgc hien Chi thi s6 35/CT-Tfg 
ngay 07/9/2017 dm Thu tuomg Chinh phi" va tang ctrong clang tac lap h6 so va giao 
nQp IRQ so vao Ltm till co quan, Luu nit lich sex, SO NQi vg ban hanh K hoach kiam 
tra cong tac van thu, luu kir nam 2018 doi \led cac co quan, don vi nhu sau: 

I. MVC DiCH, YET) CAU 

Myc dich 

- Kim tra viec to chirc thgc hien cha dO, quy dinh cüa Nha nuerc va ding tac 
van thus, km tra; hog dQng dich vu hru trü ten dia ban thanh ph 6 Ha NQi; 

- Nang cao trach nhiem cüa ngued dOng au co quan, don vi trong vi'ec quail 
1)2 cong tac van thu, km kir; trach nhiem cna cong ChfrC, vier' chirc trong viec lp 
h6 so va giao nQp ho so, tai lieu vao Luu tra co quan, Ltm tra lich sg; 

- Nang cao hieu Igc, hieu qua hoat dOng quan br,  nha nuarc va linh vgc van 
thu, luu 

2. Wu au 

- ThU trued* cac co quan, to chirc thuQc dai tugng kiam tra thgc hien 
cac n(ii dung kiem tra; cir can bQ, cong,chirc, vien chirc ph6i hgp, cung cap thong 
tin, tai lieu va tao dieu kien thuan lgi a Doan kiem tra hoan thanh nhiem v11 theo 
Ka hoach; 

- Thgc hien co hieu qua cac kin nghi, kat luan dm Doan Kiam tra; 

- Viec kiem tra dam bao chinh xac, khach quan va khong lam anh huemg Tan 
hoat dQng cUa co quan, don vi dugc kiam tra. 

II. DO! TUVNG KIEM TRA 

1. Cae sO, ban, nganh; UBND cac quan, huy'en, thi xä va cac phong, ban, 
don vi trgc thuQc; UBND cac xã, phuemg, thi tran. 

ONG 116A XA HQI CHU NGHIA VIET NAM 
Elk 1p - Tty do -`Hanh phtic 
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2. Cac t6 chat chinh tri - xà hOi - nghe nghiep; cac to' chat xa hi - nghe 
nghiep; cac co quan, ta chirc ctia Trung uung duyc t chirc, hoat Ong theo nganh 
doe a cAp tinh, cdp huyen; cac T6ng ding ty và Doanh nghiep nha nuot; don vi sir 
nghiep thuOc thanh ph6 Ha Ni. 

III MX DUNG KIEM TRA 

1. Cong tac quail 15,, chi (14o, hirotg clAn cong tic van tin'', hru trfr 

Tuyen truyen, ph6 bin phap luat 

T6 chirc thyc hien hieu qua ding tac tuyen truyen, pha bin cac quy dinh cita 
phap luat hien bath, van ban quy pham phap luat va van ban htremg dAn nghiep vy 
üa UBND Thanh pho, cac nganh lien quan ye cong tac van this, luu trit. 

Xay dtmg ban hanh van ban quart IY, van ban huong dan v ding tac van 
this, Km trir 

Xay dung, sira dYi va ban hanh med cac,van ban ve van this, km tilt phi' hop 
veri quy dinh cita pith') luat bin hanh va thyc te tai cac co quan, tot  chirc. Ci the: K6 
hoach ding tac van thu, luu trill hang nam; Quy che ding tac van this, Km tit; Quy 
dinh Bang thed han bao quart ho so, tai lieu dm co quan, to chirc; Danh mucha so dm 
co quan, don vi; Danh myc thanh phan tai lieu Op Km vao Luu lich sir Thank ph6 
(clot vai ccic ca quan, to chi/iv thuac nguon nap ltru 116 so', tat lize vela btu ter lich th); 
Nai quy khai tithe va sir dyng tai lieu; Ni quy ph6ng chong chay no... 

Xay dyng K6 hoach và than khai thyc hien Quyet dinh s6 7051/QD-UBND 
ngay 22/12/2016 dm UBND thanh ph6 Ha Ni ve phe duyet Quy hoach nganh 
Van this, Ltru trCt thanh ph6 Ha Noi den nam 2020, Mm nhin den nam 2030; Ke 
hoach 250/K}-UBND ngay 25/12/2017 ve ding tac van this, hru trCt nam 2018; KE 
hoach 251/KH-UBND ngay 25/12/2017 cüa UBND thanh ph6 Ha NOi v thyc hien 
Chi thi sa 35/CT-TTg ngay 07/9/2017 dm Thu tuemg Chinh phü ve tang cuang 
cling tac lap ha so va giao nOp ha so, tai lieu vao Luu nit co quan, Luu trit lich sir. 

Xay dyng k6 hoach va tot  chirc thgc hien ke hoach kiem tra ding tac van 
this, km tnt tyi co quan, tO chirc va cac don vi trgc thuOcc (neu c(S). Huang dan lap 
M so va giao nOp ho so, tai lieu vao Ltru frit co quan, Ltru trü lich sir. 

2. Thtrc hin ho4t &ling nghqp sin van thir, itru tar 
a) Thtrc hien hog dOng nghiep vy van thu 

- Soan thao va ban hanh van ban; 

Quart ly van ban di, van ban den va van ban mat; 

Lap Danh myc ha so hang,  nam; Lap ha so ding viec, giao nOp ha so vao 
Ltru till co quan (theo Danh raw ho so); 

Quail 1 va sir dung con dAu. 
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Thuc hien hoat Ong nghiep vi km trit 

- Ging tac thu thap tai lieu vao ltru Oil co quan va viec xir ly tai lieu tan 
Ong tir nam 2015 tro• ve twat. Lua ch9n tai lieu c6 gia tri bao quan With vin giao 
nOp vao Ltru frit Lich sir Thanh pha; 

- Cong tác bao quart ha so, tai 	be) tri ph6ng, kho km tit co quan; du tu 
trang thiet bi, phtrang tien phOng chay, thien tai; ve sinh kho va tai lieu km tra; 

- Cong tac to chire sir dpng tai lieu km tiff: Xay Ong cong cp tra ciru; Lap 
dang ky, quan lY viec khai thac, sir dung tai lieu. 

- Thgc hien viec huy ha so, tai lieu hat gia tri theo quy dinh cüa phap 1114. 

fing dung cong nghe thong tin 

frng dung cac phan mm quail ly van ban, giai quyat ding viec la lap ha so 
dien tu; Xay Ong co ser dCr1ieu de quail lY va phpc vp lchai thac tai lieu km tra:  Lua 
ch9n tai lieu c6 gia tri de so h6a nham tra tim nhanh ch6ng, hieu qua, tranh so h6a 
tran Ian tai lieu km 

nue hien cha dØ bao cao dinh kY, Ot xuAt, bao cao thang Ice day chi, 
chinh xac theo dung thed han  quy dinh. 

3. Cong tic tO chin can WY, 1)61 dtrekng nghiep vy 

- Cling tac kien toan th chirc, M tri bien cha chuyen trach bao dam tieu 
chuan ngach cong chirc, vien chat van thu, luu tra tai cac cor quan, t6 chire theo 
dung quy dinh; 

- nue hien cha de php cap dec hai, bai duang hien vat cho cong chuc, vien 
chirc va nguai lam cong tac km tr& theo quy dinh hien hanh; 

- To chirc tap huAn huan cac van ban quy pham phap luat va huorng dn 
nghiep vii van thu, km nil tai cac ca quan, to chirc; 

- Ra soat, thang ke va 	Ka hoach, t chirc cac 16p dao tao, bai duelng 
nghiep vu va vAn thu, ltru trfi theo tham quy8n cho cong chirc, vien chirc tham. gia 
(nEtt chug qua ciao tgo ve ngingp vy van thu; luu frit); dr ding chirc vien chirc 
tham gia day dii cac lop tri6n khai van ban, tap huan chuyen mon nghiep vy do cap 
tren tt; chirc. 

4. Kim tra ve float deng djch vy Itru ft& 

- Kiarri tra cac quy dinh cüa phap luat ve hoat dOng dich vp km till va sir 
dpng Ching chi hanh ngha km tit càa cac ta chirc,.ca nhan tham gia cung cap dich 
vi km frEt cho cac cor quan thuoc UBND thanh pM Ha NQi; 

- Kim tra, tham dinh kat qua sir dpng dich vu km trir cüa cac ca quan, ta 
chirc thuQc UBND thanh pha Ha N'Qi. 
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5. 	tri kinh phi thcre WO ding tac van thw, 	trir ho 4t 	&Ong lwu 	Wry 
Kim tra viec bá tri kinh phi cho hoat dOng van thu, km trir theo quy dinh tai 

Dieu 39 Gila Ludt Luu fret: Xay dung, cai tao phong, kho luii frit; mua sam trang 
thiat bi, phucmg tien bao quart; chinh tai lieu; img dung cong nghe thong tin vao 
cong tac van thu, km frit. 

IV. HiNH THITYC, THOI GIAN, DO! TUVNG KIEM TWA 

I. Kim tra toan dien va theo lich de)i vai cac ea quan, t chirc sau: 

- Thong 4 Om cac ca quan, th chirc: 

5â KE hoach va Dau tu; 
Butt dien Ha NOi; 
Truorng Cao dang Y te Ha NOi; 
Trueng Cao clang COng (tong Ha Tay. 

- Thang 5 gam cac co quan, Mchirc: 

UBND quan Cu Gidy; 
Ban QLDA du ttr xay dung cong trinh giao thong; 

+ Ban QLDA Dau tu xay dung ding trinh nong nghiep va PTNT; 
Truorng Cao clang Su pham Ha Tay. 

- Thang 6 g6m cac co quan, tã chdc: 

Sà Ngoai vu; 
So.  Giao thong van tai; 
Lien hiep cac hOi khoa h9c kSi thuat Ha NOi. 

- Thang 7 g6m cac cor quan, t6 chOc: 

UBND qudn Roan Kim; 
UBND huyen M Day; 
UBND huyen Me Linh. 

- Thang 8 gOm cac co quan, ta chirc: 

+ UBND huyen Soc San; 
Vier' Thong Ha NOi; 
Ttng Cong ty Dien hic Ha NOi. 

- Thang 9 g9m cac ca quan, to chat: 

UBND huyen Thanh Tri; 
Sa Du lich Ha NOi; 
Ttng Cong ty Dau tu va Phat then nha Ha NOi; 
Tong Cong ty Dau tu vã phat trial ha tang do thi. 
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- Thang 10 Om cac co quan, t6 chat: 

Ser Gido due vã Dao tao; 

Trueng Cao dang Cong nghe va Phan tich flied truong; 

Trueng Cao dang Nghe Viet Nam - Han QuOc. 

2. Kim tra dt xuat, kiem tra theo chuyen d ve' boat dOng dich va km trü 
di \tad cac co quan, to chase thuOc UBND thanh ph o Ha NOi. 

V. TO CIICC TH1VC HItN 

Giao Doan Kim tra cong tac van this, km tr& cha tri, ph& hop vth cac 
phong thuOc SO' NOi va va cac don vi c6 lien quan trien lchai that hien Ke hoach; gun 
Thong bao ljeh kiem tra chi tit den co quan, to chdc dugc kiem tra tnrOc khi tio'n 
hanh kiem tra; huOng dAn, don dc cac co quan, don vi that hien viec kiem tra cong 
tac van thu, km tra nam 2018; tong hop, bao cao Ser NOi VI) va UBND Thanh ph. 

Cac .co quan, ta chirc can dr Ke hoach kiam tra chuAn bi bao cao bang van 
ban va cac ho so, tai lieu c6 lien quan den cong tac kiem tra. 

Trong qua trinh thoc hien nen c6 vueng mac, cac co quan, ta chuc phan anh 
ve Se( NOi Ira (qua Chi cac Van thu - Ltru MI, so din thogi: 04.37736750 va hem 
thu din tü pqlvtlt_ccvtlt_sonv@hanoi.gov.vn) de kip tiled giai quyet./ 

Nol nhon: 
- Cac SO., ban, nganh; 
- UBND cac quan, hu3*, thi xa; 
- Cac dan vi su nghi0; 
- Cac T8ng cong ty true thuOc UBND TP; 
- Ca quan thuoc nguon nOp hru tai 
- Cac Pito GD Sa NOi  vu; 
- Cac phong thuOc Sâ NOi vp; 
- Chi cpc Van thu - Luu frit; 
- Luu: VT. 

GIAM D00O2/ 
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