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KE HOACH
Thg'c hi6n c6ng tf c quin l1i nhir nu6'c vd vin thu, lu'u trfi'

vh quin Iy tni liQu luu trir nim 2023

J

Can cti' 1(0 hoach s6 88/I(1I-IIBND ngAy 24 thing 03 nlm 2023 cua LJy

ban nhin clAn cluAn 't'An Ilinh vd c6ng t6c qudn li nhd nu6c vd vdn thr.t, luu trt'
vA c1r-ran ly tai li0u luu tril nin-r 2023;

I)0 thrrc hiOn tot c6ng t6c virr thu, lr-Lu trii'trr-rd'ng'l'iOu hoc Phan Iluy
fch xAy c1r-.r'ng I(0 hoaci"r ve c6ng t6c c1,rar-r ly nhd nrrri'c v0 vdn thu, luu trir va

cluan li tdi li6u lu'u trfr'ndm 2023 nhu sau:

r . MUC DICH VnU CAU

1. Muc clfch

'l'Lryer-r truyi11, pho bi0r-r cAc cluy clinh cua phirp luAt v0 c6r-rg tac viin thur.

lr-rur tril dOn c6ng ch[rc, viOn chf'c nhdrn nang cao nhAn thu'c cr-ra CI]-GV-].IV
trong nha trud'r-lg ue vai trd, tdm cluan trong cua o6ng t6c vdn tiruL, c6ng tdc luLu

trfr'vi giir tri cua tai lieu luu trit.'l'u'ng br-r6c d6p img nhi6m vur cai c6ch hdnh

chinh, phuc vu c6ng t6c cluAn ly, cli0u hdnh c6ng viec.
[)aur biio thr*Lc hicn c6 ,ri, nep vd chAt luo-ng viec hinh thdnh, bAo v0, l<hiri

thac, sLL cluns tai Ii0u luu tril cloi vdi clo'n vi.
NAng cao trircl"r nhi0rr cua ngu'o'i clu'ng dAu cl<rn vi trorrg c1r-rar"r ly, chr clao

c6ng tac viin thu', lu'u tril tai don vi clat hi6u clua cao.

2. YCu ciu

Ilnn (liiim lli0r,r, c6c t6 chury0n rn6n vd c5c b6 phAn cin c[r' l(c hoach

Lrien khai tl'ruLc hiOn clirng cic noi ciung, yOu cAr-r cie vAn c1r:ng vao tinh hinh thLrc

tc cira nl-ra tru'd'ng, to chu'c Lhu'c hicn LOt nhi0rr vur v[n thu', luu trir har-rg ndnr

thco c1r-ry clir-rh. [)ura hoat clOng v[n thu, luu trii'trong nha tirng brLtic cii iAo nC
,l .nip va thu'c hiin cl[rr-rg ceic quy clinh cua ph6p luAt.

II. NOI I)tiN(;, NIut,lM vt] CONG T'Ac vAtl llr{]', t,u'u l'tr[]'
l. COng tric quiin l, Nhri nrrti'cvC virn thu, Iu'u trir
-'l'ang ciLd'rrg oorrg tac tr-rycn truy0n, pho bien phAp luAt vd r,'in lhrL, lLLir

- ' I ^ r ^ ,r , r'tru'nhunr nang cao nhAn thu'c cloi l,o'i C'IJ(}VNV y,0 vai trd, t6l-n cluan lrong cr-ia

c6r-rg lac rrln Lhu, lu:u trir'.
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- XAy ciurng c6ng t6c rr[n t1-ru, llru trl] tap tn-rng vio c6c vAn c10 sau:

1 (]rly ch6 cdng tiic virn thu, lr-rr-t truir;

+ C6ngjtic soan tl-rAo vir ban hanh v[n biin;

+ Quan ly v[n ban clOn, cluAn Iy van bAn cli;

+ C6ng t5c quin ly va su'clung con dAu;

I l-ap ho so hrOn hdnir va giao nQp h6 so tiii lieu vdo luu ;

I Uo tri phdng luu trir vi\ c6c trang tl-riOt bi bAo c1r-ran tai li6Lr lLtu trr,-t,

r DA1,'manh [tng clung CN1"1'trong cong Lirc vin thut, lttu tri'.
- 116 tfi crin b6 li)rtt c6ng t6c vdn thu, lur-r trir.

-'fhgc hi0n ch6 dO bzio czio, th6ng kC v0 cong tAc vin thu, lutu trit lhco

cluy clinh.

2. [[oirt tlQng nghi6p ug nd v:in thu', lu'u trff'.

a. Doi vdi cong titc: vdn thtr.

Circ cloe\n the trong nhA truong cAn qltan t.Arn c10n c6ng tAc soan thiio,

ban harrh vdn ban thco clr-rng cluy <linh hiQn hdrrh; ngoai thi thu'c, r-rhfi'ng c1u1'

clinh cua soan tl-rAo vdn ban, cAn luu y thArn .1rye,l ban hdnh c6c vdn ban. (l(hi

vdn bin sai pham circ cluy dinh ma 'l'h6ng tr,r 01 huo'ng ci5n, vdn thtr kh6ng
,; .. r, - r l' .l t'

cl<ing dAu ma yer-r cAr,r lz\m lai). QuAn l1r v[n ban cli, thco dung cluy trinh (vi\o so,

luu vin bAn c1i thco ciuy dinh). C6ng t6c tiOp nhAn, cluain ly van ban cler-r clutrc

thuc hiOn clung cluy trinir (vi\o s6, chuyen ldnl"r clao xLr ly rzin biin c16n, thco ddi,

c16n d6c qu6 trinh xir ly darn bao thd'i gian). Vi0c cluhn ly vd sir dung con clAu

cua oo'qLian p1'r6i tr-rAn thu dung cluy clinh cua phrip luAt.

b. DAi vdi c6ng tcic lutr 1r[i'.

LrLu trir cdc ]oai c6ng v[n cli, c10n kip thd'i, s[p xep khoa hoc va chinh

x6c.
'l'6 chu'c thuc hiCn thu ho so, tai lieu cld giai cluyet xong vao lur-r trir co

quan flring thd'i hirn vd thir tuc quy clinh; cl6ng thoi c6 l<6 ho4ch chinh ly tdi liOur

ron clong, xdc clinh gi6 tri tdi li6u va ti6u huy tdi li6u h5t giir tri thco cluy dinh.

tl6 tri phdng, kho luu trfr' tii lieu co- quan cl6 clAm bAo an todn, l6u clai

trii liQu co gi6 tri, phuc vu cho viec khai th6c, su dr-rng.
'l'huo'ng xuyOn ki6m tra clinh kj,hO scr, tiri li0u, v0 sinh kho, tai licu;

thuc hiQn c6c bi6n ph6p phong ch6ng ch6y n6, A,,', m6., c6n tring tai lcl-ro lr-rr-r

trit.
Ilodn thiQn hC th6ng s6 s6ch, dfr' li6u luu trir trOn m6y tinh clAm bao

khoa hoc, thuAn lcvi trong khai th6c, su' dung tii 1i6u;

I-Ap clanh mr,rc tAi lie u het gi6 tri dc tieu hiry thco cluy dinh,
Cudi ndm, t6t ca c6c bQ ph{n thu thQp, sdp.xcp, hoan thiQn vd nop h6 so

vdo luu trfr'nhd trudng.
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'l'huc hiOr-r giao nQp tii li6u luu trii' (thco quy dinh tai 'l'h6ng tu' sd

l612014l'l"l--llNV ngdy 2Ol1ll2O14 cua 116 Noi vu hudng d5n giao , nhAn tai
lie u lr-tu trfr' w)o lr.Lu trir lich sir).

III. 'I'O ('I IU.C 'I'I IU'C H I I.-N

l. DAi vdri [Ii6tr tru'irng

- 'l'o chuLc, ciicr-r hdnh cong tilc v[n thu, luu trfr'.
- tlan hanh kc hoach vA trien khai thuc hiQn k0 hoacl-r c6ng t6c vdn tl-u"r,

luu trir'. r
- Ilan hr\nh qu1, chO cong t6c vdn thu, luu tr:il cira nhd trurd'ng.

- (JLran tAnr vc co'sir vAt chAt. trang thi0t bi, [nrg clung cong ngh0 thong tin
vio r:6ng tac rrin thr-r, Iuu trir.

- tl6 tri o6c clicr-r ki0n, kho luu va bao cluan tdi liOu cua co' quan.

2. D6i v6'i nhiin vi0n vin thu- lu'u trir:

-.i'l-rirc hi0n nghiOnr circ c1r-r1, clir-rh, c1r-ry tritth r0.1.,o, 1;- r,[n ban c]i, virn biiLr
,iclin. Qrr.rn l','con claLr cry clLran thco d[rng cluy dinh.

- Qr-ran 11,'cac loai ho srr, ir6 so lttu trti'khoa hoc, l<ip tho'i.
-'i'hr-Lc hien chO clo bao c6o th6ng kc cong tac v[n thu, lltu trir thco clury

dinh va thco htr6ng clln cua cAp tr6n.
- l-i\m tot c6ng tac tham rntru v6'i IIGII trong viec c10 ra circ giai phrip thuc

hi0n tot ciic r-rhi'^r'r-r vu l'iijnh chinh trong nha tru'd'ng.

-'l'l-rr-rong,ruvCn cAp nhAt vin bAn m6i.'l'irarn gia dny ctil cac bLroi clr\r: t.:,,.
.1.
L-,oi clLtc)'ng ngiri0p vLr. l<! ning cho vi0n chti'c, nhAn rriOr-r lAnr cdng t6c viu'r tirrr.

Irru trir tltl eAll trern tt\ chlrc.

3. D6i vdri CIIGVNV trong nhii truirng:

-'l'hr.rc hi0n thco cling I(e hoach vd cluy chO c6ng tiic vin thu, lur-r trri ciia
rrh:r tlr-rr)'nq.

-'l'hLrc hiCn giao nop ho so v0 kho luu lrii'cr-ra nha tn-Ld'r-rg ttrco clung clLn'

clinh.

'l'r0n cliy la I(0 hoach c6ng t6c cluAn ly nhzi nu6c v0 viin thtr, luu tr.ir nin-r

2023 ctia trrtd'ng'l'i0u hoc l)han IIuy ich d0 nghi c6n b6, giiro viOn, rrhAn vi0n
Irgl-ri0rl t[rc thLrc hi0n./.
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