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Bic 14p - Tty do - liqnh ph& 

S 0 g /QD-STTTT 	 Da N(ing, ngay 23 thang 01 nam 2017 

QUYET DINH 
Ve vi'e ban hanh Kt hoach cong tac van thtr, lu-u trir nam 2017 

GIAM HOC SO THONG TIN VA TRUYEN THONG TP DA NANG 

Can cir Quyet dinh s6 5304/QD-UBND ngay 05 thang 8 nam 2016 dm 
UBND thanh pho Da Nang ye quy dinh chirc nang, nhi'em vv„quyen han va ca 
cau to chirc cua Se( Thong tin va Truyen thong thanh pho Da. Nang; 

Can cir Quyet dinh s6 102/QD-UBND ngdy 06/01/2017 cilia Chu -Lich 
UBND thanh phO Da M.ng ye viec ban hanh Ke hoach cong tac van thu, 
nam 2017 cila thanh ph6 Da -1\1&ng; 

Xet de nghi cua Chanh Van phOng So Thong tin va Truyen thOng, 

QUYET DINH: 

Dieu 1. Ban hanh kern theo Quyet dinh nay Ke hoach cong tac van thu, 
lu-u trix nam 2017 dm Ser Thong tin va Truyen thong thanh pho Da Nang. 

Dieu 2. Quyet dinh nay có hieu hrc lce ttr ngdy 

Dieu 3. Chanh Van phong, truong cac pheng chuyen mon, truong cac don 
vi truc thueic va cac ca nhan có lien quan chiu trach nhiem thi hanh Quyet dinh 

nhOn: 
- NI-nr di&'1.1 3; 
- So•NOi vu; 
- Ltru: VT, VP. 



UBND THANH PHO DA NANG 	 CONG HOA )a-  Ho' CHIT NGHIA VIET NAM 
SO THONG TIN VA TRUYEN THONG 

	
DOclap-Ty.   do - Hanh phtic 

KE HOACH 
COng tac van dm, lum frit nam 20 7 ciia So' Thong tin va TruyLi thong 

(Ban hanh kem theo Quye't clinh so 46 /QD-STTTT ngay Z 5  thong 01 nam 2017 
cua SO Thong tin va TruySn thong thanh pho Da Nang) 

I. NO DUNG CONG VIEC 

STT
Dcfn 

NiNOi dung cong viec 
vi thtre 

hien-  
Don vi phi 

Imp 
TWA gian 

hoan thanh 
Ke-t qua 

K nh 
phi 

1 Tuyen truyen, phO bien phap 1u4t ve cong tac van this, hru trii. 

a)  

Tuyen truyen, pho" bien trien khai 
cac van ban, quy dinh moi AT' cong 
tac van this, hm tril cda Trung trcmg 
va dia phtrang 

Van phong 

Ban Bien tap 
website 

Cac ph6ng, 
ban, don vi 
tnrc thuOc 

Thtremg - 
xuyen 

- Tin/bai thong boo, ph6 bien 
van ban mai tren website oh 
So. va cac don vi trvc thuOc 
- Cac van ban dirgc giri mail 
den town the CBCCVC-LD. 

b)  

Cir cong chdc,,vien chirc tham gia 
cac lop tap huan, boi dtrothg 
nghiep vu van this, km tat do So 
NOi v11 to chirc 

Van ph6ng Cac phOng, 
ban, don vi 
trvc thuOc 

Theo ke 
hooch cda 
SO.  NOi vu 

Cong chirc, vien chirc duvc 
tham gia tap huan, boi dtrarng 

2 COng tac xay dirng, ban hanh va thifc hien van ban 

a) Ban hanh van ban lien quan den cong tac van this, km tilt 

- Ra soot, sira doi, bo sung, thay the 
cac van ban ve cong tac van this, 
ltru tar nhis: Quy the cong tac van 
this, luu tar; bang thai han boo 
quart tai lieu. 

Van phong Cac 	phong, 
ban, 	don 	vi 
trvc thuOc 

Quy II nam 
2017 

Cac van ban ve cong tac van 
this, ltru tar dugc ban hanh va 
hoan thien 

- Ban hanh danh muc h'6 so chinh Van 	phOng Cac 	phOng Thong Danh mpc ho so chinh thirc 



STT. NU dung ding v* 
Don vi thuc 

hien 
Don vi phiii 

hop hoan thank 
TWA gian ' Ketqua Kinh 

phi 

thirc nam 2016 va cac don vi 
true thuOc 

chuyen mon; 
T6 	chirc 
Dang, 	Cong 
doan, 	Doan 
Thanh nien 

01/2017 nam 2016 

- Ban hanh danh trivc ho so dg kien 
nam 2017 

Van phOng 
va cac don vi 
true thuOc 

Cac ph6ng 
chuyen mon 
To chirc 
Dang, Cong 
doan, Doan 
Thanh nien 

Thang 
2/2017 

Danh rrivc ho so du kien nam 
2017 

- Chi dao cac don vi true thuOc ban 
hanh cac van ban ye cong tac van 
thu, luu trft 

Van phong Cac 	don 	vi 
true thuOc SO 

Quyi 1/2017 Cac don vi true thuOc,ban hanh 
day dill cac van ban ye van thu, 
hru tat 

b) Danh gia, xep loai ket qua thgc hien cong tac van thu, luu trit nam 2016 

-Cac co quan to danh gia xep loai 
cong tac van thu, luu tar nam 2016 

Van phong Cac 	ph6ng 
ban, 	don 	vi 
true thuOc 

Thang 
01/2017 

Giri ket qua danh gia true tuyen 
ve SON-0i vu 

-Thgc hien thim dinh ket qua danh 
dmgia, 	cac don vi true 

thuOc 

Van phong 
gia, xep loai 

 Cac 	phong 
ban, 	don 	vi 
true thuOc 

Thang 
15/3/2017 

Bao cao ket qua danh gia, xep 
loai cac don vi true thuOc ve So.  
NOi vu 

3 Thgc hi0 nhi01 vu van thtr, lull trii.  

a) Diu to kinh phi, co sey vat chit 

-Tang cuerrig dau to kinh phi de 
trang bi cac gia, ke bao quan tai 
lieu, hOp dung tai lieu, bia ho so... 

Van phong, 
Cac don vi 
true thuoc SO 

SO Tai chinh; 
SO.  NOi v11 

Trong nam 
2017 

Trang bi day du cac trang thiet 
bi phtic vu cho cong tac luu tra 



STT 
Dan vi thkrc 

hien Nil dung cong vviec qua Don vi phiii 
rp hop hoan thanh 

Thoi gian - Ke t 
Kinh 
phi 

- Dau to kinh phi thtrc hien chinh 
13',  tai lieu va so Ma tai lieu luu trU 

P. Ke hoach 
- 	-Ili 	chinh; 
Van phong 
Cac don vi 
true thuOc Se( 

So.  Tai chinh; 
So' NOi Nit' 

Trong nam 
2017 

Tai lieu luu till duvc chinh 13", 
va se hoa theo quy dinh 

b) Thgc hien cac nghiep vu oh cong the Van thu, luu tril 

- Thuc hien thing the quy dinh ve 
quan 13',  van ban di, van ban den, 
quart 13',  va sir' dicing con dau 

Van phong Cac 	phong, 
don 	vi 	live 
thuOc Soy 

Trong nam 
2017 

Tat ca van ban di, van ban den 
&lac quan 13', dung quy dinh, 
con dau duac quart 13',  chat the 
va sir dung dung quy dinh 

- Huang dan, don dee cong chirc, 
vien chirc Fail h6 so cong viec 

Van phong 
Cac don vi 
true thuOc Se( 

Cac 	phOng 
chuyen mon 

Trong nam 
2017 

- Tat 	ca cac 	cong 	viec 	gial 
guy& xong deu disc lap h6 so 
theo dung quy dinh 

- Thuc hien thu thap tai lieu den 
han nOp luu hinh thanh tir nam 
2016 ve truoc vao luu trtr co quan 

Van phong 
Cac don vi 
true thuoc Si 

Cac 	phong 
chuyen mon 
Te 	chirc 
Dang, 	Cong 
doan, 	Doan 
Thanh nien 

Thang 
9/2017 

Tat ca tai lieu den han Op luu 
dirge giao nOp va ba.o quan tap 
trung trong kho luu tat dm co 
quan, don vi 

- Thuc hien viec chinh 13',, he thong 
hoah6 so tai lieu nam 2016. SO Ma 
tai lieu trong kho luu trit dOi vat tai 
lieu da lap Ito so hoan chinh (tru 
tien ha so duvc thtrang xuyen khai 
thac sir dung) 

Van phOng Phong 	Cong 
nghe thong tin 

Trong nam 
2017 

Tai lieu da lap h6 so hoan chinh 
chive he th6ng h6a va so hoa theo 
dung quy dinh. 

70 	tritt 
6ng (da 
°tang 	ky 
kinh 	phi 
dac 	thu 
2017) 

- Thuc hi.en quy dinh ve bac) ve bi 
mat nha ntrac trong cong tac van 

Van phOng 

Cac don vi 

Cac 	phong 
chuyen mon 

Trong Want 
2017 

Thuc hien dimg quy dinh v'e 
bao ve bi mat nha ntrac trong 



STT Ni dung cong viec Dom vi thtfc 
hi0 

Don vi phoi 
Imp 

Thai gian 
hoar' thank Ke-t qua' Kinh 

phi 
thu, luu trit trtrc thuOc Si cong tac van thu-luu trit 

c) fing dung cong nghe thong tin trong cong tac Van thu, luu tru 

- Sir dung chit ky se") dm ca quan Tat 	ca. 	cac 
phong, 	dun 
vi trtrc thuOc 
So.  

Ph6ng "ng 
nghe thong tin 

Trong nam 
2017 

KY/ chit 14 so doi vori tat ca cac 
van ban di cilia ca qua.n 

- Jing dung tot Phan mem Quail 13'T 
van ban va dieu hanh vao cong tac 
van thu 

Tat 	ca 	cac 
phong, 	don 
vi trtrc thuOc 
So( 

Phong Cong 
nghe thong tin 

Trong nam 
2017 

100% van ban di, den dm ca 
quan dtrac cap nhat vao phan 
mem (trir van ban mat), in dtroc 
so quan 13'T van ban di, den tir 
phan mem 

- Trien khai img dung Phan mem 
cong tac luu tiu dung chung ctia 
thanh ph6 

Van 	phOng, 
cac 	phong 
chuyen mon 
thuOc SO.  

Nam 2017 Phan mem duac Van phong, 
cac phong chuyen mon thuOc 
SO.  fing dung (long 1)0 va hieu 
qua 

- Thvc hien He,  thong bao cao 
thong ,ke co.  so., tong hop va danh 
gia, xep loci cong tac van thu; luu 
trit trtrc tuyen 

Van phong 
Cac don vi 
trnc thuoc SO 
(thuOc 	dien 
bao cao) 

Thang 
01/2017 

Bao cao thOng ke co so., tong 
hop; ket qua dank gia cong tac 
van.  thu, luutill dirge giii trtrc 
tuyen ve SO NOi vu 

- Trien khai lap ho so dien tit tren 
moi truong mang 

PhOng 
CNTT, Van 
phong, 	cac 
phOng 
chuyen mon 
trien 	khai 
thtrc hien 

So.  NOi vu Trong nam 
2017 

Cac cong viec da gia.i quyet 
xong deu &roc lap ho so dien 
tit' 



Nguyen Quang Thanh 

II. TO CHU'C THU'C HItN 

1. Chanh,Van phong, truong cac phong chuyen mon va. don vi truc thu9c can cir Ke' hoach nay tinh hinh thgc cna 
don vi minh trien khai thgc hien cac not dung phn hop. 

2. Van phong So chn tri trie'n khai thgc hien Ke hoach, dam bao tin 115 va thei gian hoan thanh ke hoach. Cac don vi 
dugc giao nhiem vu phoi hop can tang cueyng trach nhiem, tich cgc thuc hien cac nhiem vu dugc phan cong phoi hop, gop 
phAn hoan thanh not dung ke hoach da de ra. 

3. Trong qua trinh thttc hien, ne'u có gi vuong mac, tra ngai, cac don vi bao cao v'e Van phong So d6 kip thed ho trg, 
huong dani:AL9- 
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