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DANG CONG SAN Vl¢T NAM

S6445-CV/VPHU
huang dan mot s6 n6i dung lien quan din

cong tac thu thdp, chinh ly s6 hoa va chudn bi
tai lieu nop luu VaG luu trii khi slip xip
t6 chuc b9 may va don vi hanh chinh

Thang Binh, ngay 19 thdng 5 ndm 2025

Kinh gui: - Cac co quan tham rmru, giup viec Huyen uy,
- Uy ban MTTQVN va cac t6 chirc CT-XH huyen,
- Cac TCCSD true thuoc huyen uy.

Thirc hien Cong van s6 14514-CVNPTW, ngay 25/4/2025 cua Van phong
Trung irong Dang v@vee huang dftn mot s6 nQi dung thirc hien Cong van s6 64-
CV/TW, ngay 10/4/2025 cua Ban Bi thu va Cong van s6 3346-CV/TU, ngay
25/4/2025 cua Ban Thuong V\1 Tinh uy v@tang cuong quan Iy cong tac van thir,
hru trfr trong qua trinh s~p x@pt6 chirc bQmay cua h~ thong chinh tri va dan vi
hanh chinh; Cong van s6 1937-CVNPTU ngay 15/5/2025 cua Van phong Tinh
uy v@Huang dftn mQt s6 nQi dung lien quan d@ncong tac thu th~p, chinh Iy s6
hoa va chu~n bi tai li~u nQp lUllvao lUll trfr khi s~p x@pt6 chuc bQmay va dan vi
hanh chinh.

DS triSn khai t6t cong tac thu th~p, chinh Iy, s6 hoa tai li~u nQp lUllvao luu
trfr khi s~p x@pt6 chuc bQ may va dan vi hanh chinh. Van phong Huy~n uy d@
nghi cac cO'quan tham mUll, giup vi~c Huy~n uy, Uy ban MTTQVN va cac t6
chuc CT-XH huy~n va cac TCCSD tnrc thuQc huy~n uy th\Ic hi~n mQt s6 nQi
dung sau:

1. Th\Ic hi~n nghiem tuc vi~c quan Iy h6 So', tai li~u cua Co' quan t6 chuc
Dang, cac chi bQ tnrc thuQc, Uy ban MTTQ Vi~t Nam va cac t6 chuc chinh tri­
xii hQi huy~n, xii khi giai thS chia tach, sap nh~p, kSt thuc ho~t dQng. TiSp t\lC
th\Ic hi~n t6t cong tac van thu, lUll trfr thea quy dinh; kiSm tra ra soat dong d~u
d~y du van ban di. Chu dQng s~p xSp th6ng ke toan bQ h6 So', tai li~u, Co' sa dfr
li~u duQ'c hinh thanh trong qua trinh ho~t dQng cua cO'quan, t6 chuc Dang va
quan ly th6ng nh~t theo tUng phong luu tm (Luu y: tcit ccl tai li¢u cua timg
phong aU(1cslip xip theo nhi¢m kj; hoi;ie tit adu nhi¢m kj; ain khi kit thue hogt
a9ng)

Th\Ic hi~n kiSm tra, ra soat, c~p nh~p dfr li~u b6 sung d6i v6i nhfrng van
ban, tai li~u phat hanh van ban di va van ban, tai li~u gui dSn con thiSu tren h~
di@uhanh tac nghi~p t~i van thu cO'quan, t6 chuc.



2. Cong tac chuan b] tai li~u nQp hru:
2.1. Cac CO' quan tham muu, giup vi?c Huy?n uy: Thoi gian cua tai lieu:

Nhiem ky 2020-2025 (tir ddu nhiem kj; din khi kit thuc hoat a9ng)
* Rieng il8i VOlBan Ta chirc: thong ke h6 sa dang vien va h6 sa can b<)

cong chirc (h6 sa dang vien tic trdn, xoa ten, h6 sa can b9 nghi huu, chuyen
cong tac)

* Rieng il8i VOl tai Ii?u Ki toan (th6ng ke va n9P luu thea NEJ
174120161NEJ-CPvJ quy dinh chi ait mot s6 aiJu cua ludt ki toan)

2.2. Uy han MTTQVN va cdc ta chiec chinh tri- xii hpi huyen: Nop toan
b<)h6 sa tai lieu cua Chi b<)va cua co quan ban hanh hien dang hru gift (theo
nhiem ky)

2.3. Cac chi hp tr,!,c thupc Huy?n uy: N<)ptoan b<)h6 sa tai li~u cua Chi
b<)ban hanh hi~n dang luu gift (theo nhi¢m kj;)

* Thanh phAn tai li~u n<)pluu tu dAunhi~m kY dSn khi kSt thuc ho~t d<)ng.
3. D8i vOiDang DY cac xi, thi trin: Thvc hi~n vi~c s~p xSp tai li~u hi~n

dang luu gift t~i Dang uy thea Huang d&n s6 15-HD/VPTW, ngay 1411212016
vS quan ly tai li~u cua cac cO'quan, t6 chuc dang va t6 chuc chinh tn- xa h<)ixa,
phuOng, thi trftn. Sau khi co quySt dinh giai thS thi toan b<)h6 sO',tai li~u duQ'c
thu th~p, chinh ly thvc hi~n ban giao cho xa m6i va Van phong dang uy cftp xa
m6i giao n<)ptoan b<)tai li~u, cO'sa dft li~u tai li~u vao Luu tm lich su cua Tinh
uy, hoan thanh tru6c ngay 15/8/2025.

(Con ddu va gidy chUng nhg,n aii aCingkY mJu ddu cua ca quan, t6 chuc cdp
xii khi giai thd, kit thuc hOqlta9ng phai giao n9P vJ xii mOi ad giao n9P vaa Luu
tru Itch sir cua Tinh uy cimg vOi tai li¢u)

4. ThOi gian giao nQph8 sO'tai li~u va con diu vao kho luu trfr CO'quan
Huy~n DY:

- Cac chi bQtr\fc thuQcHuy~n uy : Til' 15/6 d~n ngay 20/6/2025
- Cac cO'quan tham muu, giiip vi~c Huy~n DY: Til' 20/6 d~n ngay

25/6/2025
*LlCUY:
+ Tai li~u khi giao n<)pbao g6m : van ban di, van ban d8n, h6 sa D~i h<)i,h6

sa H<)inghi sa kSt, t6ng kSt, h6 sa chuyen dS... tai li~u phai duQ'c s~p x8p thea
nhi~m kY, van ban di phai th6ng ke m\lC l\lc thea ten lo~i, s6 thu tv va duQ'cdong
dftu dAydu (phai co bien ban khi giao n9P).

+D6i vai con dftu: khi giao n<)pdftu phai kern thea gifty chUng nh~n da dang
kY m&udftu cua cO'quan, t6 chuc cftp (giao n9P cimg vai tai li¢u).



,-------- ,- -

+ Ngoai nhtrng nQi dung tren yeu c~u cac co quan dan vi thirc hien thea
Cong van s6 1937-CVNPTU ngay 15/5/2025 cua Van phong Tinh uy vS Huang
dftn mot s6 nQi dung lien quan dSn cong tac thu thap, chinh ly s6 hoa va chuan bi
tai lieu nop hru VaG hru trii khi s~p xSp t6 chirc bQmay va dan vi hanh chinh.

Tren day la huang dftn mot s6 nQi dung lien quan dSn cong tac nop hru he, So',
tai lieu vao hru tnr khi s~p xep t6 chirc bQ may va dan vi hanh chinh, kinh dS
nghi cac Co' quan, dan vi, dia phirong nghien ciru thuc hien,

NO'i nhan:
- Nhir tren,
- LUll Van phong Huyen uy.


