
UBND QuANTHANH xuAN CQNG HOA xA HQI cHiJ NGHiA VI~T NAM
.PRONGGlAo Dl)C vA DAo T~O DQc l~p - T1}'do - B~nh phuc

S6: 081KH-PGD&DT ThanhXuan, ngay 30 thang 01 ndm 2019

KEBO~CB
Thuc hi~n cong tac van thtr, hru tru nam 2019

nganh GD&DT qu~n Thanh Xuan

Th\Ic hien KS hoach s6 801KH-UBND ngay 25/0112019 cua UBND quan
Thanh XU8.n vS cong tac van thu, hru trfr nganh nam 2019, phong Giao d\1Cva
Dao tao quan Thanh Xuan xay dung KS hoach thuc hien cong tac van thu, hru nam

2019 C\1thS nhu sau:
I.MVC ntca, YEU cAu
_Nhfun thong nhat chi <.40 va thirc hien nhiem vu cong tac van thu, hru tnr ~

tr?ng ?ganh giao due, tiep tuc dua cong tac van thu, hru trii di vao hoat d9ng cc ~'r'~ HON
nen nep, hieu qua, khoa hoc dung V01 quy trinh, nghiep vu. .g, ~AO 01

_Nang cao tinh thk trach nhiem cua can b9, cong chirc, vien chirc cac dan ~ VADAD'
" ~ve vi tri, vai tra, y ngrua, tam quan trQng cua cong tac van thu, lUll tm; th\Ic hi~n .~~_.

t6t vi~c bao qulin h6 sa, tcli li~u lUll trfr cua dan vi va ca nhan nhfun dap lIng vai
yeu c~u, nhi~m Vlf thea quy diM cua nha nuac vS cong tac van thu, lUlltm.

_ Cong mc ho~t d9ng van thu, lUll trfr cua cac dan vi phai dugc t6 chilc th\lC
hi~n thea dUng quy trinh, nghi~p Vlf do phap lu~t quy dinh, th6ng nh~t tir Phang
GD&DT dSn cac truOng tren dia ban.

_ Tang cUOng cong tac qulin lY·nha nuac vS van thu, lUll trfr va ho~t d9ng
nghi~p Vlf vS cong mc van thu, lUll trfr d6i vai nha truOng tren dia ban. Dua ho~t
d9ng van thu, lUlltrfr trong nha truOng tUng buac di vao nSn nep va th\Ic hi~n dUng

cac quy diM cua phap lu~t.
_Dam bao cho cac nba truOng hQCchu d9ng, tich C\ICtrong vi~c t6 chilc, th\lc

hi~n cac nhi~m Vlf van thu, lUll trfr thea quy diM·
_Xay d\Illg kS ho~ch va th\Ic hi~n dUng nhUng quy diM, nghi~p Vlf cua cong

tac van thu va cong mc lUll trir trong ph~ vi qulin ly cua nha truOng.
n. NQI DUNG CONG TAc vANTHU, LUU TRU
1.Qmin ly chi d~o cong tac van thu hm trfr
_Tang cUOngcong tac tuyen truySn, ph6 biSn phap lu~t vS van thu, lUll tm

nhfun nang cao nh~ thilc d6i vai can b9, cong chilc, vien chilc, nhan vien vS vai
tra, t~m quan trQng cua cong tac van thu, lUll trfr thong qua cac phuang ti~n thong
tin, cong tac t~p hu~, c6ng thong tin di~n tu cua Nganh GD&DT qu~ Thanh
Xuan va cac dan vi (Lu~t LUll tm; Nghi diM s6 01l2013/Nf)-CP ngay 03/0112013

1



cua Chinh phu quy dinh chi tiSt thi hanh mot s6 diSu cua Luat LUll trir; Chi thi s6
35/CT-TTg ngay 07/9/2017 cua Thu nrong Chinh phu vS tang cuong c6ng tac l~p
h6 sa va giao n9P h6 sa, tai lieu vao LUll trif co quan, LUll tm lich su; Chi thi s6
04/CT-UBND ngay 2110112016 cua Chu tich UBND thanh ph6 Ha N9i vS tang
ctrong c6ng tac van thu, hru trii tren dia ban thanh ph6 Ha N9i; Quyet dinh s6
70511QB-UBND ngay 22112/2016 cua UBND thanh ph6 Ha N9i phe duyet Quy
hoach nganh van thu, hru trfr thanh ph6 Ha N9i dSn nam 2020, tfun nhin dSn nam
2030, KS hoach s6 1911KH-UBND ngay 07/8/2017 cua UBND quan vS thuc hien
cac chi tieu quy hoach vS c6ng tac van thtr hru tnr dSn nam 2020 ...);

- Xay dung N9i quy, Quy chS quy diM vS quan ly c6ng tac h6 sa lUlltni cua
nganh.

- Quy dinh vi~c giao n9P h6 sa lUll trfr gifra phong GD&DT vai cac dan vi
truemg h<;>c;gifra phong GD&BT vm cac t6 chuc, ca nhan.

- HUOngd§n cac truemg h<;>cl~p h6 sa van thu, lUlltrfr m9t cach th6ng nh~t.
- C6ng tac VT-LT phong GD&BT thlJChi~n kiSm tra 100% cac nha truemg

m6i h<;>ckY.
- B6 tri du s6 luqng can b9 van thU, lUll trfr chuyen trach ho~c kiem nhi~m roy

theo d~c diSm tinh hinh tlrng nha truemg.
- Bfiy m~ Ung dung CNTT trong c6ng tac van thu, lUlltm.
- Cac truemg tren dia ban qu~ co tU lUll tm tai li~u dam bao theo quy dinh vS

c6ng tac lUlltm va bao quan tai li~u.
2. Cong tac nghi~p V1} van thu lUll trfr
Cac truemg triSn khai thlJc hi~n t6t cac n9i dung nghi~p V\l van thu nhu sau:
- Xay dlJllgN9i quy, Quy chS c6ng tac van thu, lUlltm.
- ThlJC hi~n nghiem ruc quy trinh so~ thao va ban hanh van ban, dam bao

dUng thb quySn, hinh thuc thS thuc va ley thu~t trinh bay van ban theo quy dinh
t~i th6ng tu 0112011/TT-BNV ngay 19/0112011 cua B9 N9i V\l.

- ThlJc hi~n vi~c quan ly van ban di, van ban dSn co s6 van ban di, van ban dSn.
- ThlJc hi~n quan ly con d~u t~i cac dan vi theo dUng quy dinh.
- B6 tri kho lUll tm, tU - gia tai li~u, phuang ti~n ch6ng chay, may hut bl,li,

hut b...dam bao cho vi~c bao quan cac h6 sa t~i nha truemg.
- ThlJc hi~n nghiem ruc c6ng tac kiSm ke, th6ng ke h6 sa, tai li~u cua dan

vi va chS d9 bao cao diM leY hang nam.
- C6ng tac 1lJ kiSm tra vS VT-LT thlJc hi~n m6i kYm9t Iftn.
_ Hoan thi~n h~ th6ng s6 sach, dfr li~u lUll tm tren may tinh dam bao khoa

h<;>c,thu~ ti~n trong khai thac va su dl,lngtai li~u.
_Th\Ic hi~n c6ng tac SUlltfun tai li~u, lUll trfr quy vS truySn th6ng, lich su xay

dlJllg va phat triSn cua dan vi·
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- Lap danh muc tai lieu hSt gia tri uS tieu huy thea quy dinh.
_Thuong xuyen kiSm tra va thuc hien viec bao tri, sua chua, trang bi moi c8.C

thiSt bi, phirong tien thiet ySu uS bao ve, bao quan an toan tai lieu hru trir.
IV. TO CmJC THVC HI~N
1. Phong Ghio due va Dao tao
_Xay dung kS hoach cong tac van thir hru trtr nam 2019 va trien khai huang

dfuJthuc hien u6i voi cac tnrong tren uta ban.
_ Chi dao nha tnrong trong cong tac irng dung CNTT va van thu hru tnr; sir

chua, cai tao phong kho hru tnr; trang thiet bi bao quan tai lieu.
_Tham rmru veriUBND quan vS b5 tri can bQ,vien chirc lam cong tac van thir

hru trfr tuy thea d~c diSm tinh hinh tUng nha truOng.
_Huang dfuJ,kiSm tra nha truOng tren dia ban th\IChi~n cong tac van thu lUll

trfr, phong GD&DT kiSm tra vi~c th\Ic thi~n cong tac van thu lUll trfr cua nha

truOng 2 Ibtnam.
2. Cac trU'img mAm DOD, ti~u hQc, THCS
- Xay dvng va triSn khai th\IChi~n kSh~hcOngtacvanthultrutrUnfun2019.
_Th\IChi~n nghiem tlic cac quy utnh, quy trinh vS quan ly van ban di, van ban"

,,,, ,""'~
den, lUll trfr ho so. Quan ly con dau co quan thea dUng quy dinb cua phap lu~t. B~"~~L

,..l ~

tri khu V\IClUlltruc va bflOquan tai li~u 6 vi tri dam bao an toan, phil hqp veri dieJIC 's
ki~n cua nha truOng. ·~O,f

_ Thuemg xuyen ph6 biSn cac van ban mm; quan tam dSn cong tic b6i du~ .~
nghi~pV\l va chSdQchinh sach cho vien chilc, nhan vien lam cong tic van tim lUlltrfr.

_ Diu tu trang thiSt bi phvc V\l VT-LT, Ung dvng CNTT trong cong tac van

thu, lUlltrfr.
- TiSn hanh t\I kiSm tra cong tac van thu lUlltrfr cua nha truOng.
_ Tham gia d§.y du cac chuang trinh t~p huk nghi~p V\l cua S6 GD&DT,

UBND qu~, phong GD&DT va co quan c~p tren.
Tren day la kS ho~ch th\IChi~n cong tiLcvan thu, lUlltrfr nam 2019 cua nganh

GD&DT Qu~ Thanh Xuan, dS nghi cac nha truOng nghiem tuc triSn khai th\Ic

hi~n./.

Nui nh(in :
- So' GD&DT CDSbao eao);
- UBND qU?n;
- Phong N9i V\l qu~n;
- Cae truOng f'v1N, TH, THCS hen dia bim qU?n;
- Luu VT.

Ph~mGia HUll
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