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Krong Nang, ngay OJthang B nam 2016

BA.OCA.O

Thuc hi~n ch~ dQ bao cao th8ng ke cong tac van thU', lU'u trfr nam 2015

ThlJC hien cong van s6 1494/SNV-CCVTLT ngay 16/12/2015 cua Sa N9i vu
tinh Dak Lak vS viec thirc hien che d9 bao cao thong ke cong tac van thu luu trtr va tai
lieu hru tnr nam 2015.

UBND huyen Krong Nang bao cao vS viec thuc hien chS d9 bao cao thong ke
cong tac van thir, hru trfr nam 2015 (thea 02 bidu mdu dinh kern).

Tren day la bao cao vS viec thuc hien chS d9 bao cao thong ke cong tac van thu,
luu trfr nam 2015./. ~
NO'; nh~n: 't!::::-- L-----
- Chi cue van thir, luu trir;
- Phong N9i vu;
- Luu VT.
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BAo cAo THONG KE TONG HQ'P CONG TAc VAN THUNAM 2015
(Kern thea baa cdo s6 J.!J IBe-UBND ngay (J4thang J nam 2016)

NQi dung bao cao DO'n vi sa luongtinh

Tang s8 cooquan, ta chirc thuQc di~n bao cao CO'quan, 27t6 clnrc

Tang s8 CO' quan, ta chirc bao cao CO'quan, 19t6 chirc

I. Van ban chi d~o va huong dftn nghi~p Vl} cong tac van tlnr
(tinh tir ngay 01101 d~n ngay 31112 nam bao cao)

- T6ng s6 quy che, quy trinh van thir Van ban
- T6ng s6 danh muc he, sa Van ban
II. Ta chirc, nhan Sl! lam cong tac van thu (tinh d~n ngay 31112
nam bao cao)
1. TJ chftc van thte
a) T6 chuc win thu a9c ldp
- T6ng s6 phong van thir Phong
- T6ng s6 t6 van thir T6
- T6ng s6 b9 phan van thir B9 phan
b) T6 chuc win thu kiem nhiem
- T6ng s6 phong van thir -luu trft Phong
- T6ng s6 t6 van thir -luu trtr T6
- T6ng s6 b9 phan van thu -luu tnt B9 phan 19
- T6ng s6 t6 chirc van thir kiem nhiem khac T6 chirc
2. Nhiin Sif lam ctmg ttic van thu'
- T6ng s6: Ngiroi 19
Trong do: Nu Nguoi 19
- Kiem nhiem cac cong tac khac Nguoi
a) Trinh a9 chuyen mon, nghiep v¥
- Tren dai h9C chuyen nganh van thir, hru tru Nguoi
- Tren dai h9C chuyen nganh khac Nguoi
- Dai h9C chuyen nganh van thir, hru trtr Nguoi 1
- Dai h9C chuyen nganh khac

..•
Nguoi 4

- Cao d~ng chuyen nganh van thir, hru tnt Nguoi 4
- Cao d~ng chuyen nganh khac Nguai 3
- Trung c~p chuyen nganh van thir, hru trfr Nguai 5
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- Trung d.p chuyen nganh khac Nguoi 2
- Sa cfip (tap huan ng~n han) Nguoi

b) Ngach cong chuc, vien chuc, chuc danh nghJ nghiep win thu

- Chuyen vien cao cfip van thu Nguoi
- Chuyen vien chinh van thir Nguoi
- Chuyen vien van thir Nguoi
- Can sir van thtr Nguoi
- Nhan vien van thir Nguoi
-Khac Nguoi
c) Dr} tuoi
- Til 30 tro xuong Nguoi 11
- Til 31 d~n 40 Nguoi 7
- Til 41 d~n 50 Nguai 2
- Til 51 d~n 60 Nguoi
III. Van ban di, van ban d~n (tinh tir ngay 01101 d~n ngay 31112
nam bao cao)
- T6ng sf>van ban di Van ban 11.340
Trang do: + Van ban quy pham phap luat Van ban 140

+ Van ban dien tir Van ban 11.200
- T6ng sf>van ban d~n Van ban 55.240
Trang aD: Van ban dien tir Van ban 50.430

IV. HB SO' (tinh tir ngay 01101 d~n ngay 31112 nam bao cao)

- T6ng sf>h6 sa phai l~p trong nam H6sa 1613
Trang do: H6 sa tid lieu dien tir H6sa
- T6ng sf>h6 sa dff l~p trong nam H6sa 1613
Trang aD: H6 sa Utilieu dien tu H6 so
V. Trang thi~t b] dung cho van thu (tinh d~n ngay 31112 narn
bao cao)
- May vi tinh Chiec 19
- May in Chi~c 19
- May quet (scanner) Chi~c 19
- May sao chup (photocopy) Chiec 19
= May FAX Chi~c
- May huy Uti lieu Chi€c
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BA.O CA.O THONG KE TONG HOP
CONG TA.C LUU TRuvA TAl LIEU LUU TRUNAM 2015

(Kern thea baa cdo s6 ,eg IBC-UBND ngay (Jlthang J nam 2016)

NQi dung bao cao DO'n vi tinh
s6

IU'Q'ng
I. Van ban chi d~o va hurmg din nghiep VI} cdng tac IU'u
trfr (tinh d~n ngay 31/12 nam bao cao)
- Quy che, quy trinh nghiep vu hru trit Van ban
- Quy ch~ khai thac, su dung tai li¢u hru tnr Van ban
- Noi quy ra vao kho hru trtr Van ban
- Bang thai han bao quan Van ban
II. Ta clnrc, nhan sl}' lam cong tac IU'u trfr (tinh d~n ngay
31/12 nam bao cao)
1. TiJchtcc luu trif
- Trung tam hru trlr, kho hru tnt hoac tuong duong Trung tam
- Phong hru trft Phong 1
- To hru tnr T6
- B<) phan hru trfr Be> phan
2. Nhiin s¥ film cong tdc luu trif
- T6ng s6: Nguoi
Trang do: Nfr NgU<Ji
- Kiem nhiem cong tac khac Ngiroi
a) Trinh at) chuyen man, nghiep v¥
- Tren dai hoc chuyen nganh van thir, hru tnr Nguoi
- Tren dai hoc chuyen nganh khac Nguai
- Dai h9C chuyen nganh van thu, hru tnt Nguoi 1
- Dai h9C chuyen nganh khac Nguoi
- Cao ding chuyen nganh van thu, hru tru Nguoi
- Cao ding chuyen nganh khac Nguoi
- Trung d.p chuyen nganh van thir, hru tru Nguoi
- Trung d.p chuyen nganh khac Nguai
- sa cftp (t~p huan ngan han) Nguoi

b) Ngach cong chiec, vien chuc, chuc danh nghd nghiep luu trii

- Liru tnr vien cao cftp Nguoi
- Luu trfr vien chinh Ngiroi
- Liru tnt vien Nguoi
- Liru trfr vien trung cftp Nguoi
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- Kg thuat vien 1uu tnt Nguoi
c) t» fu6i
- Til 30 tro xuong Nguoi 1
- Til 31 d~n 40 Nguoi
- Til 41 d~n 50 Nguoi
- Til 51 d~n 60 Nguoi

III. Tai li~u hru trfr (tinh d~n ngay 31/12 nam bao cao)

1. Tai li~u giDy
- T6ng s6 phong/suu t~p 1uu trfr Phong/suu t~p 19
Trang do: Phong/suu t~p dffchinh 1yhoan chinh Phong/suu t~p 4
- T6ng s6 met gia tai lieu Met 138

Trang do: + Bff chinh 1yholm chinh HE>sa/dan vi 2580bao quan
+ Quy ra met gia tai lieu Met 138

2. Til; li~u khoa hoc, kj thufjt
- T6ng s6 cong trinh/ d€ Uti . Cong trinh/ d€ tai
Trang do: Cong trinh/d€ tai dffchinh 1yhoan chinh Cong trinh/d€ tai
- T6ng s6 met gia tai lieu Met

Trang do: + Bff chinh ly hoan chinh HE>sa/dan vi
bao quan

+ Quy ra met gia Met
3. Til; /ifU chuyen miin
- T6ng s6 met gia tai lieu Met

Trang do: + Bff chinh 1yhoan chinh H6 sa/dan vi
bao quan

+ Quy ra met gia Met
4. Tai li~u cd nhiin, gia dinh, dongh(J
- T6ng s6 phong /suu t~p tai lieu luu tnt Phong/siru t~p
Trang do: Phong/siru t~p dffchinh ly hoan chinh Phong/suu t~p
- T6ng s6 met gia tai lieu Met

Trang do: + Bff chinh ly hoan chinh H6 sa/dan vi
bao quan

+ Quy ra met gia Met
5. Tai li~u nghenhin
a) T6ng s6 tai lieu ghi hinh
- B9 phim/doan phim Bo/doan
- Cuon phim CU9n
- CU9n bang Video CU9n
- Bta Bta
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- Quy ra gio chien Gia
Trang do: £>athong ke bien muc Gia
b) T6ng s6 tai lieu ghi am
- CU9n bang (g6c hoac sao thay g6c) CU9n
- £>Ia £>Ia
- Quy ra gio nghe Gia
Trang do: £>athong ke bien muc Gia
c) T6ng s6 tai lieu anh
- Phim am ban (g6c hoac sao thay goc) Chiec
Trang do: £>athong ke bien muc Chiec
- Anh (goc hoac sao thay goc) Chiec
Trang do: £>athong ke bien muc Chiec
d) T6ng s6 tai lieu ban d6
- Ban d6 Bfmd6
Trang do: £>athong ke bien muc Bimd6
6. Tal Ii?u ili?n tir
- T6ng s6 h6 so tai lieu dien til H6 sO'/MB
Trang do: £>atao l~p co sa dfr lieu H6 sO'/MB
IV. Thu th~p va loai huy tal li~u
1. Tal Ii?u giiiy
- T6ng s6 met gia tai lieu luu trfr da thu th~p (tinh ur ngay Met01/0 1 d~n ngay 31/ 12 nam bao cao)
- T6ng s6 met gia tai lieu luu tnr da den thai han thu th~p Met 5nhung chua thu thap (tinh den ngay 31/12 narn bao cao)
- T6ng s6 met gia tai lieu da huy (tinh tu ngay 01/01 den ngay Met 11.931/12 nam bao cao)
2. Tal Ii?u nghe, nhin
a) T6ng s6 tai lieu nghe nhin da thu thdp (tinh tir ngay 01101
din ngay 31112 ndm baa cao)
- CU9n phim CU9n
- CU9n bang Video CU9n
- CU9n bang ghi am CU9n
- Dia ghi hinh £>Ia
- Dia ghi am £>Ia
- Phim am ban Chi~c
-Anh ChiSc
- Ban d6 Band6

b) r6ng s6 tai lieu nghe nhin da din thai han thu thdp nhung
chua thu thdp (tinh din ngay 31112 ndm baa cao)
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- Cuon phim Cuon
- Cuon bang Video Cuon
- Cuon bang ghi am Cuon
- BTa ghi hinh BTa
- BTa ghi am BTa
- Phim am ban Chiec
-Anh Chi€c
- Ban d6 Ban d6
c) T6ng s6 tai lieu nghe nhin da huy (tinh tit ngay 01101 din
ngay 31112 ndm baa cao)
- Cuon phim Cu<)n
- Cuon bang Video Cuon
- Cuon bang ghi am Cuon
- BTa ghi hinh BTa
- BTa ghi am BTa
- Phim am ban Chi€c
-Anh Chi€c
- Ban d6 Bimd6
3. Tai lifu tlifn tir
- T6ng sf>h6 sa tai lieu dien tir dil thu thap (tinh til ngay 01101

H6 sa/MBd€n ngay 31/12 nam bao cao)
Trang do: Bil tao l~p Co' sa dfr lieu H6 salMB
- T6ng sf>h6 So' tai lieu dicn tir dil d€n thai han thu thap nhung H6 sa/MBchua thu thap (tinh d€n ngay 31112 nam bao cao)
Trang do: Bil tao l~p Co' sa dfr lieu H6 sa/MB
- T6ng sf>h6 So' tai lieu dien tu dil huy (tinh til ngay 01/01 d€n

H6 salMBngay 31112 nam bao cao)
Trang do: Bil tao l~p Co' sa dfr lieu H6 sa/MB
V. TB chtrc Stf dung tai li~u hru trfr
1. Ta cluec sir dung tai lifu luu trif t{liphong tlrc (tinh tit
ngay 01101 tlin ngay 31112 niim bdo cdo)
- T6ng so hrot ngiroi khai thac sir dung tai lieu Luot nguoi 102
a) T6ng s6 tai lieu dua ra phuc v¥ khai thac sir dung

- H6 sa/dan vi bao quan
H6 sa/dan vi

bao quan
- Tai lieu Taili~u 102
-Anh Anh
- Ghi am, ghi hinh Gia

b) T6ng s6 tai lieu duoc sao chup, cdp chung thuc luu trii
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- Tai lieu duoc sao chup Tai li~u/ trang 92
- Tai lieu duoc dip chirng thuc luu tnf Tai li~u/ trang
- T6ng s6 yeu cfru cua d9C gia Yeu cfru 102
Trang do: Yeu cfru cua d9c gia duoc tra loi Yeu cfru 102

2. Cimg ba, trung bay, triin lam, xuOt ban pham tai /ifu luu
trii: (tinh tk ngay 01101 din ngay 31112 nom bdo ctio)

- T6ng s6 bai cong b6, gioi thieu Bai vi~t
- T6ng s6lfrn trung bay, trien Him Lfrn
- T6ng s6 Anpham xuat ban An pham

3. Cong C{l tra cuu (tinh din ngay 31112 nom bdo cdo)

- T6ng s6 phong/suu t~p luu tru co muc luc he, sa Phong/suu t~p 4
- T6ng s6 cong trinh/de tai co muc luc he, sa Cong trinh/de tai
- T6ng s6 gio tai li~u nghe nhin co thong ke bien muc Gia
- T6ng s6 phim am ban co thong ke bien muc Chi~c
- T6ng s6 anh co thong ke bien muc Chi~c
- T6ng s6 muc luc chuyen de M\lcl\lc
- T6ng s6 sach chi dfrn phong luu trtr Sach
- The tra tim Phieu
VI. Nghien ciru khoa hoc v~ cong tac van thu, hru trfr (tinh
tir ngay 01101d~n ngay 31112nam bao cao)
- T6ng s6 chuang trinh, de tai nghien ciru khoa hoc da nghiem Chuang trinh/de
thu tai

Trang do: + cAp Nha mroc Chuang trinh/de
tai

+ cAp Bo/nganh Chuang trinh/ de
tai

+ Cap Co' sa Chuang trinh/de
tai

- T6ng s6 chuang trinh, de tai nghien ciru khoa hoc dua vao Chuang trinh/de
trng dung tai

Trang do: + cAp Nha mroc Chuang trinh/ de
tai

+ Cap Bo/nganh Chuang trinh/de
tai

+ cAp Co' sa Chuang trinh/de
tai

VII. Kho hru trfr, trang thi~t b] dung cho hru trfr (tinh d~n
ngay 31112nam bao cao)

5



..,.

1. Kho [IIU trir
- Dien tich kho hru tnt chuyen dung m2 30

Trang do: + Dien tich kho hru tru chuyen dung da sir dung d€
m2

bao quan tai lieu
+ Dien 'tich kho hru trtr chuyen dung chua sir dung

m2

d€ bao quan tai lieu

- Dien tich kho hru tru khong chuyen dung m2

- Dien tich kho tam m2

2. Trang thiit hi dung cho [IIU trir
- Chi€u dai gia/tu bao quan tai lieu Met 7,8
Trang do: + Gia c6 dinh Met 7,8

+ Gia di d(>ng Met
- Camera quan sat Chi~c
- H~ thong chong d(>t nhap H~ thong
- H~ thong bao chay, chua chay tv d(>ng H~ thong
- Binh chua chay khi, bot, ... Chi~c
- H~ thong di€u hoa nhiet d(>trung Him H~ thong
- May di€u hoa nhiet d(> Chiec
- May hut Am Chi~c
- Dung cu do nhiet d(>, d(>Am Chiec
- Thi~t bi thong gi6 Chiec
- May khir trung tai lieu bang phirong phap dong lanh hoac hut Chi~c
chan khong, ...
- May klnr axit Chi~c
- H~ thong thiet bi tu b6, phuc ch~ tai lieu H~ thong
- H~ thong thiet bi l~p ban sao bao hiem microfilm H~ thong
- Mang dien rong H~ thong
- Mang n(>i b(> H~ thong
- May chu Chi~c
- May tinh ca nhan Chi~c 1
- May quet (scanner) Chi~c 1
- May sao chup Chi~c 1
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UB~rn TiNH f)AK LAK
SaNDI vu

sf>: ,1Lt-9 4- ISNV -CCVTLT

CONG HOA X,_~HOI CHU NGHIA VIET NAM
Doc lap - Tu' do - Hanh phuc

D6k L6k, ngayAh thang 12 ndm 2015

VIv thuc hien che dQ bao cao thong ke
c6ng tac van thu, hru tru va tai lieu

:---~.-~l~?~~i~:;:;;l®tru nam 2015~·plli.)l>~t~~·J.. ~ '-'/ -II.. .. -: J , •

\ C{»S'(; vAN LU~;/';: Kinh giri: UBND cac huyen, thi xa, thanh ph6
I 'i~"l~ ¥,~\J)'l.J.I.Ill./,.~ ..,1..~i·~.:.:~!~~f~:~:.~.:_':_:._'.:>..

Thuc hien chS d9 bao cao dinh ky v~ cong tac van thu, luu trii va tai lieu luu
trir theo Thong tu 09/2013/TT-BNV ngay 31110/2013 cua B9 N9i vu v~ quy dinh
chS d9 bao cao thong ke cong tac van thu, luu trfr va tai lieu hru tnr; Sa N9i vu d~
nghi UBND cac huyen, thi xa, thanh pho chi dao Phong N9i vu t& chirc tri~n khai
thirc hien bao cao thong ke cong tac van thu, luu trll va tai lieu luu trtr nam 2015
nhu sau:

1. Sao giri bieu m~u 0 lICS va Bi~u m~u 02/CS dSn cac xa, phuong, thi tran
va cac ca quan, t& chirc tren dia ban thuoc nguon n9P hru tai lieu vao Luu trir lich
sir tinh theo Muc B cua Quyet dinh s6 1944/QD-UBND ngay 27/712015 cua
UBND tinh v~ viec ban hanh Danh muc cac ca quan, t&chirc thuoc nguon n9P hru
tai lieu vao Luu tnr lich sir tinh D~ L~k.

2. Huang d~ cac ca quan t& chirc thong ke d~y du, chinh xac vao cac bi§u
m~u giri vS Phong N9i vu huyen, thi xa, thanh ph6 va tong h9'P vao Bi~u m~u
OllTH, Bi~u m~u 02/TH.

~ Cac bieu m~u tren kern thea Thong tu s6 09/2013/TT-BNV ngay 31/10/2013
cua B9 N9i vu vS quy dinh chS d9 bao cao thong ke cong tac van thu, luu tnr va tai
lieu hru trft (c1Jnghi co quan, t6 chtrc truy cdp tren mangIntemety.

3. Thai han giri bao cao v~ Sa N9i vu (qua Chi. C\lC Van thir - Liru tnr, s6 54
Mac Thi Buoi, TP Buon Ma Thuot) tnroc ngay 30101/2016 (gui kern thea cac bao
cao thong ke co sa theo Bi~u m~u 0 1/CS, Bi~u m~u 02/CS cua cac ca quan, t&
chirc true thuoc),

Bao cao thong ke dUQ'Cgiri duoi 02 hinh thirc: Qui bang van ban gi~y va
van ban dien nr dinh dang bang tinh Excel qua thu dien tir dSn email:
haivt@noivu.daklak.gov.vn.

Trong qua trinh trien khai neu co vuong mac d~ nghi lien h~ Chi C\lC Van thu-
Luu tnr Sa N9i vu qua s6 dien thoai: 05003 .844526 d~ diroc huang d~.

D~ nghi UBND cac huyen, thi xa, thanh ph6 chi dao thuc hien cong tac
thong ke van thir, luu trir va tai lieu luu trfr theo quy dinh.z..J:k----.
NO'i nhiin:
- Nhu tren;
- Phong Noi vu huyen, TX, TP;
- Giam a6c, PGD So' Noi vu (d/c Kfnh);
- Luu: VT, CCVTL T.

mailto:haivt@noivu.daklak.gov.vn.

