
UBND THANH PHO THU DAU MOT LONG HOA XA HOI CHU NGHIA VITT NAM 
PHONG GIAO KC VA DAO TAO 

So: A50 /PGDDT-TCCB 	Thu Dau MOt, ngay 	thang 11 nam 2021 

V/v thgc hien cac quy dinh ve cong tac van 
thu, luu tru cua nganh Giao duc va Dao tao 

Kinh 
- Cac truong main non, mL gido; 
- Chit cac co so gido dvc mam non ngodi cong lap; 

.;, - Cac truang tieu h9c; 
- Cac Trueng Trung h9c co so; 

Can cir Nghi dinh so 30/2020/ND-CP ngdy 05/3/2020 cua Chinh phu ve cong 
tac van thu; 

Can cu Thong to so 27/2016/TT-BGDDT ngay 30/12/2016 cda BO Gido dvc 
va Dao tao quy dinh tiled hail bao quail tai lieu chuyen mon nghiep vu cua nganh 
gido dvc; 

Can cur Cong van se; 1475/UBND-NC ngdy 31/3/2020 dm Uy ban nhan dan 
tinh Binh Ducmg ve viec trien khai thtrc hien Nghi dinh so 30/2020/ND-CP cua 
Chinh phu ve cong tac van thu; 

Can cur COng van so 642/SNV-VTLT, ngay 18/5/2020 dm Sae NOi vv tinh Binh 
Duong ve viec huong clan thgc hien Nghi dinh so 30/2020/ND-CP cua Chinh phu ve 
cong tac van thu; 

Can cur COng van so 968/SGDDT-VP ngay 18/6/2020 cila Si Gido dvc va 
Dao tao huong dan thuc hien Nghi dinh so 30/2020/ND-CP cda Chinh phu ve cong 
tac van thu; 

Can cur COng van se; 1825/SGDDT-VP ngdy 20/10/2020 dm So Gido dvc va 
Dao tao ve viec thgc hien cac quy dinh ve cong tac van this, luu tat. 

Phong Gido dvc va Dap tao (GDDT) yeu cau Hieu truang cac truOng h9c, chit 
cac co sa gido dvc main non ngodi cong lap trgc thuc (g9i tat la cac don vi) -dux 
hien nghiem cac quy dinh ve cong tac van thu, km tat cua nganh Gido dvc va Dao 
tao, cu the nhu sau: 

1. TO chirc trien khai thuc hien Nghi dinh so 30/2020/ND-CP cua Chinh phu 
va Cong van so 968/SGDDT-VP cda Sa GDDT den toan the cong chirc, vien chirc, 
nhan vien tai don vi. Trong do dac biet luu y den cac quy dinh ve the thirc, k'S'T thuat 
trinh bay va can cur ban hanh van ban va thgc hien day du cac not dung theo huong 
dan tai Cong van so 1825/SGDDT-VP cua So.  GDDT. 

2. Sir dung van ban dien to girl, nhan khong gui kern van ban giay theo Danh 
mvc quy dinh dugc ban hanh kern Cong van so 772/SGDDT-VP, ngdy 21/5/2020 
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dm See GDDT. Viec sir dung cac van ban dien tir giri, nhan khong giri kern van ban 
giay phai darn bao nguyen tac va yeu cau gixi, nhan van ban dien tir theo quy dinh tai 
Dieu 5, Dieu 6 cila Quyat dinh so 28/2018/QD-TTg ngdy 12/7/2018 dm Thu tuerng 
Chinh 

3. TO chirc xay dung, sira dOi hoac b6 sung Quy the cong tac van thu, ltru trir 
de lam can dr thgc hien thong nhat tai don vi. To chirc thgc hien guar' VT van ban di, 
den va quan ly luu trir tren he thong theo &mg quy dinh. 

Quan tam thuc hien van ban tai don vi khi phat hanh phai tlwc hien &mg the 
tithe van ban theo quy dinh cua Nghi dinh so 30/2020/ND-CP cita Chinh phu va phai 
dixgc lay se; van ban di, ngay ban hanh van ban ter van thu (thOng nhat mot he thOng 
s6 theo nam throng lich, bat dau ter so 01 ngdy 01 thong 01 va ket di& vao ngay 31 
thong 12 hang nam) 

4. Thueyng xuyen kiem tra, hugng dan ve cong tac van thu, luu tar cho cong 
chic, vien chirc, nhan vien thuOc don vi, dlac biet la cong chtrc, vien chtrc, nhan vien 
phu trach van thu nham phat huy vai tro cira cong tac van thu, luu trit trong hoat dOng 
dm don vi, nang cao chat lugng quan ly tai lieu, ho so cong viec. 

5. Kiem tra theYi Ilan sir dung con dau tai don vi, kip thoi d6i clan theo dung 
quy dinh tai Nghi dinh so 99/2016/ND-CP, ngay 01/7/2016 cila Chinh phu ve quan 
ly va sir dung con dau. 

Phong GDDT yeu cau Hieu truong cac truemg hoc va Chu cac co so gido chic 
trgc thuOc trien khai dux hien nghiem tire not dung Cong van./. 

No'i nhan: 
- Nhtr tren; 
- Lanh ciao Ph6ng GDDT; 
- Cac chuyen vien PhOng GDDT; 
- Website Phong GDDT; 
- Luu: VT, TCCB. 
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