UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM

XA XUAN GIANG Poc 1ap — Tw do — Hanh phuc
S6: 08/QD-UBND Xuan Giang, ngay 06 thang 9 nam 2024
QUYET PINH

Ban hanh Danh muc thanh phan hd s, tai liéu
cua UBND X& Xuan Giang nam 2024

UY BAN NHAN DAN XA XUAN GIANG

Can cit Ludt Té chic chinh quyén dia phwong ngay 19/6/2015; Ludt sita doi,
bé sung mét sé dieu cua Ludt Té chize chinh pha va Ludt Té chire chinh quyén dia
phwong ngay 22/11/2019;

Can cw Ludt Luu trit ngay 11/11/2011,;

Can cit Nghi dinh s6 01/2013/NP-CP ngay 03/01/2013 ciia Chinh phii quy dinh
chi tiét thi hanh mot sé diéu ciia Ludt Luu triy;

Can cir Théng tw s6 09/2011/TT-BNV ngay 03/6/2011 ciia Bé Néi vu quy dinh
vé thoi han bao qudn hé so, tdi liéu hinh thanh phé bién trong hoat déng ciia cdc co
quan, 16 chirc;

Can cir Théng tw s6 07/2012/TT-BNV ngay 22/11/2012 ciia Bé Néi vu Hudng
dan quan Iy vén ban, Idp hé so va ndp luu ho so, tdi liéu vao Luu trit co quan;

Can cir Nghi dinh s6 30/2020/ND-CP ngay 05/3/2020 ciia Chinh phii vé c¢ong
tac van thu;

Can cur vao chirc nang, nhiém vu cua cdc cong chuc thuoc UBND xa;

Theo dé nghi ciia Céng chirc Vin phong — Thong ké Xa.

QUYET PINH:

Piéu 1. Ban hanh kém theo Quyét dinh ndy Danh muc thanh phan hd so, tai
liéu cuia UBND Xa Xuén Giang nam 2024.

Piéu 2. Giao cong chirc Van phong - Thong ké kiém tra dén dbc cac can bo,
cong chirc thuc hién viéc thu thap, phan loai va giao nop day du ho so, tai li¢u vao
kho Luu trir xa theo quy dinh.

Trong qué trinh thyc hién néu c6 phat sinh nhimg ho so khong c6 trong Danh
muc can bd, cong chirc cé thé dé nghi stra do1, bo sung Danh muc hé so cho phu hop
v6i tinh hinh thyuc t€ cong viéc chuyén mon.

Picu 3. Quyét dinh ndy c6 hiéu luc ké tir ngdy ban hanh. Cong chiic Vian
phong UBND; cac cong chirc lién quan va cac ca nhan cé tén trong Danh muc cén
ctr Quyét dinh thi hanh./.

Noi nhdn :

- UBND huy¢én;

- TT Pang- HBDND-UBND x§;
- Nhu Piéu 3;

- Can b9, cong chirc x4;

- Luu: VT.




CONG HOA XA HQI CHU NGHIiA VIET NAM
Poc 1ap - Tw do - Hanh phuc

~ DANHMUC
, TAI LIEU LUU TRU XA XUAN GIANG NAM 2024

S6, ky hiéu 3 Thoi han 3 i
IR Tiéu dé ho so \ : Nguoi lap ho so Ghi
ho so bdo quin : chu

_(1) ) ®) 4) (©)
I. Ho so cia HDND xa
01/VP.HPND|H$ so Vin bén di ciia HDND nim 2024 70 nam | ©On& chuc Van phong =g, (g
Thong ké
Vin ban, tai lidu cac cudce tiép xtic cir tri voi - Cong chtrc Van phong — ,
02/VP-HOND 4 ; pidu HDND céc cip nam 2024 20 nam Théng ké D/e Khd
03/VP.HPND|H? so céc ky hop HDND 70 nam | COng chtc Van phong = |, oy
Thong ké
04/VP.HDND HO so cong tac giam sat cia HDND ndm 20 nim Cong chucA Vian Phong ~ B/c Kha
2024 Thong ké
05/VP.HDND|Nghi quyét ciia HDND xi nam 2024 70 nam | COM8 ‘*}‘;‘;X;ﬁ éphong ~ |b/c Kha
06/VP.HDND|Vin ban, hb so khac 20 nam | €Ong chuc Van phong =gy g
Thong ké
I1. HO so ciha UBND x4 linh vue Vin phong
1. HO so vé cong tac hanh chinh, Vin thu — Luu triv
0U/VP- | H? 59 k;e hoach, ],Dao a0 cong tac nam 70 MM 1 C5ng chire Van phong — .
- HO so ké hoach, b&o cédo hang thang, quy, 6 | 10 nam £ A D/c Kha
UBND , , Thong ké
thang, 9 thang
02/VP—- s 9 70 nam | Cong chitc Van phong — .
UBND To trinh ndm 2024 Théng ké b/c Kha
03/VP- £, s - 70 nam | Cong chitc Van phong — ,
UBND Quyét dinh nam 2024 Théng ké D/c Kha
04/VP- R e 70 nam | Cong chitc Van phong — ,
UBND Cong van di nam 2024 Théng ké D/c Kha
05/VP- R . 70 nam | Cong chitc Van phong — ,
UBND Thong bao nam 2024 Théng ké D/c Kha
06/VP- s 1. Lo 8 Cong chuc Van phong — .
UBND Céc van ban khac nam 2024 20 nam Théng ké b/c Kha

2. Tai liéu vé

cdng tac Thong ké




- B4o c4o thong ké dai han, hang nim

P - Be,io 02:10 thg:)ng ké quyw, 6 tlxlémg, 9 thang ;8 EZ$ Cong chirc Van phong — | Bfc
- Bdo cao d@u tra co ban: tong h()’p. , a Théng ké cong
- B4o cédo diéu tra co ban: co so, phiéu 70 nam
diéu tra 10 nam
02/VP-TK  [Céc van ban, hd so khac nam 2024 20 ngm | COng chuc Van phong —| - Dic
Thong ké Cong
3. Tai liéu vé cong tac N§i vu va Thi dua, khen thuéng
Cong chirc Van phong — bre
01/VP-NV [Ho so vé cdng tac quan ly can bg, cong chiic | 70 nam & X PRONE = Chién
Thong ké
Cong chirc Van phong — | D1
02/VP-NV  |Hb so giai quyét ché do chinh sach 20 ngm | ~ONE CIUE Van PRONE T cpign
Thong ké
3 e chiie Van ohe bic
03/VP-NV |H3 so Hoi nghi CBCC niim 2024 70 ndm | Cong chirc Van phong — | chién
Thong ké
p Cong chuc Van phong — bre
04/VP-NV  Ho so ky luat, ky cuong cong vu 2024 20 nam Théng ké Chien
A A A A A I A A A i - \ D/(r:
05/\/P-NV Ho so d}eu (?Qng: Iugn ChU),/en, thoi viéc nang 40 ndm Cong chucAVan Phong — | Chién
luong cua can bo, cbng chac Thong ké
Céng chire Van phé bie
06/VP-NV  |Hd so Thi dua - Khen thuéng 20 nam | ~ONE CNC Van PAONE = chidn
Thong ké
Cong chitc Van phe Dre
07/VP-NV  (Céc vin ban, hd so khac 20 nam | ~ONECTE VAL PAORE T Chien
Thong ké
4. Tai ligu vé cai cach hanh chinh
. . blc
i Quyeét dinh, ké hoach, bdo c4o cong tac < Cong chirc Van phong — £
OLVP-CCHC - i ciia UBND xa nam 2024 70 nam Théng ké Chien
Quyét Qinh, ké hoach, bao cdo cong tac ra Cone chitc Vin phone — D/g
02/VP-CCHClsodt, kiém soat TTHC cita UBND xi nim 70 nam |~ N8 CTE VAL PAONE T chién
Thong ké
2024
Ho so ap dung Hé thong QLCL theo tiéu . vse e | Dle
03/VP-CCHC chuan Viét Nam 1SO 9001:2015 vao hoat 20 nm | COng chifc Van phong = | opie
A ) Thong ké
dong ciia UBND
04/VP-CCHC|H 5o t kiém tra CCHC ndm 2024 20 nam | COng chic Van phong —| - B
Thong ké Chién
‘ Cong chitc Vin phong — | D/
05/VP-CCHC|Céc vin ban, hé so khac 20 nim geave VAl PRONE ™1 chién
Thong ké

5. Tai liéu thanh tra va giai quyét khiéu nai t6 céo




Cong chuc Van phong —

01/VP-TT [H) so ké khai tai san nim 2024 40 ndm f A b/c Kha
Thong ké
Bao c4o cong tac tiép cong dan va giai
quyét khi€u nai, to cao: A s Lo
02/VP-TT |- Quy 5nam | ©On Clﬁ%ggighong B/c Khi
- 6 thang, 9 thang 10 nam
- Hang nam 70 nam
Ho so giai quyét cac vu viéc khiéu nai, t6
03/VP-TT Cao: B B 70 nim Cong chucAVan Phong ~ B/e Kha
- Vu viéc nghi€ém trong g Thong ké
o ; 20 nam
- Vu viéc khac
04/VP-TT |Céc van ban, hd so khic 20 nam | CONE chic, Van phong =y,
Thong ké
I11. Tai liéu Tai chinh- ké toan
OL/TC-KT |Hb so cong khai Tai chinh - Ngan sach 20 ngm | COng chirc Taichinh — | D/c
K¢ toan Loan
0TCKT Ho so tai liéu, quan 1y nha nudc vé dau tu 70 ndm | Cong chuc Tai chinh— | D/c
XDCB K¢ toan Loan
. Cong chue Tai chinh — Bl
03/TC-KT |Ho so tai liéu, quan ly ngan sach xa 70 nam K¢ toaN Loan
04/TC-KT HAo so tai liéu, quan 1y nha nudc vé tal san 70 nim Cong chuf Te}l chinh — b/c
cong Keé toan Loan
05/TC-KT  (Céc viin ban, hd so khac 20 nam | ©Ong chug Taichinh = - bre
K¢ toan Loan
IV. Tailiéu vé cong tac Pia chinh — Nong nghiép — X4y dung NTM — Méi truong
1. Tai liéu vé Pat dai, Mdi truong
OLDCMT  |H so gii quyét don th, tranh chép dit dai | 70 nam | CO& Chuc Diachinh— Bie
Moi truong Dung
A (A X < -+ _.x_| Congchuc Diachinh— | D/c
02/BCMT [HO so xét cap giay CNQSDD nam 2024 Vinh vien Moi truong Dung
03/DCMT  |Hb so dét cong Vinh vign | ©0ng chuc bia chinh — | bic
Moi truong Dung




04/DCMT  |Hb so v& cong tic Mdi truong 20 nam | COng chuc Dia chinh -1 Dic
Moi truong Dung
05/DCMT  |Hb so lién quan khéc 5pgm | COngchic Diachinh— ) bic
Moi truong Dung
2. Tai liéu vé Nong nghiép
A A Ao “ Cong chuc Dia chinh— | D/c
01/BCNN [Ho so nong nghi¢p nam 2024 20 nam Nong nghiép — XD NTM |Phurong
Hb so vé chian nudi ndim 2024 . Cong chirc Pia chinh— | DB/c
02/BCNN 5 nam Nong nghiép — XD NTM |Phuong
U A o Cong chuc Dia chinh— | D/c
03/BDCNN [H6 so linh vuc trong trot 5 nam Nong nghiép — XD NTM |Phurong
A \ < < Cong chuc Dia chinh— | D/c
04/DCNN [H6 so PCTT va TKCN nam 2024 10 nam Nong nghiép — XD NTM |Phurong
A ) R e« - Cong chuc Dia chinh— | D/c
05/DCNN  [HO so linh vyc giao thdng-thuy loi nam 2024 | 10 nam Néng nghiép — XD NTM | Phuong
. 1A T < Cong chuc Dia chinh— | D/c
06/DCNN |Céc ho so khac lién quan 5 nam Nong nghiép — XD NTM | Phurong
3. Tai ligu vé Nong thon méi
A A A LA < Cong chirc Dia chinh— | DB/c
01/BCXD [HO so vé cong tac xdy dung NTM 70 nam Nong nghiép — XD NTM | Phuong
V. Tai ligu vé cong tac Tw phap — Ho tich
OLTPHT |Xay dung ké hoach, bdo céo nam 2024 20 nam | COng chuc UTC‘; phap —HO |5y, Maj
02. TPHT Ho6 so theo doi thi hanh phap luat, theo doi xr| 70 nam |Cong chic Tu phap — H B/c Mai

ly vi pham hanh chinh

tich




Ho so kiém tra, ra soat xir Iy va hé théng hda

Cong chuc Tu phap — HO

03.TPHT viin ban Quy pham phép luat 20 nam fich b/c Mai
04.TPHT II?é@;ﬂsg gél;lén tiép can phap luat trén dia ban xa 20 nim Cong Ch&ct’il}]; phap — HO B/c Mai
05.TPHT |H® so hod gidi theo Luat ho giai co s6 20 nam |08 Ch"“’tgl phap—HO b Mai
06.TPHT  |H so xéc minh hd tich 20 nam | COng chire UT(E Phap = Holp ¢ Mai
07.TPHT |Hd so c6 lién quan khac 5pam | COn8 chue tgl phap —HO b Mai
V1. Tai liéu vé cong tic lao dong, thwong binh va xi hdi
01/TBXH [Ho so, tai lidu linh vuc ngudi ¢ cong 70 nam | Cong chuc LDTB&XH |P/c Hoa
02/TBXH [Hb so, tai liéu linh vuc bao tro xa hoi 70 ndm | Cong chuc LDTB&XH |D/c Hoa
03/TBXH [Hb so, tai li¢u linh vuc lao dong-viéc lam 20 nam | Cong chiic LDTB&XH |B/c Hoa
04/TBxXH [0 80 vé cong téc gidm nghéo 70 nim | Cong chirc LDTB&XH [D/c Hoa
05/TBXH |HO so, tai liéu vé cong tac Tré em 20 nam | Cong chirc LDTB&XH |DB/c Hoa
06/TBXH |Cac loai van ban, ho so khac c6 lién quan 20 nam | Cong chuc LDTB&XH |B/c Hoa

VI1. Tai liéu vé cong tac Vin hoa — Thong tin — Thé thao




Cong chirc Van hoa —

b/c

01.VHTT |Van ban chi dao vé cong tac chuyén doi so 20 nam Thong tin — Thé thao Hidn

X, a4 X L 2 iR A < Cong chuc Van hoéd — b/c

02.VHTT |Quye¢t dinh, ké hoach, bao cao chuyén doi s6 20 nam Thong tin — Thé thao Hidn

A A (e < Cong chuc Van hoéd — b/c

03.VHTT [HO so cong tac gia dinh 10 nam Thong tin — Thé thao Hidn

A A A, < < Cong chuc Van hoéd — b/c

04.VHTT [HO so veé cong tac ATTP nam 2024 20 nam Thong tin — Thé thao Hidn

05.VHTT |H? so kiém tra dich vy kinh doanh vanhod | 20nam | SOngchie Vanhod =1 Dic

Thoéng tin — Thé thao Hiéen

A s aRs TR . - .x Cong churc Van hoéd — b/c

06.VHTT [HO so sura doi, bd sung quy udc Vinh vién Thong tin — Thé thao Hidn

Nt 1A A A s A A < Cong chuc Van hod — b/c

07.VHTT [Tai liéu ve thong tin tuyén truyén 20 nam Thong tin — Thé thao Hidn

A X1 A - Cong chuc Van hod — b/c

08.VHTT [HO so L¢ hoi 20 ndm Thong tin — Thé thao Hidn

L 1A . < Cong chuc Van hoéd — b/c

09.VHTT |Céc ho so khac 20 ndm Thong tin — Thé thao Hidn

VII1. Tai liéu vé cong tac quan su - quc phong dia phuong

01.0S Ho so cong tac quan sy, quoc phong dia 70 nim Congq chuce (;hl huy b/c
phuong trudng Quan su Cuong

A X A , 2 A< < Cﬁng chirc Chi hu}"/ b/c
02.QS  [HO so vé cong tac tuyén quan nam 2024 70 nam trromg Quan su Cuong

03.QS  |HO so vé cong tac dan quén ty vé 20 nam Cong chire th huy bre
truéng Quan sy Cuong

04.0S Hc3 so dang ky, quan 1y quan nhan du bi dong 05 nim Cong chuc th huy b/c
VIEN truéng Quan sy Cuong

05.QS  |Céc ho so khéc c6 lién quan 20 nim Cong chirc Chi huy bic
truéng Quan sy Cuong

IX. Tai ligu vé cong tac céng an

01/CA  [Ho so cong tic An ninh trat tu 70 nam Truong Cong an xa I](Df{zi

A c 1N , ~ - X 5 A ~ blc

02/CA  |HO so thi hanh an Vinh vién Truong Cong an xa Khai

03/CA Ho 50 x8y dl_IPg phong trao toan dan bao v¢ 20 nim Truéng Céong an xa D/E:_

an ninh t6 quoc Khai

04/CA  [H6 so quan ly ho khau trén dia ban xa Vinh vién Truong Cong an xa KDf{;i

Ho so xtr Iy vi pham hanh chinh vé linh vuc < . A ~ D/c

05/CA ANTT 20 nam Truong Cong an xa Khai




06/CA

Hd so quan 1y d6i twong tu tha vé, an treo, cai
tao khong giam giir

20 nam

Truong Cong an xa

b/c
Khai




