UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
HUYEN THANH TRI Pioc lap - Tw do - Hanh phc

S6: 2336/UBND-NV Thanh Tri, ngay 29thang 70ndam 2024
VIV lap Danh myc hd so va 1ap hé so

Kinh gui:
- Thu truéng cac phong, ban, don vi;
- Chu tich UBND céc x4, thi tran.

Pé thyc hién tét cong tac 1ap Danh muc hé so hang ndm, phuc vy cho cong
tac lap Ho so cong viéc va nop luu ho so tai liéu vao luu trit co quan; cong tac 1ap
ho so dién tir trén hé théng Quan 1y van ban va diéu hanh Thanh phd, ngay
23/5/2024, UBND huyén Thanh Tri da ban hanh Cong van s6 1018/UBND-NV vé
viéc lap danh muc ho so, 1ap ho so trong d6 c6 ndi dung yéu cau cac phong, ban,
don vi, UBND céc x3, thi tran l1ap Danh muc ho so; chi dao can b, cong chuc, vién
chuc 1ap danh muc hé so cong viée trén co so can ¢t Danh muc hd so di dugc phé
duyét cua co quan, don vi;

Nham tiép tuc thuc hién tot cong tac 1ap Danh muc ho so va 1ap ho so cong
viéc (bao bao gom ca viéc 1ap ho so dién tir trén hé thong Quan 1y van ban va diéu
hanh Thanh phd), UBND Huyén yéu cau cac phong, ban, don vi, UBND cac x4, thi
tran thuc hién noi dung sau:

1. Van phong HPND-UBND huyén:

- B40 céo viéc ban hanh Danh muc hé so nim 2024 caa co quan UBND huyén;

- Hang nam chu dong, huéng dan cac phong chuyén mon lap Danh muc ho
s0; trén co s& danh muc hd so ctia cac phong, tong hop trinh Cha tich UBND
Huyeén phé duyét Danh muc hé so ciia co quan UBND Huyén theo quy dinh.

2. Trwéng cac phong chuyén mon:

- Tiép tuc chi dao can bg, cong chuc cia don vi can ctr chite nang, nhiém vu;
Quy ché lam viéc; Quy ché cong tac van thu, luu trir, Ké hoach cong tic nam; Ké
hoach dugc giao ciia mdi c& nhan; Bang thoi han bao quan; Danh muc hd so nim
true (néu cd) giao mdi ca nhan ty 1ap Danh muc hé so, tong hop danh muc hd so
giri Van phong HDPND-UBND Huyén trudc ngay 15/12 hang nam.

- Can ctr Danh muc hd so ctia co quan UBND Huyén d duoc phé duyét, chi
dao céan bo, cong chuc 1ap hd so cdng viéc theo quy dinh.

3. Thii truémg cac co quan, don vi, Chii tich UBND céc x&, thi tran:

- B4o c4o viéc ban hanh Danh muc hd so nam 2024 cta don vi;
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- Phé duyét Danh muc hé so ctia don vi va ban hanh vao dau nim;

- Chi dao can bo, cong chiic, vién chiic cia co quan, don vi 1ap hd so cong
viéc dam bao theo quy dinh.

4. Ché d6 béo céo:

Vin phong HDND-UBND Huyén; Chu tich UBND céc x4, thi tran béo céo
viéc ban hanh Danh muc hé so giri vé UBND Huyén (qua phong Noi vu):

- B4o c&o viéc ban hanh Danh muc hd so nim 2024 gui truéc ngay
30/10/2024; Danh muyc hé so hang nim gui trudc ngay 20/01.

- B40 c40 néu rd sb, ngay, thang, nam ctia Danh muc hd so di ban hanh; néu
don vi chua ban hanh Danh myc hé so néu rd nguyén nhén, 1y do chwa ban hanh.

UBND Huyén yéu cau cac phong, ban, don vi, UBND cac x4, thi tran
nghiém tdc trién khai thuc hién dam bao thyuc hién dung quy dinh vé 1ap Danh muc

hd so va 1ap ho so theo quy dinh./. W/

Noi nhdn:
- Nhu trén;
- Luu: VT, NV.
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