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

XA SON THUQNG Doc 1ap tu do — Hanh phiic
Sb: 29 /TB-UBND Son Thwong, ngay 23 thang 4 nam 2025
THONG BAO

Phan cong can bg, cong chirc, nguoi hoat dong KCT thudc khéi UBND xi
thyuc hién nhiém vu thong ke tai li€u, ho so lwu trir, cia cac nganh thugc
UBND xa Son Thugng

Thuc hién Ké hoach sé 10/KH-UBND ngay 11/4/2025 ctia S& Noi vu tinh
Quang Ngai vé trién khai thuc hién Chi thi s6 05/CT-UBND ngay 08/4/2025
cia Chu tich UBND tinh vé ting cuong quan 1y cong tic vin thu, luu trir
trong qua trinh sip xép t6 chirc bd mdy cua hé théng chinh tri theo Két luan
s6 127-KL/TW clia Bo6 Chinh tri, Ban Bi thu trén dia ban tinh Quang Ngai.

Uy ban nhan dan x3 Son Thuong phan cong can b, cong chirc thudc khoi
UBND xa thuc hién théng ké tai liéu, ho so luu trit, cta cac nganh thuoc UBND xa
Son Thuong gém cac ndi dung nhu sau:

1. Danh sach phan cong can bg, cong chirc, ngwoi hoat dong KCT thudc
khoi UBND x4

S6 TT | Ho va tén Linh vuc thong ké Ghi cht
1 Dinh Van Sang HO so tai liéu cta Van thu, van
2 | Dinh Thi Han phong
3 Pinh Van Kia - PCT
4 Nguyén Ngoc Hoang . ,
. Ho so tai liéu cua K¢ toan
5 Tran Thi Thiy Huong
6 Dinh Thi Song Hy

\l

Nguyén Anh Ha .
) ) Ho so, tai liéu cua Dia chinh
8 bang Quoc Tuan

9 Pinh Van Cu - PCT

N o Hb so tai liéu ciia Vin hoa
10 | Nguyén Thi Hong Nhut




11 | Dinh Thj Rach

12 | binh Thi Huyén Hb so tai liéu ctia Tu phap

2. Cach théng ké

- Thong ké tat ca cac loai ho so, tai liéu co tir trude dén nay cua co quan (trie
ho so, tai liéu mdt, cdc ho so, tai liéu ciia nganh Cong an va Ban CHQS xa).

- Sip xép phan loai theo timg linh vuc, theo ting niam roi boé vao cap 3 day
coOt lai. Sau do s:flp Xép bo vao bao tai hodc thung dung hd so cot, khoa can than
ngan nép.

- Dan vao thung hodc bao tai theo Mau dan ban hanh kém theo K& hoach sb
10/KH-UBND ngay 11/4/2025 cua S& Noi vu tinh Quang Ngai (co dinh kem theo
Thdng bao nay).

- Tap trung tat ca céc tai liéu, hd so di bo vao thung hodc bao tai cat vé mot
phong (do 1anh dao UBND thdng nhat bé tri)

3. Thoi gian hoan thanh

- Céac dong chi dugc phan cong giao nhiém vu phai hoan thanh trudc ngay
08/5/2025. Truong hop khong hoan thanh phai chiu trach nhiém trudc Chu tich
UBND xa.

Trén day 1a Thong bao phan cong can by, cong chirc, nguoi hoat dong KCT
thudc khéi UBND x4 thyc hién nhiém vu théng ké tai liéu, hd so lwu trit cia cac
nganh thuoc UBND x& Son Thuong, dé nghi cac dong chi dugc phan cong trién
khai thuc hién /.

Noi nhgn:

- TT Dang uy xa (Béo cao);
- CT, cac Phé CT UBND xa;
- Céc nganh lién quan;

- Luu VT.




Mau 56 1.1. Bing théng ké tdi liéu chwa chinh Iy tai bg phan vin thuw, luu triv co
guan

BANG THONG KE TAI LIEU CHUA CHINH LY
(Kém theo Bién ban so ... ngay ... thang ... nam ... cua... )

R 5 (O IR T2 1 1< o LA PRSPPSO

- LTNh VIIC CONE TAC: .viiiiiie ittt

So thir tir n/cin/bo , .
@imhsor 1. | op/eap/bol Tém tht ndi dung hd so, tai ligu® Ghi cha
0 thang/bao
1) 2 3) (4)
T’\ﬁng .. Hop/ciip/bo/thiing/bao; quy ra s6 mét tai ligu: ... mét
cong:

1 T3p Iwu van ban di, s6 déng ky van ban di, dén, ...




Madu sé 1.2. Thong tin trén nhan dan vao cac hdp/cip/bé/thiing/bao tai lidu tai
Luwu trir co quan
MAU NHAN DAN ‘
VAO HQP/CAP/BO/THUNG/BAO TAI LIEU
TAI BO PHAN VAN THU, LUU TRU

UBND xa Son Thugng
Bo phan ............

Noi dung: (ghi tom lugc noi
dung ho so/tai liéu)

Thr tu: ...

S6 thi tu: ...

Luuy:
- “Thwr tw”: la hé théng s6 danh riéng doi véi tai lidu tai bo phan van thu, luu triv
co' quan.

- “Sé thir tw”: 1& hé thong sé dwoc danh chung (tir 1 - n) cho toan bé tai liéu cia
co quan, to chuec.



Mau 56 2.1. Bing théng ké Danh muc hé so, ti liéu cd nhdn gidi quyét xong

BANG THONG KE DANH MUC HO SO, TAI LIEU GIAI QUYET XONG
(Kém theo Bién ban so ... ngay ... thang ... nam ... cua... )

= HO VA TEN CANNAN: ..ottt e e et e et snae s

S6 thir tw Hép/cin/bo/ i
P Hop/eap/bo g en .
(danll_lns)o tlr thung/bao Tém tat ni dung tai liéu Ghi cha
Q) ) ©) (4)
Tong ...hdp/cip/bo/thung/bao, quy ra sé6 mét tai licu: ... mét
cong:

2 Hb so, tai liéu vé t6 chirc bd mdy, can bd, thi dua khen thudng, tai chinh, k& todn, hd tich, ...



Madu s6 2.2. Bing thong ké Danh muc hé so, tai liéu cd nhén chwa gidi quyét
xong

BANG THONG KE DANH MUC HO SO, TAI LIEU
CHUA GIAI QUYET XONG
(Kém theo Bién ban so ... ngay ... thang ... nam ... cua... )

= HO VA TEN CANNAN: ..ottt e e et e et e e saae s

S6 thir Ténnguoi | SOlwgng | Thoihan i
tw Noi dung tai liéu/ dwgc giao viin bin, | gidi quyet chii
(danh sb tén cong viéc® gidi quyét | tailiguda | (ncuco)
tir 1-n) chinh e
1) 2 3) (4) () (6)
Tong cong: ... van ban, tai li€u

3 Hb so, tai liéu vé t6 chirc bd may, can bd, thi dua khen thudng, chirng tir, ké todn, ho so thanh tra, kiém tra, ...
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