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

XA TUNG CHAU Péc lap — Tw do — Hanh phc
Sb: 74 /QD-UBND Tung Chau, ngay 06 thang 04 nam 2023
QUYET PINH

V& viéc ban hanh danh muc hé so nim 2023

UY BAN NHAN DAN XA

Can cir Ludt To chic Chinh quyén dia phwong ngay 19/6/2015; Ludt sira doi, bé
sung mét sé diéu cua Ludt Té chizc Chinh phu va Ludt Té chizc Chinh quyén dia
phwong ngay 22/11/2019;

Can cir Ludt Luu triv s6 01/2011/QH13 ngay 11/11/2011;

Can cir Nghi dinh s¢ 01/2013/ND-CP ngay 03/01/2013 cia Chinh phui quy dinh
chi tiét thi hanh mét so diéu Ludt Luu tri;

Can cir Théng tw so: 10/2022/TT-BNV ngay 19/12/2022 ciia Bé Ngi Vi quy dinh
vé thoi han bdo qudn tai liéu;

Xét dé nghi Vin phong HDND —UBND xA.

QUYET PINH:

Piéu 1. Ban hanh kém theo Quyét dinh ndy danh muc hd so nim 2023 cua
UBND xa Tung Chau (c6 danh muc hé so kém theo).

Piéu 2. Van phong HDND - UBND x4 c6 trach nhiém huéng dan cac linh vuc
xay dung Danh muc ho so ctia UBND x& Tung Chau; cong tac 1ap ho so va giao nop
ho so, tai lidu vao luu trit co quan, ca nhan dé danh gia xép loai thi dua can b, cong
chuc cubi nam.

Can bo, cong chuc, nguoi lao dong xay dung danh muc hé so linh vuc minh
va lap ho so cong viéc dugc phan cong theo dbi, giai quyét; giao nop ho so, tai liéu
dung thoi han va dang thu tuc quy dinh.

biéu 3. Quyét dinh nay c6 hiéu luc ké tir ngay ky ban hanh.

Van phong HDND — UBND x4, can bg, cong chirc, nguoi lao dong UBND x&
Tung Chau can cir Quyét dinh thi hanh./.
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UY BAN NHAN DAN
XA TUNG CHAU

CONG HOA XA HOQI CHU NGHIAVIET NAM
Poc l1ap - Tw do - Hanh phuc

DANH MUC HO SO TAI LIEU NAM 2023
( Kém theo Quyét dinh sé: 74/0P-UBND, ngay 06 /04/2023 ciia UBND x4 )

S - KV Théi h Nguai lap
0- Ti¢u dé hd so 01 an Ghi ch
hi¢u bao quan
(1) (2) 3) (4) (5)
A. TAI LIEU CUA HPND XA
Tai li€u cia 1anh dao HPND xa ( Cha tich, Pho Chi tich) (04 muc)
Vin ban chi dao, diéu hanh cua cac cip (| Theo hiéu luc Hb 50"
01.HPDND | chu truong duong 16i ciia Pang, phap luat van ban D/c Hién nguyén tac
cua Nha nudc
02.HPND | H6 so vé cac ky hop cia HDND Vinh vién P/c Hién VB gidy
Ho so vé cac phién hop, hoi nghi giao ban |  Vinh vién .
. : ) ’ b/c Hi¢
03.HDND | o Thuong tree HDND c Hhen
04.HDPND | Ho so vé hoat dong giam sat ciaa HDND x4, | 20 nim P/c Hién
B. TAI LIEU CUA UBND XA
I. Tai liéu cia lanh dao UBND x4a ( Chi tich, Phé Chai tich)
1. Chi tich UBND xa (05 muc)
Vin ban chi dao, diéu hanh cta cac cdp ( chia | Theo HO so
\ A: ) . At A ) ia nguyén tic
0LCT.UB tru:("mg duong 101 cia Dang, phap luat cia Nha hl@li B/c Tho guy
nudc luc van
ban
Tap van ban cua cac co quan TW, tinh, huyén vé | Theo
hi inh, huéng dan vé thyuc hién ch hié 3
02. CT.UB c‘1dao, quyﬂdm . u:qng iian vé thuc hién chuong | hi¢u ] B/c Tho Hd so ’
trinh muc tiéu quoc gia xay dung NTM, luc van nguyén tc
ban
Tap van ban cua xa vé tinh hinh phat trién KT- | Vinh VB gidy
.CT.UB : - b/c Th
03.CT.UB |\ _ XH_QP— AN hing nam vién /e Tho
Hb so vé hoat dong ctia Chu tich ( tai liéu cac ky Vigh VB gidy
04. CT.UB | hop HPND, dién vin khai mac, bai phat biéu tai vidn b/c Tho
cac su ki¢n lon....),
- 5 A r A ’ r 5 ~ VB <A
05.CT.UB Vian ban vé cac co ché chinh sach cua xa trong 10 ndm B/e Tho giay

phat trién kinh t& va XD NTM hang nim




2. Pho chu tich UBND xa (06 muc)

Vin ban chi dao, diéu hanh cta cic cip ( chu | Theo Hb so
\ A: . . At A ; P nguyén tic
0LPCT.UB tm?ng duong 101 cia Dang, phap luit cia Nha hl@UL B/ Tinh guy
nudc luc van
ban
Tap van ban cua cac co quan TW, tinh, huyén vé | Theo ‘
chi dao, quy dinh, huéng dan vé thyc hién chuong | hiéu . Ho so
02. PCT.UB i . ’ ’ ’ b/c Tinh An t5
trinh muc tiéu quoc gia xay dung NTM, luc van /¢ Tin nhguyen tac
ban
A = ’ P r Ay 3 r ~ VB ¥4
03. PCT.UB Tg}) van ban cua cac co quan vé tinh hinh phat V.1£1h /e Tinh giay
trién KT-XH, VIEN
Tap vin ban vé chi dao san xut nong nghié i VB gi4
04pPCT.UB | P - & NEHep Vinh P/c Tinh Sy
( trong trot va chan nuoi ) vicn
Ho so vé hoat dong ctia Phd Chu tich ( tai liéu cac Vinh VB gidy
05.PCT.UB | ky hop HDND, dién van khai mac, bai phat biéu vidn D/c Tinh
tai cac su kién 16n....),
Vin béan vé cac co ché chinh sach cua x3 vé phat | Vinh ) VB gidy
06.PCT.UB . . % b/c Tinh
trién kinh té va XD NTM hang nam vién /¢ Tin
II. Tai liéu vé cong tic chuyén mén
1. Tai liéu vé cong tic Vin phong thong ké ( Vin thu Iwu triv ) (06 muc)
A - 5 5 ~ _ A A r - ~ Vinh <A
0LVT Tap van ban cua xa vé cong tac van thu, luu trit, Via Plc Giang VP VB giay
A A 3w ;= 5 L ~ Vinh
02.VT Tap luu, s6 dang ky van ban di cua UBND xa Vidn P/c Giang VP
03.VT Tap luu, so ding ky vin ban dén cia UBND x3, | 20 nam | D/c Giang VP
04.VT S6 bién ban hop hang thang 05 ndm | B/c Giang VP
05T Ho6 so vé danh muc bi mat nha nudc V.Th DJc Giang VP
vién
06.VT Hb so vé danh myc ho so hiang nim 5 nam
1.2 Tai liéu vé cong tac Vin phong thong ké - Tong hop (07 muc)
r - 5 2 5 A A 9 r ~ h . H}\ o
0LVPTK C:lc Vfln }oan chi (?ao cua cap trén chi dao, huong V1£1 Dlc Giang VP 050
dan vé cac hoat dong chung vién nguyén tac
Béo c4o théng ké tong hop, théng ké chuyén d& | Vinh ,
02.VPTK ‘ao caf) thong ké tong hop, thong ké chuyén dé VIE P/c Giang VP
hang nam vién
B4o cdo tong hop vé cac cudc diéu tra theo quy | Vinh
03. VPTK | dinh hang ndm vien | D/c Giang VP
- Phiéu diéu tra > nim
B4o c4o vé tinh hinh kinh té - x3 hoi — Qudc | Vinh
04. VPTK | phong an ninh hang nim vién | D/c Giang VP
.- Bao cao Quy, 6 thang, 9 thang, nam 20 ndm




05.VPTK Tf).ng‘hqp (3h1 ti€éu ké hoach phat trién kinh té - xa V.Th BJc Giang VP
hdi hang ndm vién
Hb so ké hoach, bao céo vé cong tic kiém soat | Vinh :
: o .x b P
06.VPTK TTHC hang ndm vién f¢ Giang V
07. vpTK | HO SO ticu chi NTM \v]ﬁl P/c Giang VP

1.3 Tai liéu vé cong tac to chirc bd may, té chirc can b ( Vin phong ndi vu ) (05 muc)

Tap van ban cta cac co quan TW, tinh, huyén quy | Theo Hb so
i i 3 an vé ¢co ic td chirc bo ié nguyén tic
0LVPNV d;r}h, (‘;hl df,lo, l}uorig dan vé€ cong tac to chirc bo hle;li D/ Giang VP guy
may, to chirc can bg luc van
ban
A - s 5 ~ AN A r A Ja A ’ Vinh
02. VPNV T:‘;lp V’\an ‘ban C}la xa v€ cong tac td chirc bo may, ! DJc Giang VP
can b6 hang nam: vien
ap van ban vé hd so ché @6 BHXH ciia CB inh . Phan mé
03.VPNV T?.p Vfll’l b‘an Vev 0 so ché do cua CBCC V1£1 P/c Giang VP an mém
xa, thon hang nam vién
05.VPNV | Ho so tai liéu vé tmg dung ISO 20 ndm | B/c Giang VP
1.4. Tai liéu vé cong tac thi dua khen thuéng, ky luat ( Vin phong ndi vu) (07 muc)
Tap van ban cua cac co quan TW, tinh, huyén vé | Theo HOb so
, . . XA A . . ‘A nguyén tic
0L VPNV chi dao, quy du}h, I}uor‘lg darg ve€ cong tac thi dua, hleli D/ Giang VP guy
khen thudéng, ky luat hang nam luc van
ban
Tap Chuong trinh, K& hoach, Béo céo cua xi vé | Vinh :
2.VPNV NS j Al La y i X D/c G VP
0 cong tac thi dua, khen thudng, ky luat hang nam | Vien ¢ Jiang
Hb so vé khen thudng cho cac tap thé va c4 nha inh .
03.VPNV ‘o SO \je en thuong cho cac tap the va ca nhan, Vl? P/c Giang VP
hang nam vién
A r A A J ~ h . Ph,‘\ A
04VPNV Ho so can bd cong chure V1£1 Plc Giang VP an mém
vién
06. VPNV | Ho so chét luong can bo hang nim 20 nam | B/c Giang VP
07. VPNV | Ho so vé ton gido hang nim 10 ndm | B/c Giang VP
2. Tai li¢u vé cong tic Pia chinh - Xay dung — Nong nghiép - Moi trudng
2.1. Tai liéu vé cong tac Pia chinh — Xay dung ( 09 muc )
Tap van ban cua cac co quan TW, tinh, huyén vé | Theo Ho so
, . . XX A r 34 . hié nguyén tic
0L.DCXD chi dao, qu?/ dll’ll’vl, hudng dan vé cong tac dat dai, 1@1{ Ble Ha guy
bC XD hang nam luc van
ban
02.DCXD T?.p Va’n baAn cua UBND‘xa ch} dao, huéng dan ve V.1£1h Ble Ha
cong tac dat dai, XD hang nam vién
A A A R ’ 5 A Vinh
03.DCXD Ho so thu hoi dat, chuyén muc dich st dung dat i Dle Ha

hang nam




04.DCXD Ho so ké hoach sur dung dat hang ndm V}?h B/e Ha
vién
05.DCXD HAO so cap, doi gidy chimg nhan quyén st dung V}leh Ble Ha
dat vién
06.DCXD Ho so thong ké dat dai trén dia ban xa hang nam V.lilh Ble Ha
vien
Hb so vé giai quyét khiéu nai, t6 cao, tranh chip V_Tflh
07.DCXD | vé dit dai, tai nguyén va méi truong trén dja ban | VIEN b/c Ha
x4 hang ndm
3 ia oiGi ha i Vinh
08.PCXD Ho so quy hoach, dia gidi hanh chinh Gidn Ble Ha
5 iéu chi Vinh
9 DCXD Ho so tiéu chi NTM I B/c Ha
vien
2.2. Tai liéu vé cong tic Nong nghiép — Méi trwong (04 muc)
Tap vin ban ciia cac co quan TW, tinh, huyén vé | Theo Hb so
i i ) an veé ié nguyén tic
01 NNMT chi dao, quy dinh, huéng dan vé NNMT h1¢1i BJc Trung guy
luc van
ban
Vin ban cia UBND x4 chi dao, huéng dan vé linh | VInh
02.NNMT vire NN — MT hang nim vidn b/c Trung
03.NNMT | Hb so vé cong tac phong chdng lut bdo hang nam | 10 nim b/c Trung
04. NN MT | H6 so tiéu chi NTM 20nim | D/c Trung
2.3.Tai li¢u vé cong tac sin xuét, phat trién kinh té (05 muc)
Tap van ban cua cac co quan TW, tinh, huyén vé | Theo
0L PTKT chi dao, quy dinh, hudng dan vé phat trién kinh té h1¢1{ BJe Trung
luc van
ban
Tap ho so vé cac vu san xuat hang nam cta xa 5
02.PTKT | L o A THALAAng 10nam | 50 Trung
- Ké hoach, d¢ an, cong van ....vv
03. PTKT Ho‘ SO vé cc:ng '[?,C cl‘lan n}101 va cong tac tiém | 10 nam BJc Trung
phong cho tong dan hang nam
04.PTKT Hb so vé cac md hinh kinh té hang nam 10 nam b/c Trung
05.PTKT | H6 so tiéu chi NTM 20nam | P/c Trung
3. Tai liéu vé cong tac tai chinh — ké toan (07 muc)
Tap van ban cua cac co quan TW, tinh, huyén vé | Theo b/c Hoan Ho SO
chi dao, quy dinh, huéng din vé linh vyc tai | hiéu | D/c Chuong | nguyén tic
01.TC-KT , L, P A s y
chinh, ké toan, mua sam tai san, trang thi€t bi | lyc van
hang nam ban
Ho so cong khai tai san, cong khai du toan, quyét | 20 D/c Hoan
02.TC-KT | toan, ho so XDCB nam P/c Chuong




03.TC-KT Bao céo quyét toan ngan sach hang nam V.Th b/c Hoan
vien b/c Chuong
Tong hop du todn ngan sach, quyét toan ngan Vinh D/c Hoan
04.TC-KT | s4ch hang nam vién P/c Chuong
05. TC-KT Hb so lién quan dén du an dau tu ( bao gdm didu | Vinh b/c Hoan
' chinh ) du todn, quyét toan hoan thanh vién b/c Chuong
Ho so tién luong 20 nam > Phin mé
06. TC-KT Dic Hoan A mem
b/c Chuong
Ho so tiéu chi NTM 20 nam ) VB ci
07.TC-KT b/e Hodn S
b/c Chuong
4. Tai liéu vé cong tac Tw phap — Ho tich (10 muc)
Tap van ban cia cac co quan TW, tinh, huyén vé | Theo Hb so
\ . . XA A . (o ‘A nguyén tic
0LTP-HT ChAl qao, quy d}nh, hudng dan vé cong tac Tu phap hl@UL Plc Tay guy
HO tich hang nam luc van
ban
A ’ ’ 5 ~ A A / _ Vi’nh
02TP-HT I?e ho?ch, Béao cao cua xa vé cong tac TP-HT, ! Plc Tay
hang nam : vien
03.TP-HT Ta]? Val’i ba}l veé ‘Euyen truyén, pho bién, gido duc V}?h blc Tay
phép ludt hang ndm vién
04.TP-HT Ho so ra soat h¢ thong hoa van ban hang nam V.1£1h blc Tay
vien
05.TP-HT Ho so tu sach Phap luat V}gh Plc Tay
vien
06.TP-HT Ho so hoa giai co so V.1£1h Plc Tay
vien
07.Tp-HT | HO S0 tro gilip phap 1y Vinh P/ Tay
vien
Hb so quan 1y NN vé theo ddi thi hanh phéap luat vaxir | Vinh )
08.TP-HT Iy VPHC vidn b/c Tuy
09 TP-HT Hﬁo so gop ¥, tham dinh, ki€m tra, tuy kiém tra van V.1£1h blc Tay
ban vién
10. TP-HT Ho so tiéu chi NTM V.Th Plc Tay
vien
5. Tai liéu vé cong tac vin hoa — xi hdi
5.1. Tai liéu vé Vin hoa TTTT, Thé thao ( 08 muc)
A L, 7 | Theo Hb so
Tap van ban c.ua cdc co quan "le, tinh, huyén vé hidu ' nguyén tic
01.VHTT | chi dao, quy dinh, huéng dan vé cong tac van hoa, e ;/51’1 b/c Giang VH
TTTT, thé thao hang nim s
ban
A 3 A ) r 5 ~ A 20 ném
02 VHTT Tap Chuong trinh, K& hoach, Bdo cdo cua xa vé BJe Giang VH

cong tac van hoa, TTTT, thé thao hang nim




03.VHTT Ho soq Vev quan, 1y phat huy gia tri cua céc di tich V}?h BJe Giang VH
lich str van hoa ; vién
04 VHTT Ho SO, Ve. Xa?/ du:nvg Hu:cmg u:(rc: Qu?/ u:o‘c o tlzon, V}leh BJc Giang VH
bin xét gia dinh van ho4, lang van hoa hang nam vién
A A A , A 5 [N \ - VB <A
05.VHTT }lo ior tl‘lyen Eruyen cac hoat dong ky ni¢ém, ngay | 5 nam DJc Giang VH giay
1€, tét hang nam
06.VHTT | Ho so vé Cong nghé thong tin co quan 20 nam | D/c Giang VH | VB gidy
07.VHTT | Trang thong tin dién ti 20 nim | B/c Giang VH | Phan mém
og.vHTT | 110 S0 ticu chi NTM VIlh 1 b/ Giang VH
vien
5.2. Tai li¢u vé cong tac lao ddng thwong binh va xa hdi (9 muc)
Tap van ban cua cac co quan TW, tinh, huyén vé | Theo Ho so
, . , X oA A : 1A . nguyén tic
0LLD 0131 dao, quy d.mh, ‘huc~)’ngA 'da‘n vé Vcong tac lao h1¢1{ BJc Hing guy
dong, thuong binh va xa hoi hang nam lyc van
ban
Ho so nguoi ¢6 cong Vinh .
02.Lb % D/c Hang
vien
031D HO so vé tré em Vinh B/c H
. vién c Hang
3 5 3 hoi Vinh .
041D Ho6 so Bao tro xa hoi I P/c Hing
vien
05.LD Ho so viée lam — XKLD,dao tao nghé Xg;h Plc Héng
3 3 ho 35 hé ch 30. hé cb ap | 10 nam .
06. LD HOo so \fe ho nghéo, hd can nghéo, ho c6 thu nhap Dle Hing
trung binh
07.LDP Ho6 so BHYT — BHXH 10 nam | B/c Hang
08.Lb Hb so binh ding gidi 10 ndm P/c Hang
09.LD Ho so tiéu chi NTM V.1£1h DJe Hing
vien
6. Tai liéu vé cong tac Quan sw - Qudc phong (9 muc)
Tap van ban cua cac co quan TW, tinh, huyén vé | Theo Hb so
, . . X 4 \ \ ‘A nguyén tic
01.0S C};ﬂ dao, quy dinh, huéng dan Qudc phong hang h1¢1i Bl Duy guy
nam luc van
ban
02.0S Ho so vé cong tac tuyén, giao quan hang nam V}?h P/c Duy
vién
03.0S Ho6 so huan luyén dan quan hang nim V.T?h BJe Duy
vién
HO so gia 5c phong, an ninh inh
04.0S 0 so giao duc quoc phong, an ni Vin B/ Duy

vién




05.05 HO6 so dang ky nghia vu quéan sy hang nam V.l?h b/c Duy
vién

06.05 HO so van kién, chién dau phong thu V}?h b/c Duy
vién

07.05 H so céac chinh sach hau phuong quan doi V.T?h b/c Duy
vién
Ké hoach b céc ngay I€ tét hang na inh

08.QS ¢ hoach trye SSCD céc ngay I¢ tet hang ndm Vin b/c Duy
vién
Hb so tiéu chi NTM inh

0.05 0 so tiéu chi Vlfl D/c Duy
vién

UY BAN NHAN DAN XA

Danh muc nay cé: 101 ho so N
Trong d6: CO 60 ho so vinh vién
C6 41 ho so co6 thoi han
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