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QUYET DINH
Ban hanh danh muc ho so1 cong vice thuoc Ban Dan toe nam 2022

TRlTONG BAN DAN TOC
Can cu Luqt Luru trie so 01/2011/QH3 ngay 11 thdng 11 nam 2011;
Can cie Nghi dinh so 01/2013/ND-CP ngay 03/01/2013 cua Chink phii ve viec 

quy dinh chi tiet thi hanh mot so dieu cua Luqt Lieu trie;
Can cie vao Nghi dinh so 30/2020/ND-CP ngay 05/03/2020 cua Chinh phu ve 

cong tdc van thic;
Can cie Chi thi so 35/CT-TTg ngay 07/9/2017 cua Thu tu&ng Chinh phii ve viec 

tang cieong cong tdc lap ho sa vd giao nop ho sa, tdi lieu vdo lieu trie co quan, lieu trie 
lich sie;

' /s' ^
Can cie Thong tie so 09/2011/TT-BNV ngay 03/6/2011 cua Bo Noi vu ve quy 

dinh thoi gian bdo quan ho so, tdi lieu hinh thank phd bien trong hoqt dong cua edeffo/ e 
co quan, to chiec; | ^ I ^

Can cie Quyet dinh so 31/2015/QD-UBND ngay 07/9/2015 cua UBND tinh 
viec Ban hanh Quy dinh chiec ndng, nhiem vu, quyen hqn vd co cdu t<5 chiec cua Ban 
Dan toe tinh Binh Phieoc;

Theo de nghi cua Chdnh Van phdng.

QUYET DINH:

Dieu 1. Ban hanh kem theo Quyet dinh nay Danh muc ho so cong viec thuoc 
Ban Dan toe nam 2022.

Dieu 2. Giao Van phong (true tiep la cong chiic Van thu - Lim trir) phoi hop 
voi cong chuc cac phong chuyen mon trien khai thuc hien Danh muc h6 so cong viec 
nam 2022 cua co quan; thuc hien nop ho so, tai lieu vao luu tru co quan va thuc hien 
che do bao cao dinh ky theo quy dinh.

Dieu 3. Chanh Van phong, Truong cac phong, cong chuc, ngudi lao dong 
thuoc Ban Dan toe chiu trach nhiem thi hanh quyet dinh nay, k<§ tir ngay ky./.
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Nai nhdn:
- Chi cue VTLT - Sa Noi vu;
- LB ban, cac phong; 
-Nhudieu 3;
- Luu: VT, TC. g___
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BAN
DANH MUC

Ho so cong viec thuoc Ban Dan toe nam 2022
*1 DAN imAAeo Quyit dinh sd: 0$ /QD-BDT ngdy A) /o-jJ2022 ciia Ban Dan toe)
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Soky 
hieu ho so

Don vi, 
nguroi lap 

ho so’

Ghi
chu

Thoi han 
bao quanTen de muc va tieu de ho so1

<5)(4)(3)(3>(1)
HO SO VAN PHONGI

Van thir, Lim tru11
Tap luu van ban huong dan thuc hien cong 
tac Van thu- Lun tru (Ho so nguyen tac)

khi VB het 
hieu lire

Nguyen Thi Thanh
Huyen

1.1/VTLT

Nguyen Thi Thanh
Huyen

So dang ky van ban di 50 nam1.2/VTLT

Nguyen Thi Thanh 
Huyen

So dang ky van ban den 50 nam1.3/VTLT

Nguyen Thi Thanh 
Huyen

Bao cao thong ke van thu, luu tru va tai 
lieu luu tru hang nam.

20 nam1.4/VTLT

H:Tong hop, cai each hanh chinh, thi dua 
khen thurong 

2

ANNguyen Thi ThanhTap van ban huong dan thuc hien (ho so 
nguyen tac)

- Ho so tong ket, so ket cong tac nganh 
+ Tong Ket nam.
+ So ket thang, quy, 6 thang.

Khi VB 
het hieu

2.1/TH
1 THa

lire
VHJ

VInh vien 
5 nam

- Ke hoach, bao cao cong tac hang nam. 
+ Ciia UBDT, UBND tinh 
+ Ciia co quan, cac don vj true thuoc 
+ Cua co quan khac

10 nam 
VTnh vien 
10 nam

Nguyen Thi Thanh2.2/CCHC Cong tac cai each hanh chinh
Ho so thuc hien Cai each hanh chinh 
H6 so vS ung dung ISO 9001:2008 
Ho so ve ung dung cong nghe thong tin,

20 nam 
VTnh vien 
20 nam

Ha

Nguyln Thi Thanh2.3/TDKT Thi dua khen thirong
- Ho so quy dinh, huong dan TBKT
- KS hoach, bao cao TDKT 
+ Hang nam, nhieu nam
+ 6 thang, 9 thang
- Ho so thuc hien cac phong trao thi dua
- Ho so khen thubng ciia tap the, ca nhan 
+Hinh thuc khen ciia Chii tich nuoc,TTCP 
+ Hinh thuc khen ciia cap bo, UBND tinh 
+ Hinh thuc khen ciia Thu trudng co quan

VTnh vien Ha

VTnh vien 
20 nam 
10 nam

VTnh vien 
20 nam 
10 nam

Tap luu ve cong tac Dan van chinh quyen. Nguyen Thi Thanh20 nam2.4/TH
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Ha
To chii-c can3 ^_________ bo- Lao dong tien liro'ng
Ho so quy dinh chung ve cong tac to chuc,
can bq, lao dong, tien lirong (H6 so 
nguyen tac)

Khi VB 
het hieu

Chau Minh Hoang
3.1/TCCB

lire
Ho so ban hanh Quy che lam viec, quy
dinh. hirerng dan cong tac td chuc, can bo
Ke hoach, bao cao ve to chuc can bp
- Dai han, hang nam
- 6 thang, 9 thang
- Quy, thang, dpt xult

3.2/TCCB VTnh vien Chau Minh Hoang

3.3/TCCB
VTnh vien 
20 nam 
5 nam

Chau Minh Hoang

Ho so ve cong tac can bp
- Quy hoach can bp
- Bo nhiem, de bac, luan chuyen, dieu 
dong
- Ho so goc cong chuc; Quy djnh tieu 
chuan, chuc danh cong chuc, thuc hien chi 
tieu bien che, bao cao thong ke so lupng, 
chat lupng cong chuc
- Ho so thi tuyen, nang ngach chuyen 
ngach
- Ho so ky luat, giai quyet ch4 dp

3.4/TCCB
20 nam 
70 nam

Chau Minh Hoang

VTnh vien

20 nam

70 nam
Tap luu ve thu nhap ke khai tai san3.5/TCCB 50 nam Chau Minh Hoang
Ho so ve lao dong, tien luong
- Quyet dinh nang luong, k6 hoach, bao 
cao dai han, hang nam
- Ke hoach, bao cao 6 thang, 9 thang
- Ke hoach, bao cao quy, thang, dpt xult

3.6/LDTL
VTnh vien Chau Minh Hoang

20 nam 
5 nam

Tai chinh, Ke toan, quan trj cong so4
Tap luu van ban huong dan chung (Ho so 
nguyen tac)

4.1/TCKT Khi VB 
het hieu Bui Thi Thoa
lire

Tap luu ke hoach, bao cao cong tac tai 
chinh, ke toan 
+ Dai han, hang nam 
+ 6 thang, 9 thang 
+ Quy, thang
- Ho so ban hanh Quy che chi tieu npi bp
- Ho so ve ngan sach nha nude hang nam
- Cac loai so sach ke toan

4.2/TCKT

VTnh vien 
20 nam 
5 nam 
VTnh vien 
VTnh vien 
20 nam

Bui Thj Thoa

- Ho so, tai lieu ve quan trj cong so; quy 
dinh cong tac quan tri cong so
- Ho so ve su dung, van hanh may mdc, 
dto, thiet bi ciia co quan
- So cap phat do diing, van phong pham
HO SO CHINH SACH DAN TQC

VTnh vien4.3/QTCS Bui Thi Thoa

Theo tuoi 
thp thiet bi 
5 nam

II
Tap luu ho so huong dan thuc hien cac 
chinh sach cua phong (H6 so nguyen tat)

1/CSDT Khi van 
ban het

Hoang Anh Dung
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hieu luc
2/CSDT Tap liru van ban cong tac dao tao, boi 

duong nghiep vu cong tac dan toe
VTnh vien Hoang Anh Dung

Ho so Nghi dmh so 05/2011/ND-CP ve 
cong tac dan toe; Chien luge cong tac dan 
toe; nang cao hieu lire, hieu qua QLNN vS 
cong tac dan toe; chinh sach dan toe dac 
thii cua Trung uong_________________
Ho sa ve quan ly, ngan chan ban dieu non, 
vay tien lai suat cao, cam co dat, ban dit 
trong vung DTTS

3/CSDT VTnh vien Hoang Anh Dung

4/CSDT VTnh vien Hoang Anh Dung

Hq so thuc hien Nghi quyet day manh phat 
trien nguon nhan lire cac DTTS

5/CSDT VTnh vien Hoang Anh Dung

6/CSDT Ho sa ve tham, tang qua cac ngay le, tet
lien quan den dong bao DTTS _____
Ho so ve chinh sach dac thu cho dong bao 
DTTS theo Nghj quydt cua HBND tinh.
- Ho so lien quan giam ngheo, dao tao 
nghg, giai quyet viec lam, van hoa, y te,... 
Ho so tang cuang cong tac b vung dong 
bao dan toe khmer trong tinh hinh mdi

VTnh vien Hoang Anh Dung

7/CSDT VTnh vien Hoang Anh Dung

8/CSDT 10 nam Hoang Anh Dung

9/CSDT 20 nam Hoang anh Dung

Ho so ve cong tac Thanh nien
Ho sa lien quan cac ITnh vuc khac

10/CSDT 5 nam Hoang Anh Dung
11/CSDT 5 nam

BO PHAN KE HOACH TONG HOPIII
1/KHTH Tap luu ho sa huang dan thuc hien cac 

chinh sach cua phong (Ho sa nguyen tdc)
Khi van 
ban het

Nguyin Thj Tham DC

hieu luc
Ho so ve De an “tang cuang hop tac quoc 
te ho trg phat trien kinh te - xa hoi vung 
ddng bao DTTS”____________
Ho sa ve Be an “Tang cuang ung dung 
cong nghe thong tin ho trg phat tri4n 
KTXH va dam bao an ninh trat tu vung 
DTTS giai doan 2019-2025

2/KHTH VTnh vien Nguyin Thj Tham

3/KHTH Nguyen Thi ThamVTnh vien

4/KHTH Chuang trinh MTQG phat trien KTXH 
vung DTTS 2021-2025, djnh huang 2030
Ho sa thu thap thong tin ve thuc trang kinh 
t! - xa hoi 53 DTTS

VTnh vien Nguyen Thi Tham

5/KHTH VTnh vien Nguyen Thj Tham

Ho sa thuc hien cac muc tieu phat trien 
thien nien ky doi vai dong bao DTTS
Ho sa xay dung quy hoach, ke hoach bao 
cao tong ket thuc hien chinh sach dan toe
hang nam, giai doan.________________
Ho sa ve Phan mem tich hop quan ly cong 
tac dan toe tren dja ban tinh

6/KHTH VTnh vien Nguyen Thj Tham

7/KHTH Nguyen Thj Tham50 nam

VTnh viln8/KHTH Nguyin Thj Tham

Ho so thuc hien nhiem vu Uy vien Thuang
true Chuang trinh phat trien KTXH vung 
DTTS, MN giai doan 2020-2025

9/KHTH Nguyin Thj Tham20 nam
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Ho so Dir an “Mo hinh lang Thanh Nien” 
DTTS tinh Binh Phuac

VTnh vien Nguyln Thi Tham10/KHTH

Ho so lien quan den llnh vuc khac Nguyen Thi Tham11/KHTH 5 nam
BO PHAN TUYEN TRUYEN DIA BANIV

Nguyen Minh TdTap liru ho so huong dan thuc hien cac 
chinh sach ciia phong (Ho so nguyen tac)

1/TTBB Khi van 
ban het 
hieu lyc

Ho so ve pho bien, giao due phap luat va 
tuyen truyen, van dong vung DTTS
Ho so thuc hien cac che do, chinh sach doi 
veri gia lang va ngudi co uy tin

Nguyen Minh Td2/TTDB
VTnh vien
VTnh vien Nguyen Minh Td3/TTDB

VTnh vien Nguyen Minh TdTap liru xuat ban cac ban tin DTTS&MN; 
trang thong tin dien tu Ban Dan toe

4/TTDB

VTnh vien Nguyen Minh TdHo so ve hop mat, ky niem ngay thanh lap 
nganh, cac ngay le lien quan DTTS

5/TTDB

VTnh vien Nguyen Minh TdHo so De an thuc hien tao hon va hon 
nhan can huyet trong vung DTTS

6/TTDB

Ho sa thuc hien cac chuang trinh phoi hop 
vai cac so, ban, nganh, hoi doan the

Nguyen Minh Td7/TTBB
20 nam

Nguyen Minh TdHo so ho trg boat dong Binh dang gidi 
vung DTTS

VTnh vien8/TTBB

Nguyln Minh TdHo so lien quan den ITnh vuc cong tac 
khac

5 nam9/TTBB

Nguyln Minh TdHo so lien quan den cac ITnh vuc khac10/TTBB
BO PHAN THANH TRAV
Tap luu ho so hudng dan thuc hien cac 
cong viec ciia phong (Ho so nguyen tac)

Khi van 
ban het 
hieu luc

Thach Luc1/T.Tr

Ho so Kiem tra cong tac dan toe Thach Luc20 nam2/T.Tr
VTnh vienHo so tiep cong dan, giai quyet khieu nai, 

to cao lien quan den DTTS
Thach Luc3/T.Tr

VTnh vienHo sa ve Thanh tra nhan dan, thanh tra 
cong tac dan toe

Thach Luc4/T.Tr

Ho sa ve cong tac phap che Thach Luc10 nam5/T.Tr
Ho sa Dan quan tu ve, an ninh trat tu ca Thach Luc10 nam6/T.Tr
quan
Ho sa lien quan den ITnh vuc cong tac 
khac

Thach Luc5 nam7/T.Tr

CONG TAC TO CHl/C DANGVI
Tap van ban chi dao, hudng dan cua to 
chuc Bang cap tren (ho sa nguyen tac)

Nguyen Thi Thamkhi van 
ban het 
hieu luc

1/BV

Nguyen Thi ThamChuang trinh, ke hoach va bao cao cong

- Tong ket nam, nhiem ky
- Thang, quy, 6 thang____________
Ho sa ve tiep nhan, ban giao cong tac 
Bang ___

2/BV
tac

VTnh vien 
10 nam

Nguyen Thi Tham10 nam3/BV
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Ho so danh gia, xep loai to chuc co so 
Dang, Dang vien

Nguyln Thi Tham4/DV 70 nam

CONG TAC TO CHlTC CONG DOANVII

Tap luu van ban chi dao, hircmg dan ciia 
Cong doan cap tren (Ho so nguyen tac)

1/CD Khi van 
ban het 
hieu luc

Bui Thi Thu Hanh

Ho so ve Hoi nghi cong chuc2/CD 20 nam
Bui Thi Thu Hanh

Chucmg trinh, ke hoach va bao cao cong

- Tong ket nam, nhiem ky
- Thang, quy, 6 thang

VTnh vien 
10 nam

3/CD
tac Bui Thi Thu Hanh

Danh muc nay gom co 91 Ho so, bao gom:

03 Ho so co thoi han bao quan 70 nam 

04 Ho so co thoi han bao quan 50 nam 

16 Ho so co thoi han bao quan 20 nam 

10 Ho so co thoi han bao quan 10 nam 

10 Ho so co thoi han bao quan 05 nam 

37 Ho so co thoi han bao quan vlnh vien 

01 Ho so theo tuoi tho thiet bi

10 Ho so co thoi han bao quan den het hieu luc thi hanh.
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