SO NONG NGHIEP VA MOI TRUGNG  CQNG HOA XA HQI CHU NGHIA VIET NAM
TINH QUANG NGAI Poc 1ap -Tu do — Hanh phiic
CHI CUC CHAN NUOI VA THU Y

uang Ngai, ngay 7/ thang 10 nam 2025
S6:278 ICCCNTY Quang Mg, ngay )
V/v huéng dan 1ap hd so va nop luu
hd so dién tir vao Luu trit co quan
trén hé théng Office.

Kinh gui: Cac Phong, tram truc thuoc Chi cuc.

Thyc hién Cong vén 5O 5154/SNNMT-VP ngay 24/10/2025 cua S¢ Nong
nghiép va Moi truong vé viéc trién khai thuc hién Chi thi s6 04/CT-UBND ngay
15/10/2025 cia UBND tinh.

Pé trién khai ddng bo cong tac 1ap hd so va nop luu hd so dién tir vao Luu
trir co quan trén hé thdng quan ly vin ban va diéu hanh cua Uy ban nhan tinh
Quang Ngai (hé théng Office) dung theo quy dinh, gép phan day manh chuyen
ddi so, hang cao hi¢u qua cong tac chi dao, diéu hanh va bao dam luu trir hd so,
tra cau hd so dugc thuan tién, Chi cuc Chan nudi va Tha y (goi tat 1a Chi cuc)
huéng dan 1ap hd so va ndp luu hd so dién tir vao Luu trit co quan trén hé thdng
Office nhu sau:

1. Lap danh muc hé so dién tir trén hé théng
a) Trach nhiém van thu

, Can ctt Danh muc hd so nam 2025 cta Chi cuc da ban hanh tai Quyét dinh
s0 81/QD-CNTY ngay 17/10/2025, van thu Chi cuc thuc hién:

- Lap danh muc ho so ctia Chi cuc trén Hé thong;
- Lap tén cac phong, tram truc thuoc Chi cuc;
- Lap nhom ho so, tai liéu cua cac phong, tram theo danh muc hd so;

- Thuc hién phan quyén “ngudi co quyén cap nhat” cho cdng chuc, vién
chirc va nguoi lao dong lién quan.

b) Trach nhiém cac Phong, tram

Trién khai dén cong chirc, vién chirc va ngudi lao dong thuc hién lap cac
tiéu dé hd so, tai liéu cua Phong, tram trén hé thong Office theo Danh muc hé so
nam 2025 cua Chi cuc da ban hanh.

2. Luu van ban vao danh muc hd so trén hé thong Office

- Cong chuc, vién chuc va nguoi lao dong (goi 1a nguoi lap hd so) duoc
phan cong xt 1y, giai quyet cong viéce, tien hanh cap nhat ho so cong viéc vao
ti€éu dé ho so theo Danh muc ho so hodc bo sung khi phat sinh nhiém vu.

- Véan ban, tai liéu dugc luu vao ho so bang 2 cach: (1) tor nat “Luu ho so
cong viéc”; (2) tir menu “HO so cong vigc™.
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- Nguoi lap hd so ¢6 trach nhiém thu thap, cap nhat dﬁy du van ban, tai liéu
(k€ ca phim, anh, ghi &m néu c6) vao ho so, bdo dam tinh toan ven.

- Khi két thuc ho so, nguoi 1ap hd so 1ap ho so o trach nhiém cap nhét vao
Hé théng céc thong tin con thiéu, thuc hién thao tac “Két thiic vin ban”.

3. Nop luu hd so dién tir vao Luu trit co quan

- Ngu’(‘yi‘lép ho so thue hién thao tac “Nop luu tritr” trén HE théng, bao dam
dang thanh phan va thoi han quy dinh.

- HO so sau khi ndp luu khong con tinh nang luu bd sung van ban.

- Luu trlr co quan c6 trach nhi€ém kiém tra, tiép nhan hodc tra lai hd so
chua bao dam; thuc hién quéan 1y ho so luu trit theo chirc nang, nhiém vu dugc
giao.

- Trinh ty, thu tuc ndp 1u'1~1 thuc hién theo Diéu 30 Nghi dinh sb
30/2020/ND- CP va tai licu hu:(:)’ng dan 1ap ho so dién tir va ndp luu ho so dién tir
vao Luu trir co quan trén HE thong.

(Kém theo tai liéu hudng dan 1ap hd so dién tir va nop luu hod so dién tir
vao Luu trir co quan trén HE thong)

4. Trong qué trinh thuc hién ¢ kho khén, vudng mac kip thoi bao cao vé
Phong Hanh chinh - Tong hop (qua Vén thu) d€ tong hop béo cao cho cap c6
tham quyén.

Yéu cau Trudéng cac Phong, tram va toan thé cong chuc, vién chure, nguoi
lao ddng cuia Chi cuc, nghi€m tuc trién khai thyc hién./.

Noi nhan: CHI CUC TRUONG
- Nhu trén;

- S& Nong nghiép va Mai truong (b/c);
- Lanh dao Chi cuc;
- Luu: VT, HC-TH(Hanh)

P6 Vin Chung
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