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

TINH THANH HOA Poc lap - Tu do - Hanh phic
TRUONG PAI HOC HONG PUC
s6: L5¢ /PHHD-HCTH Thanh Hod, ngay # thing 12 nam 2015

V/v giao nop hoé so
luu trir nam 2015.

Kinh gui: Trudng cdc don vi truc thudc trudng, cac t6 chitc doan thé.

Thuc hién Phép lénh luu trit Quéc gla va c4c vin ban huéng dan, chi dao ctua
Trung tam luu trit tinh Thanh Hod, Hiéu truéng Trudng Pai hoc Hong Diic yéu cau
cdc ong (ba) trudng don vi truc thudc thuc hién t6t cic ndi dung sau:

1. Can cit ban danh muc hé so tai lieu (HSTL) cdc don vi phai nop vao kho
Luu trit cia truong (cé danh sach kém theo). Truo’ng cdc don vi truc thudc, céc t6
chic chinh tri - x4 hoi c¢6 trdch nhiém bd tri thoi gian dé cén bo, nhan vién lam
nhiém vu trg 1y hanh chinh cta don vi minh thu thap day da HSTL cta trudng
PHHD tir ndim 2009 dén nam 2015 nop vao kho Luu trit ctia Truong.

2. Thoi gian giao nop HSTL Luu trir tr ngay 22/01/2016 dén ngay
28/01/2016 (c6 lich kem theo).

3. Pia diém giao nop: Tai phong 301, tdng 3 nha diéu hanh co s§ 1 (dong
chi Pham Thi Huong cén b6 luu trit - phong HC-TH).

Trudng cdc don vi truc thudc, céc t6 chic chinh tri - xa hoi ¢6 trdch nhié¢m
huéng din, don doc cén bo, nhan vién lam cong tdc vin thu cua don vi minh thuc
hién nghiém tic cdac ndi dung trén./.

Noi nhdn:

- Nhu trén;
-Luu VT, HCTH.

Hoang Van Thi



(KEM THEO CONG VAN 8O: 2% DHHD-HCTH NGAY 3/ THANG 12 NAM 2015

LICH GIAO NOP HSTL LUU TRU

CUA HIEU TRUGNG TRUONG PAI HOC HONG PUC).

Thir ngay Pon vi giao nop HSTL Ghi chui
IT <
18012016 | Phong HC-TH
I "
19/01016 [ RonE TCA8
IV 3 X
20/01/2016 Phong Dao tao
A" 3
21/01/2016 Phong CT HSSV
VI Buéi sang: Phong KH-TC
22/01/2016 | Budi chiéu: Khoa Tai chiic
II Bu6i sdng: Phong QT-VT-TB
25/01/2016 | Budi chiéu: Phong QLKH
111 Buéi sang: Phong HTQT
26/01/2016 | Budi chiéu: Phong DPBCL&KT
v Buéi sdng: Phong Thanh tra
27/01/2016 | Budi chiéu: Ban QLDAXD
\% Budi sang: Doan Thanh nién
28/01/2016 | Budi chiéu: Cong doan




BANG THOI HAN BAO QUAN

HO SO, TAI LIEU HINH THANH PHO BIEN TRONG HOAT PONG

CUA CAC PON VI TRONG TRUONG

(BAN HANH KEM THEO CONG VAN $O0:25% PHHD-HCTH

NGAY 3/ THANG 12 NAM 2015

STT TEN NHOM HO SO, TAI LIEU THBQ
I. Phong HCTH
1 Hb so ky niém céc ngay 18 16n, su kién quan trong do co | Vinh vién
quan cht tri t6 chiic.
2 | Ho so hoi nghi téng két, so két cong tdc cua trudng
- Téng két nam Vinh vién
- So két thang, quy, 6 thidng 5 nam
3 K& hoach, bdo cédo, cong tdc hang nam
- Clia co quan cép trén 10 nam
- Cta trudng va céc don vi Vinh Vién
4 K& hoach, bdo cdo cong tic quy, 6 thang, 9 thing
- Cua co quan cép trén 5 nam
- Cua truong va cic don vi 20 nam
5 K& hoach, bdo cdo thing, tuin
- Cua don vi cép trén 5 nam
- Cua truong va cac don vi 10 nam
8 K& hoach, bdo cdo cong tdc dot xudt 10 nam
9 | Tap van ban vé thi dua, khen thudng cuia co quan cép Pén khi van ban hét
trén hiéu luc thi hanh
10 | Hé so xay dung, ban hanh quy ché&/quy dinh, huéng dan | Vinh vién
vé thi dua, khen thuong
11 | H6 so hoi nghi thi dua do nha trudng ch tri td chic Vinh vién
12 | K& hoach, bdo cdo cong tac thi dua, khen thudng
- Dai han, hang nam Vinh vién
- 6 thang, 9 thing 20 nam
- Quy, thing S nam
13 | Ho so khen thudng cho tap thé, cd nhan.
- H6 so khen thudng cua Chu tich Nude va Tha tuéng Vinh vién
Chinh phu
- H6 so khen thudng cua Bo trudng, Thu trudng co quan | 20 nam
ngang bd, co quan thudc Chinh pht, Chu tich UBND cip
tinh va tuong duong
- H6 so khen thudng cua truong 10 ndm
14 | Cong vin trao déi vé cong téc thi dua khen thuong. 10 nam
15 | Tap van ban vé cong téc van thu-luu trit gii chung dén | Bén khi vin ban hét

truong (ho so nguyén tic).

hiéu luc thi hanh




16 | H6 so xay dwng, ban hanh quy dinh, huéng dan cong tic
Van thu, Luu trt
- Nam, nhiéu nim Vinh vién
- Quy, thang 10 nam
17 | Bdo cdo thong ké vin thu, luu trif va tai liéu luu triv 20 nam
18 | K& hoach, bdo cdo cong tdc van thu, luu trit nam, nhieu | Vinh vién
nam, quy, thang
19 | H6 so vé quan 1y va st dung con ddu 20 nam
20 | Tap luu, s6 diang ky vin ban di cla trudng
- Chi thi, quyét dinh, quy dinh, quy ché, huéng dan Vinh vién
- Vian ban khac 50 nam
21 | S6 diang ky ban dén. 20 nim
I1. Phong T6 chirc - T6 chiic
22 | Tap van ban vé cong tdc t6 chiic, cdn b gui chung dén | Dén khi van ban hét
céc co quan (hd so nguyén tic) hiéu luc thi hanh.
23 | Ho so xay dung, ban hanh Diéu 1¢ t6 chitc, Quy ché lam | Vinh vién
viéc, ch€ do/quy dinh, huéng din vé t6 chiic can bo
24 | K& hoach, bdo cdo cong tac t6 chiic, cin bod
- Dai han, hang nam Vinh vién
- 6 thdng, 9 thing 20 nam
- Quy, thang 5 nam
25 | HO so vé viéc thanh lap, doi tén, thay doi chic ning, Vinh vién
nhiém vu, quyén han ctia trudng va cac don vi
26 | Ho so vé viéc hgp nhat, sap nhap, chia tach, gidi thé cia | Vinh vién
truong va cac don vi
27 | H6 so xay dung, ban hanh tiéu chudn chiic danh cong Vinh vién
chtic, vién chiic
28 | HO so vé xay dung va thuc hién chi tiéu bién ché Vinh vién
29 | Bdo cdo théng ké danh séch, s6 luong cin bo Vinh vién
30 | Ho so vé quy hoach cin bo 20 nam
31 | H6 so vé viéc b6 nhiém, dé bat, diéu dong, luan chuyén | 70 nim
can bo.
32 | H6 so vé viéc thi tuyén, thi nang ngach, kiém tra chuyén
ngach hang nam
- Béo céo két qua, danh sdch tring tuyén 20 nam
- H6 so du thi, bai thi, tai liéu t6 chic thi 5 nam
33 | HO so ky luat cdn bo 70 nam
34 | HO so giai quyét ché do (huu tri, t tudt, tai nan lao 70 nam
dong, bénh nghé nghiép, bdo hiém xa hdi...)
35 | Ho so gbc cin bo, cong chic, vién chiic Vinh vién
36 | K& hoach, bdo cdo cong tac dao tao, boi dudng can bo. | Vinh Vién
37 | K€&hoach bdo cdo cua cong tic lao dong, tién luong




- Dai han, hang nam

Vinh vién

- 6 thang, 9 thang 20 nam
- Quy, thang 5 ndm
38 | Ho so xay dung ban hanh dinh mic lao dong cla truong Vinh vién
va bdo cdo thuc hién
39 | Ho so xay dung ché do bao ho, an toan, v¢ sinh lao dong Vinh vién
cua truong
40 | Ho so xay dung, ban hanh ché& do phu cép cta trudng va | Vinh vién
bio cdo thuc hién
41 | Ho6 so nang luong ctia cdn bo, cong chiic, vién chiic 20 nam
I11. Phong Pao tao
42 | Vin ban chi dao cép trén Pén khi van ban hét
hiéu luc thi hanh
43 | H6 so tuyén sinh hé chinh quy Vinh Vién
44 | Bdo cdo cong tic tuyén sinh Vinh vién
45 | Ho so vé cong tiac nghiép vu 20 nam
46 | Ho so vé k& hoach day, hoc 20 nam
47 | Ho so vé cong nhan t6t nghiép hé chinh quy Vinh vién
IV. Phong cong tac HSSV
48 | Ho so ti€p nhan HSSV nhap hoc Vinh vién
49 | Ho6 so vé thanh tra, kiém tra, x4c minh h6 so cuia HSSV | 20 nam
50 | Ho so giai quyét ché do, chinh sich ciia HSSV Vinh vién
51 | Ho so khen thudng, ky luat HSSV 20 nam
52 | H6 so quan 1y noi trd, ngoai trd cuia HSSV 20 ndm
53 | Ho so vé cong tic thong tin, tuyén truyén 20 nam
54 | Ho so vé t6 chiic tudn sinh hoat cong dan HSSV 20 nam
V. Phong Ké hoach-Tai chinh
55 | K& hoach, bdo céo cong tic quy hoach, k& hoach, thong
ké.
- Dai han, hang nam Vinh vién
- 6 thang, 9 thing 20 nam
- Quy, thiang 5 nam
56 | Ho so xay dung quy hoach phat trién cua trudng Vinh vién
57 | Ho6 so xay dung dé 4n, du 4n, chuong trinh muc tiéu cua | Vinh vién
truong phé duyét
58 | Ho so quan 1y, 6 chic thuc hién céc dé dn, du én, Vinh vién
chuong trinh muc tiéu cua trudng.
59 | H6 so thdm dinh, phé duyét dé an chién lugc, dé dn quy | Vinh vién
hoach phit trién, dé 4n, du dn, chuong trinh muc tiéu cua
cdc doi tuong thudc pham vi quan 1y cua truong.
60 | Ho so xay dung ké& hoach va béo cdo thuc hién k€ hoach

- Dai han, hang nam

Vinh vién




- 6 thing, 9 thang

20 nam

- Quy, thiang 5 nam
61 | K& hoach va béo cdo thuc hién k& hoach ctia cdc don vi
trong trudng
- Dai han, hang nam Vinh vién
- 6 thang, 9 thang 20 nam
- Quy, thang 5 ndm
62 | Ho so chi dao, kiém tra viéc thuc hién k& hoach 20 nam
63 | Ho so xay dung, ban hanh cdc van ban quy dinh, huéng | Vinh vién
din vé thong ké cua truong
VI. Phong QT-VT-TB
64 | Ho so stra chita nho cdc cong trinh. 15 nam
65 | Ho so vé mua sdm tai san, van ban diu thau, hop dong, | 10 nam
thanh 1y hop dong
VII. Phong Quan ly khoa hoc
66 | Ho so vé viéc xay dung quy ch& hoat dong khoa hoc Vinh vién
cong nghé cta trudng
67 | Ho so hoi nghi, hoi thao khoa hoc do trudng t6 chiic Vinh vién
68 | K& hoach, bdo cdo cong tac khoa hoc, cong nghé
- Dai han, hang nam Vinh vién
- 6 thang, 9 thiang 20 nam
- Quy, thang 5 nam
69 | Ho so hoat dong ctia Hoi dong khoa hoc cuia trudng Vinh vién
70 | Hé so chuong trinh, dé tai nghién cttu khoa hoc
- Cip nha nudc Vinh vién
- Cap bo, nganh Vinh vién
- Cip co sO 10 nam
71 | Ho6 so sdng kién, cai tién k¥ thuat, quy trinh cong ngh¢
hoac gidi phédp hitu ich dugc cong nhan
- Cap nha nudc Vinh vién
- Cip bo, nganh Vinh vién
- Cip co sO 10 nam
72 | Ho so xay dung, trién khai tng dung khoa hoc cong Vinh vién
nghé cua truong.
73 | Cdc bdo cdo khoa hoc chuyén dé do trudong thuc hién dé |20 nam
tham gia cdc hoi thao khoa hoc
VIII. Phong hop tiac quoc té
74 | H6 so hoi nghi, hoi thio qudc té cla trudong chu tri Vinh vién
75 | K& hoach, bdo cdo cong tic hgp tic qudc t&
- Dai han, hang nam Vinh vién
- 6 thing, 9 thing 20 nam
- Quy, thiang 5 nam




76 | H6 so xay dung chuong trinh, dy én hop téc quéc t& cua Vinh vién
truong
77 | H6 so vé viéc thiét 1ap quan hé hop téc v6i cdc co quan, | Vinh vién
td chitc nudc ngoai
78 | Ho so vé viéc tham gia cdc hoat dong cua hié¢p hoi, 16 Vinh vién
chic quoc t& (hoi nghi, hoi thao, diéu tra, khao sit,
thong ké...)
79 | H6 so doan ra
- Ky két hop téic Vinh vién
- Hoi thao, trién 1am, hoc tap, khdo sat... 20 nam
80 | H6 so doan vao
- Ky két hop téic Vinh vién
- Hoi thao, trién 1am, hoc tap, khdo st. .. 20 nam
IX. Phong dam bao chit luong va khao thi
81 | Cac van ban chi dao clia cdp trén vé cong tac dam bao Pén khi vin bao hét
chat luong va khao thi. hiéu luc thi hanh
82 | H6 so xay dung ké& hoach ngan han (thdng nam), k& Vinh vién
hoach trung han va dai han vé cong tic dam bdo chat
luong va khdo thi clia nha truong.
83 | Ho so k& hoach, chuong trinh, bdo cdo, quy ché, quy Vinh vién
dinh vé cong tdc dim bao chat lugng va khao thi ctua nha
trudng.
84 | Ho so vé thanh tra, kiém tra cdc ky thi ctia nha truong 20 nam
85 | H6 so vé QMS IS0 9001:2008 20 nam
X. Phong thanh tra
86 | Cac van ban chi dao clia cip trén vé cong tdc thanh tra | Dén khi van ban hét
gido duc hiéu luc thi hanh
87 | K& hoach, chuong trinh, bdo cdo quy ché€ vé cong tic Vinh vién
thanh tra cua nha trudng
88 | Ho so vé thanh tra, kiém tra céc ky thi ctia nha truong 20 nam
XI. Khoa Tai chire
89 | Cac van ban chi dao clia cap trén vé cong téc tuyén sinh | Dén khi van ban hét
hiéu luc thi hanh
90 |HO so vé cong tac tuyén sinh cdc hé LT, VLVH, VB2. Vinh vién
91 | Ho so vé cong tac tuyén sinh dao tao céc 16p lién két Vinh vién
91 | Ho so vé cong nhan tot nghiép Vinh vién
92 | Ho so vé bdo céo, thong ké so lugng HSSV t6t nghi¢ép. | 20 nam
93 | HO so vé cong tac nghi¢p vu 20 nam
XII. Ban Quan ly xay dung
94 | H6 so xay dung cdc cong trinh thuoc pham vi trudng
quan 1y do UBND tinh QD dau tu:
- Quy hoach, khao sit, thi¢t k& Vinh vién




- Ho so thi cong, bién ban nghi¢ém thu Vinh vién
- Ban vé hoan cong Vinh vién
95 | K& hoach, bdo cdo vé cong tic xay dung co ban cua nha | 20 nam
trudng
96 | HO so thanh tra vé cong tic XDCB cua co quan cép trén | 20 nam
tai truong.
XIII. cong doan
97 | Tap van ban chi dao, huéng dan ctia t6 chic Cong doan | Dén khi vin ban hét
cdp trén hiéu luc thi hanh
98 | Ho so Dai hoi Vinh vién
99 | Chuong trinh, k& hoach va bdo cdo cong tac
- Téng két nam, nhiém ky Vinh vién
- Thang, quy, 6 thing 10 nam
100 | H6 so vé t6 chifc thuc hién cdc cudc van dong 16n, thuc | Vinh Vién
hién nghi quyét cua t6 chitc Cong doan
100 | Tai liéu vé t6 chiic, nhan su va cdc hoat dong cua to Vinh vién
chic Cong doan
101 | H6 so hoi nghi can by, cong chiic, vién chic hang nam | 20 nam
cua truong
102 | S6 sach 20 nam
XIV. Doan Thanh nién
103 | Tap van ban chi dao, huéng dan cua t6 chic Poan cidp | Dén khi vin ban hét
trén hiéu luc thi hanh
104 | HO so Dai hoi Vinh vién
105 | Chuong trinh, k& hoach va bdo cdo cong tac
- Téng két nam, nhiém ky Vinh vién
- Thang, quy, 6 thing 10 nam
106 | H6 so t6 chie thuc hién cdc cudc van dong 16n, thuc Vinh vién
hién nghi quyét cua Dang, Nha nudc, Poan Thanh nién
107 | S6 sach 20 nam
Ghi chu:

- HSTL vé cong tac tuyén sinh giao nop vao kho luu trit theo ting nam.

- HSTL vé cong nhan t6t nghiép giao ndp vao kho luu trit theo khod hoc.

- HSTL vé céc du dn, cong trinh xay dung, dé tai NCKH giao nop vao kho
luu trir sau khi hoan thanh, nghiém thu.

- Cac HSTL khéc giao nop hang nam theo quyét dinh.




