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Abstract: The function of archives and records operations assumes a pivotal role in ensuring the orderly
distribution and effective management of critical documents. It serves as a facilitative mechanism for
organizations to execute their functions, mandates, and objectives with precision. Within the realm of
educational institution administration, the archival and storage domain assumes an irreplaceable position,
comprising a substantial segment of administrative office activities. Its direct influence extends to the
management of institutional affairs and the expeditious resolution of daily operational tasks in terms of
both quality and efficiency. However, the University of Saigon currently confronts multifaceted challenges
pertaining to the organization and governance of archival and storage operations. These challenges span
from enhancing the collective awareness regarding this function to the implementation of comprehensive
managerial oversight. Grounded in both theoretical insights and practical observations, this article posits
and scrutinizes a suite of managerial strategies tailored to optimize archival and storage activities at the

University of Saigon.
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1. Pit van dé

V6i tim quan trong cua van thu va luu trit, viéc
quan ly hoat ddng nay hi€u qua tr¢ thanh mot trong
nhitng uu tién cuia mdi co quan, t6 chirc. Trong quan
ly truong dai hoc, day 1a hoat dong khong thé thiéu,
chiém phan 16n noi dung hoat dong hanh chinh cua
van phong. Tai Truong Pai hoc Sai Gon hoat dong
van thu va luu trir d di vao né nép, tuy vy trude
yéu cau d6i moi, can phai c6 su cai thién dé dap tmg.
Tu co so 1y ludn va Kkét qua khao sat thyc trang, bai
bao d& xuat bién phap quan 1y hoat dong van thu, luu
trir nhdm gop phan cai thién nhimg van dé con ton
dong trong quan 1y hoat dong nay & Truong Pai hoc
Sai Gon.
2. N§i dung nghién ctru
2.1. Hoat dgng van thu, luu trit 6 truwong dai hoc va
qudn ly hoat dong van thu, luu triv ¢ truong dai hoc
2.1.1. Hoat dong van thw, luvu trie ¢ truong dai hoc:
Can ctr vao cac van ban quy pham phap luat thi noi
dung hoat dong van thu, luu trit & truong dai hoc
gém: 1) Hoat dong van thu, bao gém cac hoat dong
quan 1y vin ban di; quan 1y vin ban dén; quan 1y vin
ban noi bo; 1ap hd so va ndp luu hd so, tai lidu vao
luu trit co quan; va quan 1y, sit dung con diu cua
truong; 2) Hoat dong luu trir, gdm thu thap, bd sung
tai li€u luu trir; chinh 1y khoa hoc k¥ thuét tai ligu;
xac dinh gia tri tai li€u; bao quan an toan tai li€u luu
trir; théng ké, kiém tra tai liéu; va to chire st dung tai

lidu luu trit theo quy dinh ctia phéap luat vé luu tri.
2.1.2. Quan ly hoat dong van thu, luu trit ¢ truong
dai hoc: Theo tiép can chirc niang thi quan ly hoat
dong van thu, luu trit ¢ truong dai hoc la viéc hiéu
truong str dung cac chic ning quan ly dé tac dong
Ién hé théng nham dat cidc muc dich cta hoat dong
van thu, luu trit. Trong qué trinh d6, cic mdi quan
hé vé phan cong, phan cip trong quan 1y hé thong
giao duc dai hoc n6i chung va tai truong dai hoc noi
riéng, déu phai dugc xem xét dé dam bao tinh khoa
hoc, khach quan trong viéc tac dong cua chu thé 1én
dbi tugng va khach thé quan ly.
2.2. Vai nét vé thue trang qudn ly hoat dong vin
thu, luu triv 6 Truwong Dai hoc Sai Gon

Pé danh gia vé thyc trang quan 1y hoat dong van
thu, luu trit, ching t6i da tién hanh khao sat trén 223
khach thé 12 97 can bd quan 1y va 126 nhan vién hanh
chinh & 42 don vi thuoc Truong Pai hoc Sai Gon,
dudi day 1a vai nét vé thuc trang.
2.2.1. Thyc trang qudn Iy ndng cao nhdn thirc cho
déi ngii CBOL va CVHC dwoc danh gia tot (PTB
3,39 va c6 89% s6 khach thé danh gid tot va kha).
Tuy vay, xdy dung chi tiéu ké hoach rd rang, vira sirc
6 két qua danh gia thap nhat (DTB 3,09; c6 28,6%
danh gia trung binh) cho thiy can ting cudng viéc
xay dung céc chi tiéu ké hoach kha thi, phu hop thuc
tién. Pay 1a mot trong nhitng han ché can thiét phai
cai thién kip thoi.
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2.2.2. Thyc trang ké hoach hod hoat dong van thu,
luu triv

Bdng 2.1: Pdanh gid cia khéch thé vé ké hoach hod
hoat dong van thu, luu triv
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nhién, viéc ra soat, cap nhat tiéu chi, tiéu chuin kiém
tra, danh gia c6 DTB thap nhét (3,22) 1a con sb dang
luu y khi xay dung bién phap.

2.3. Bién phap qudn ly hoat dong van thu, luu triv ¢

Mirc do Ti ru’a‘ng BAgu hgﬂc Sat» Gon,
‘ 3 i B 7 Tu két qua khao sat thuc
TT | Noi dung ot a & BTB | trang, chung t6i dé& xudt 6 bién
SL % |SL |% |SL |% |SL |% phap quan 1y hoat dong vin thur,
Xay dung tam nhin, dinh luwu trir tai Truong Pai hoc Sai
1 |hudng dai han v€ hoatdong (48 21,4148 |66 (28 |12,5 |0 |0 3,09 | Gon theo hu’o’ng phat huy uu
van thu, luu trir
Quy hoach, chuan bi cac dlem va khic phuc cac ton tai,
2 diéukién > : 115 [51,3|60 |26,8{49 (21,9 [0 |0 |3,29 yeu kém nhu sau:
3 |X4cdinhmuctiéuchung | 109 [48.7|58 [259(57 |254 [0 |0 [3,23 Bién phdp 1: Nang cao nhdn
4 | Cacchitiéudaydu, khathi |47 |21 [149 |66,5|28 |12,8 |0 |0 |3,08 | thirc cho doi ngii can bo quan Iy,
5 Xﬁyc:ilmgg@nphép, giai 72 132 |120 |53.6(32 [143 [0 |0 [3.18 gl‘anAg vién, nhan vzean ve vai Atro
puapfween va tam quan trong cua hoat déng
6 rcé"r;h“gpha“ cong, phancdp | 116 |55 88 (39,320 (89 |0 |0 |3.43 | van thu, heu trie
X " . Thuong xuyén boi dudng,
7 | Cokhung kiém tra, danh gia |99 | 44,2101 (45 (24 (10,7 |0 |0 [3,33 nang cao nhan thic Am quan

Bang 2.1 cho thdy ndi dung ké hoach hoa dat mtrc
kha (DTB 3,23). DTB cao nhét ¢ ndi dung 6 (3,43)
va thap nhit 1a noi dung 4 (3,08). Nhin chung cac
n6i dung c6 két qua trong ngudng khé, trong dé cao
nhit 13 phan cong nhiém vu phu hop dén timg bod
phan phu trach va xay dung khung kiém tra, gidm sat
thuc hién. C6 thé nhan théy hoat dong ké hoach hoa
¢6 muc tiéu, chi tiéu ddy du nhung chua cu thé, kha
thi va viéc dé ra cac bién phap dé hoan thanh chi tiéu
chwa day du.

2.2.3. Vé t6 chirc thuc hién hoat dong van thu, luu
trie: Viée thuc hién cac ché do, quy dinh vé van thu,
luu trir dang quy dinh cua phap luat; thyc hién cong
tac van thu, luu trir & cac don vi truc thude duoc
danh gia kha t6t. Van phong truong da thuc hién tot
viéc tham muu gitp viéc hi€u trudong trong hudng
dan, kiém tra nghiép vu. Nguoi dimg dau cac don
vi thudc da cé nhiing tuwong tac tich cuc va kip thoi.
2.2.4. Vé chi dao thuc hién hoat dong van thu, luu
trit: DTB chung dat muc t6t (3,5), DTB cua timg ndi
dung dong déu, khong co cach biét 1on, cho thdy su
chi dao thyc hién 14 tét. Vin thu co quan da thé hién
t6t viéc phd bién, diéu chinh hoat dong phu hop voi
chuyén moén, dung quy trinh, quy dinh va nhan dugc
s6 lugng ngudi danh gia tot hon 60%. Tuy nhién, van
con 15,2% danh gia trung binh véi viéc ban hanh van
ban thiic ddy, d6n ddc thuc hién.

2.2.5. Vé thuc trang vé kiém tra, gidm sat, danh gid
hoat dong vin thw, luu triv deoe danh gid tot (PTB
chung 3,49). Cac ndi dung khong c6 chénh I¢ch cao
vé DTB cho thiy hoat dong nay thuc hién tét. Tuy

trong cua hoat dong van thu, luu trit trong tirng hoat
dong hanh chinh; quan triét, chi dao va xac dinh vai
tro cua van thu, luu trlr 1a dac biét quan trong trong
diéu hanh, quan ly cac hoat dong cuia nha mot cach
kip thoi, hi¢u qua; phé bién vé hoat dong van thu, luu
trit thanh théng tin chinh thirc dén trang Thong tin
dién tir cia Truong Pai hoc Sai Gon bzing cac bai viét
¢6 tinh chat thong ké, cap nhat nhiing ndi dung, quy
trinh hanh chinh dang ddi méi, tao diéu kién thuan
loi cho d¢i ngii ndm bat va so sanh ddi chiéu trong
cong tac hién tai.

Bién phdp 2: Ban hanh, b6 sung cdc van ban theo
hieémg ké hoach héa tong thé hoat dong van thie, luu
trit dé thiee hién nhat qudn, hiéu qud

Trude hét 1a xay dung quy ché van thu, luu tri
chung v&i huéng dan chi tiét cu thé vé quan 1y van
ban di, dén; lap hd so va ndp luu hd so vao luu trix
cling nhu quy dinh thoi han bao quan hd so tai liéu
dbi v6i timg loai tai lidu riéng biét dua trén cac cin
cu phap ly; xay dung va ban hanh van ban huorng
dan vé xay dyng danh muc hd so, tai liéu dé tir d6
¢6 phuong an cho viéce thu thap, bd sung tai liéu; xay
dung va ban hanh bang thoi han bao quan hd so, tai
lidu luu trit; xay dung ké hoach chinh 1y tai ligu, s6
hoa ho so, tai liéu phu hop véi tién d6 cia cong tac
hanh chinh nha truong theo ndm hoc; xay dung va
ban hanh ké hoach thuc hién hoat dong van thu, luu
trir dén toan thé cic don vi trong nha truong, gdm
quy trinh lam viéc ddi véi cong tac xir Iy van ban lién
quan dén xac minh van bang chimg chi, sao y, chimg
thuc; quy trinh giai quyét cong viéc & timg don vi
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trong nha truong.

Bién phdp 3: Kién toan ddi ngii, bo tri nhan su
hop i va tang cwong dao tao, boi dwdng nghiép vu
aé ndng cao hiéu quad 16 chirc thuc hién cdc hoat
dong van thu, lvu triv

B6 tri du céac vi tri lam viée va to chire dao tao,
boi dudng dé doi ngii lam cong tac van thu luu trir
c6 dir trinh d6 chuyén mon, nghiép vu va k¥ ning vé
cong tac van thu, luu trt. Hoan thién td chirc bd may
van thu, luu trir cua truong, gdm cac phong, ban,
don vi nhu Phong Van thu - Luu tri (hodc Phong
Hanh chinh - Van thu), Ban Van thu - Luu trit cta
cac khoa, vién, trung tdm; Ban Van thu - Luu trit cua
Hoi déng Khoa hoc va Pao tao; Ban Van thu - Luu
trir ciia Hoi dong Tuyén sinh...Té chtrc cac 16p boi
dudng, nang cao ban linh chinh tri, dao dirc 16i séng,
dao dirc nghé nghiép. Bdi dudng nang cao hiéu biét
quan diém, chu truong ciia Pang, Nha nudc ddi voi
cong tac van thu, luu trii.

Bién phdp 4: Pam bado sw thong nhat trong chi
dao ddi véi moi hoat dong va moi cdc ca nhan, )
chire trong thuc hién hoat dong van thu, luu triv

Trude hét can to chirc viée phé bién ban hanh
cac van ban chi dao va huéng dan vé cong tac van
thu - luu trir; ra soat dé phan cong, phan cap rd rang
trach nhiém va quyen han cuda céc b phan lién quan.
Sau d6 1a xay dung ké hoach chi tiét cho cong tac
van thu - luu trir hang nam; bod sung va hoan thién hé
thong van ban hudng din cong tac nay; to chic kiém
tra, giam sat va danh gid hiéu qua hoat dong; nang
cao nang lyc cho can bd lam cong tac van thu - luu
trit. Thong nhét phuong thirc lanh dao quén triét cac
chi dao ctia nha truong thong qua cong tac tb chirc,
can by

Bién phdp 5: Ting cueong kiém tra, gidm sdt viéc
thuc hién va danh gia két qua hoat dong van thu,
lwu triv

Noi dung bién phap can tap trung cho kiém tra
cong tac quan Iy Nha nudc vé van thu, luu trir; kiém
tra viéc xay dung va ban hanh cac van ban chi dao,
hudng dan cong tac van thu, luu trii; kiém tra viéc
td chirc va thuc hién cong tac van thu, luu trit; kiém
tra vi¢c ung dung cong ngh¢ thong tin trong cong tac
van thu, luu trit; kiém tra viéc xay dung va trién khai
cac quy ché, quy trinh, biéu miu lién quan dén cong
tac van thu, luu trir; kiém tra viéc phan loai, sép xép,
bao quéan va khai thac thong tin trong cac loai hd so;
kiém tra viéc xay dung va duy tri hé thong co s dit
li¢u thong tin dién tur; kiém tra viéc thuc hién vai tro
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lanh dao cua can bg, dang vién ¢ cac khau cua hoat
dong van thu, luu trit ciia nha truong

Bién phdp 6: Ning cdp, xdy dwng co sé vit chat,
trang thiét bi ky thudt, vmg dung cong nghé vao hoat
dong van th, luu trir

Thuyc hién chudn bi k¥ ludng hé thong trang thiét
bi phuc vu céc yéu cau vé s hoa tai liéu, dap tmg
yéu ciu vé luu khod bi mat dung dé ma hoa va giai
ma thong tin theo cac van ban phap luat (Nghi dinh
s6 30/2018/ND-CP ngay 08/3/2018 ciia Chinh phu
vé thiét bj luu khoa bi mat; Thong tu sé 30/2019/
TT-BNV ngay 31/12/2019 ctia B Noi vu); chuén bi
ha ting cong nghé thong tin, nhan luc cho viée s6
héa va ung dung cac thanh tyu khoa hoc hién dai vao
van thu, luu trit trong thoi dai cong nghiép 4.0; thong
ké, danh gia tinh trang céc trang thiét bi hd tro hoat
dong van thu, luu trlt tai van thu co quan va cac van
thu don vi trong nha truong; nang cao hé thong phan
mém thuong thire trong cong tac vin phong vé do
bao mat, phién ban, dung lwong luu trit phin cing,
hiéu suat hoat dong; dam bao két ndi hé thong mang
ni b va mang internet dap tmg tra ciru cac cong
thong tin dién tir, truyén tai va tiép nhan thong tin
dugc thuan loi.

3. Két luan

Hoat dong van thu, luu trlt va quan 1y hoat dong
van thu, luu trir d6i v6i don vi dic thu vé giao duc
nhu ¢ Truong Dai hoc Sai Gon mang y nghia quan
trong va cép thiét, co su anh huong dac biét dén toan
dién cac linh vuc hoat dong nha truong vé hiéu qua
va chat luong hoat dong ctia don vi. Cac bién phap
duoc tac gia d& xuét can duoc tién hanh déng bo va
tich cuc dé c6 thé gop phan tao nén chuyén bién c6
loi dén thuc trang da duogc phan tich. Hy vong day s€
1a bai viét, nhirng tu liéu thyc tién, hiru ich dé cac nha
quan ly gido duc tham khao./.
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