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S L{G /KH-SGDDT Thioh phd HE Chi Minh, ngepd S théngA0nim 2022

TRUUNG CAO BANG LY TU TRONG
‘THANH PHO HO CHIMINH

T i ~ KEHOACH
BENNghy:AQ.’,AO.ﬂZOZZ T6 chire tip huan cong tdc vin thw, leu triv ndm 2022

| ITITR TORTOIT: SR ¢ ﬁ‘lil ctt Quyét dinh s6 14/2021/QP-UBND ngay 18 théng 5 nim 2021 cia

Uy ban nihan dan Thanh phd HS Chi Minh ban hanh Quy ché t& chirc va hoat
dong ctia S& Gido duc va Dao tao Thanh phd Hb Chi Minh;

Thuc hién K& hoach cdng tic nim hoc 2022 — 2023;

S& Gido dyc va Pao tao x4y dung Ké hoach t& chirc tip hufn céng tic vin
thu, luu trit ndm 2022 cu thé nhu sau:

I. MUC TIEU, YEU CAU

1. Muc tién

- Nhim néng cao nhén thirc, trach nhiém cua céc co quan, td chuc, cong
chire, vién chtrc vé cdng tac vin thu, luu trl; hudéng dén, trién khai thuc hién cac
quy dinh mdi va dam bao thong nhat trong vi€c thuc hién phép ludt vé céng tic
vén thu, luu tri.

- Trién khai nhiém vu hién dai hoa cong tac vén thu, luu trll; quén ly, st
dung vin ban dién tir, ldp ho so, tai liéu dién t nham diy manh qua trinh thuc
hién cai cach hanh chinh trén dia ban Thanh phd H6 Chi Minh.

2. Yéu cau

- N6i dung tap huan ddm bao hiéu qua, trong tdm, thiét thuc; gitp cdng
chire, vién chirc nam viing ndi dung can thuc hién céc quy trinh, nghiép vu trong
xtr ly véin ban giay, van ban dién tir dé giai quyét céng viéc hang ngdy tai co
quan, don vi.

- Sau tdp huén cong chirc, vién chiic lam cdng tic vin thu, luu trit hiéu
dugc nhitng ndi dung co ban vé cdng tac van thu, luu trit nhu: k¥ thuét soan
thao van ban; quan ly vdn ban di — dén, quan ly con dau; 14p ho so va giao ndp
ho so, tai liéu vao Luu trli co quan, Luu trit lich sit; bdo quan an toan tai liéu, to
chtrc khai théc, st dung tai liéu.

IL. POI TUQNG, NOI DUNG
1. Pbi twgng

- Cén bg, cong chirc, vién chire cac phong thude Sa.
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- Hiéu trudng, Hiéu pho, Giam dbe cac trung tdm GDTX, GDNN-GDTX,
tht truéng céc don vi truc thude S& va can bo phu trach céng tac van thu ctua
trudng Trung hoc phd théng, trudong phd théng nhiéu cép hoc, Trung tAm
GDTX, GDNN-GDTX va céc don vi trwe thude So.

2. Noi dung Hoi nghi

- Trién khai thuc hién Nghi dinh 30/2020/ND-CP ngay 05/3/2020 cta
Chinh phtt v& cong tac vin thu, luu trit va mot s6 vin ban vé nghiép vu céng tac
vin thu, luu trit; trong do6 tap trung vao cac quy dinh vé tiép nhép véin ban di,
dén trén mdi truong dién t va ban gidy; soan thao, ky ban hanh vin ban; thé
thite k§ thudt trinh bay vin ban; quan Iy sir dung con déu, thiét bi luu khéa bi
mét, xtr 1y tai lidu dién tr trong cdng tac vén thu, luu trlt; cdc chitc ndng co ban
ctia Hé théng quén ly tai liéu dién t&r trong qua trinh x1r ly cong viéc cua cdc co
quan, t& chic.

- T4 chitc 1am bai thu hoach sau mdi budi tép huén cho céc can bd, cong
chire, vién chirc.

1. THOT GIAN, BIA PIEM TO CHUC

1. Thoi gian: dy kién 03 ngay: 29, 30/11 va 01/12, gém 03 16p

-Lop 1: Gom dbi tugng tap hudn thubc céc cum chuyén mén: Cum chuyén
moén 01, 02, 03.

- Lép 2: Gom dbi tuong tap hudn thudc cc cum chuyén mén: Cum chuyén
mon 04, 05, 06.

- Lép 3: Gom dbi twong tap hudn thudce cdc cum chuyén mén: Cum chuyén
mdn 07, 08, céc Trung tAm GDTX, GDNN-GDTX va céc don vi tryc thudc Sé.

- Buéi sang: tir 08g00 dén 11 g00: Hiéu trudéng, Hiéu phd, Giam dbc cac
trung tAm GDTX, GDNN-GDTX va thu trudng cac don vi trye thude.

- Budi chiéw: tir 14g00 dén 17g00: can bd phu trach cong téc van thu, luu
trlt tai cac don vi.

2. Pia diém: Hoi trudmg 2.1 - S& Gido duc va Do tao.

IV. TO CHUC THU'C HIEN

1. Giao cho Van phong S& chi tri, phdi hop vdi cic co quan, don vi lién
quan td chirc trién khai thuc hién ké hoach dam bao ndi dung, chuong trinh de
ra; chuén bj tai liéu, bd trf dia diém, mdi béo céo vién, gii gidy moi tham gia tap
huén dam bao ding thanh phén, sb luong.

2. Viin phong S& dam bao diy du céc didu kién can thiét d& phuc vu céc
16p tap huén.
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3. Dé nghi l&nh dao, thi trudng cic don vi cdn cir vao doi tugng tép hudn,
ctr ¢ong chure, vién chie thude tham quyén quan ly tham du tdp huan day du,
ding thanh phan.

V. KINH PHI THUC HIEN:
Thuc hién ngan sach nha nude theo quy dinh./ .

Noi nhin:

- Ban Gidm déc;

- Céc phong thude So;

- Hiéu trudng cédc truong THPT;

- Giam dbc cac Trung thm GDTX, GDNN-GDTX;
- Thi trudng céc don vi truc thude;

- Luu: VT, QA.

Nguyén Vin Hiéu



