Nguoi ky: Van phong Hoi dong nhan dan va Uy ban nhan dan
Email: binhchanh@tphcm.gov.vn o

Co quan: Huyén Binh Chanh, Thanh pho H6 Chi Minh

Thoi gian ky: 14.05.2020 09:23:32 +07:00

UY BAN NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM
HUYEN BINH CHANH Poc lap - Tu do - Hanh phiic
86:490 /KH-UBND Binh Chdnh, ngayl kthdng 5 nam 2020
KE HOACH

Tap huén cong tic vin thw, lru trir nim 2020
trén dia ban huyén Binh Chanh

Can ctr Ké hoach s6 5410/KH-SNV ngay 31 thang 12 nam 2019 cia S
N6i vu vé cong tac quan 1y nha nude vé van thu, luu trir va quéan ly tai liu luu
trir nam 2020;

Can ctr Ké hoach sb 75/KH-UBND ngay 07 thang 3 nim 2018 cia Uy
ban nhan dan huyén Binh Chéanh vé chinh 1y tai liéu ton dong tai cdc co quan
thuéc nguén ndp luu vao Trung tdm luu trir lich sit Thanh phé trén dia ban
huyén Binh Chanh giai doan 2018 - 2022; Céng vin s6 3879/UBND ngay 19
thang 9 nim 2019 cta Uy ban nhén dan huyén Binh Chéanh vé trién khai, thuc
hién chinh ly tai liéu luu trir va ndp luu vao Luu trlr co quan, Trung tdm Luu trit
Lich st Thanh phd;

Cin ctr Ké hoach sb 63/KH-UBND ngay 04 thang 3 nim 2019 cua Uy
ban nhan dén huyén Binh Chanh vé ting cudng cong téc quéan ly va hoat dong
van thu, luu trir tai ny ban nhan dén x4, thi trn trén dja ban Huyén, giai doan
2019 —2022;

Can cir Ké hoach s6 44/KH-UBND ngay 05 thang 02 ndm 2020 cua Uy
ban nhan dan huyén Binh Chéanh vé thuc hién cong tic quan 1y nha nudce vé vin
thu, luu trir va quan ly tai liéu luu trir ndm 2020,

Uy ban nhan dan huyén Binh Chénh ban hanh K& hoach to chtre tdp huin
cong tac van thu, luu trit nam 2020, nhu sau:

I. MUC PICH, YEU CAU

1. Tiép tuc nang cao nhdn thirc va trach nhiém cta cén bd, cong chirc,
vién chirc vé tam quan trong cua cong tac van thu, luu trit tai co quan, don vi.

2. Cap nhat, boi dudng kién thire, nghiép vu cho can bg, cong chire, vién
chire thuc hién tot cong téc van thu, luu trir tai co quan, don vi, gop phén thure
hién cdng tac 1ap ho so va giao ndp ho so, tai liéu vao Luu trlt co quan theo quy
dinh.

3. Boi dudng kién thirc co ban vé nghiép vu chinh ly tai liéu luu trir dbi
vOi can bg, cong chire, vién chirc; gitp can bd, cong chire, vién chite thuc hién
tot viéc gidm sat chinh ly tai liéu luu trir khi trién khai thue hién K& hoach sé
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75/KH- UBND ngay 07 thang 3 nam 2018 cua Uy ban nhén dan huyén Binh
Chanh vé chinh 1y tai liéu ton dong tai cdc co quan thudc ngudn nop luu vao
Trung tdm luu trit lich str Thanh phé trén dia ban huyén Binh Chanh g1a1 doan
2018 — 2022, K& hoach sd 63/KH-UBND ngay 04 thang 3 nam 2019 vé ting
cuorng cong tac quan ly va hoat dong vén thu, Tuu trir tai Uy ban nhan dan xa, thi
trdn trén dia ban Huyén, giai doan 2019 — 2022 va Cong van 5O 3879/UBND
ngay 19 thang 9 nam 2019 cua Uy ban nhan dén huyén Binh Chanh vé trién
khai, thuc hién chinh 1y tai liéu luu trit va ndp luu vao Luu trir co quan, Trung
tam Luu trtt Lich st Thanh phd.

4. Dbi tuong tham gia tap huén phai dam bao tham du day du, dung thanh
phan theo ké hoach dé ra.

IL. NOI DUNG TAP HUAN
1. Budi sang (Tir 8 gio dén 11 giv 30 phiit)

- Soan thao va ky ban hanh van ban hanh chinh; thé thirc, k¥ thuét trinh
bay van ban hanh chinh; viét hoa trong van ban hanh chinh.

- Thé thttc, k§ thuét trinh bay vin ban hanh chinh cua Dang.
2. Bubi chidu (Tir 13 gid 30 dén 16 gio' 30 phiit)

- Quan ly van ban.

- Lap ho so va ndp luu ho so, tai liéu vao Luu trlr co quan.

- Quan ly, su dung con dAu va thiét bi luu khéa bi mat trong cong tac van
thu.

- Huéng dén kiém tra chét lugng ho so, tai liéu sau chinh ly; cong tac
chuén bi va céc thanh phan ho so, tai liéu dé giao nop hd so, tai liéu thude nguon
ndp luu vao Trung tdm Luu trit Lich st Thanh phé.

- Giai dap thac mac c6 lién quan.

I1I. THANH PHAN THAM DU’

1. L6ép 1: Khi x4, thi tran

a) Thoi gian: Dy kién ngdy 13 thang 8 nam 2020 (thir Nam).

b) Pia diém: Hoi truong Uy ban nhan dan huyén Binh Chanh, Sb 349
dudng Tén Tac, thi trin Tan Tac, huyén Binh Chanh.

¢) Thanh phan: Khoang 418 nguoi

- Pai dién Thudng truc Pang uy, Hoi dong nhan dan, Uy ban nhan dan x4,
thi trdn: 03 nguoi/don vi (48 nguoi).

- Pai dién ny ban Mait trén T quéc Viét Nam va cac doan thé x4, thi tran:



05 nguoi/don vi (80 nguoi).

- Céng chitre, can bo khong chuyén trach: Cir tdi thiéu 50% sb lugng can
b, cong chirc va can bo khéng chuyén trach dé tham gia tap huan (trong dé bat
budc phai c6 cong chirc, can by khong chuyén trach duge phan céng phu trach
cong tac van thu — luu trir ctia don vi), khoang 290 nguoi.

2. Lép 2: Khdi cac co quan chuyén mén va cac don vi sw nghiép cong
lap thude Uy ban nhéin dian Huyén

a) Thoi gian: Du kién ngay 14 thang 8 nim 2020 (thir Sau).

b) Pia diém: Hoi truong Uy ban nhan dan huyén Binh Chanh, S 349
duong Tén Tuc, thi trdn Tan Tic, huyén Binh Chéanh.

¢) Thanh phan: Khoang 320 ngudi

- Co quan chuyén mén (12 co quan va Doi Quan ly Trat tu dé thi): Pai
dién Lanh dao (01 nguoi/don vi) va t6i thiéu 70% cong chire ctia don vi (khoang
130 nguot).

- Don vi su nghiép cong lap (ké ca don vi su nghiép gido duc cong lap)
(91 don vi): Dai dién Lanh dao don vi (01 nguoi) va vién chirc hodc nhén vién
phu trach céng tac van thu, luu trir (tir 01 dén 02 ngudi/don vi), khoang 190
nguoi.

3. Bao cao vién

Moi Pai dién Chi cuc Vian thu — Luu trir Thanh phé (02 bao céo vién dé
hd trg hudng dan).

IV. TO CHUC THU'C HIEN

1. Giao Phong Ngi vu

- Téng hop danh sach va cir cong chirc diém danh cén bo, cong churc, vién
chtic, ngudi lao dong tham dur tap huén.

- Chuan bj phong chit Hoi nghi tdp huin theo mau (phéng nén xanh
duong, chir tring).

UY BAN NHAN DAN HUYEN BINH CHANH

A ~_TAP HUAN
CONG TAC VAN THU, LUU TRU NAM 2020

Binh Chanh, ngay 13,14 thang 8 nam 2020
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- Lién hé mdi bao cdo vién ctia Chi cuc Van thu — Luu trit Thanh phé
thudc So Noi vu.
- In 4n, cap phat tai liéu tap huén.

- Téng hop, lap du tri kinh phi tb chic tap huén trinh Uy ban nhén dén
Huyén (théng qua Phong Tai chinh — Ké hoach) xem xét, phé duyét theo quy
dinh.

2. Giao Vian phong Hgi ddng nhan din va Uy ban nhan dian Huyén

- Chuén bi Hbi truong, am thanh, thiét bi hd tro tap huan.

- Chu tri, phéi hop véi Phong Noi vu phat hanh thu moi cho déi tuong
tham gia tp huan theo Ké hoach.

- Dy trd kinh phi phuc vu Héi truong va chi phi gift xe cua ngudi tham gia
tap huan guri Phong Noi vu tong hop, trude trude ngay 06 thang 7 nam 2020.

3. Giao Phong Tai chinh - K¢ hoach

Phéi hop véi Phong Noi vu tham muu Uy ban nhan dan Huyén xem xét,
duyét kinh phi t6 chitc Hoi nghi tap huén theo quy dinh fruedc ngay 30 thing 7
nam 2020.

4. Giao Phong Giao duc va Dao tao

- Téng hop va gii danh sach tap hudn cia cac trudng hoc (theo mau) vé
Phong Noi vu chiam nhét ngay 15 thang 7 nam 2020 (gii kém file word theo
dia chi hop thu dién tir: ngttthao.binhchanh@tphem.gov.vn).

- Phéi hop Van phong Hoi ddng nhan dan va Uy ban nhén dan Huyen gui
thu moi tp huan dén cac don vi su nghiép gido duc cong lap kh6i Mam non,
Tiéu hoc va Trung hoc co so.

5. D& nghi Thu truéng cac co quan chuyén mén, don vi su nghiép thuoc
Uy ban nhan dan Huyén (trr cac don vi su nghiép gido duc gu1 danh sach vé
Phong Gido duc va Pao tao), Chu tich Uy ban nhén dan x4, thi tran

- Ctr va tao diéu kién cho cén bg, cong chirc, vién chirc, can bo khong
chuyén trach tham dy tap huéan day du theo ke hoach.

- Guri danh sach tham duy tdp huén (theo mau) vé Phong Ndi vu tong hop
ch@m nhit ngay 01 thang 7 nam 2020 (gii kém file word theo dia chi hop thu
dién tir: ngttthao.binhchanh@tphem. oov.vn).

- Péi véi s6 lugng cén bd, cc")ng chtre, vién chirc va can b khong chuyén
trach khong cir tham gia tap huén tai Uy ban nhan dan Huyen Giao Thu truéng
co quan, don vi, Chu tich Uy ban nhan dan x4, thi tran t& chic trién khai, thuc
hién tai don vi, dam bao két qua sau khi tap hudn céan bd, cdng chirc, vién chic,
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can bd khong chuyén trach thuc hién ding theo quy dinh tai Nghi dinh sd
30/2020/ND-CP va béo céo két qua thuc hién vé Uy ban nhan dan Huyén (thong
qua phong Noi vu dé tdng hop, bao c4o), trwée ngay 18 thang 9 nam 2020.

- Phan cong can bd, cong chirc, vién chirc chuén bi c4c ndi dung con kho
khin, vuéng mic trong qué trinh thuc hién cong tac van thu, luu trir dé trao doi
va duoc hudng dan, giai dap thic méc tai Hoi nghi.

(Dinh kém mdu danh sdch tdp hudn)./

Noi nhn: KT. CHU TICH
- S& Noi vy, 7 wm Cx

- Chi cuc Van thu — luu trir; ' _- . jf‘v HO CHU TICH
-TTUB; P \

- CQCM;

-DVSN, DVSN gido duc;

- UBND x4, thi trin;

-CVP, PCVP;

- Luu: VT- TH (BT), PNV (Th). %

Phan Thi Cam Nhung
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