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UBND HUYEN CAN GIC CONG HOA XA HQI CHU NGHIA VIET NAM

PHONG NOI VU Pioc lap - Tu do - Hanh phic
SH: 683/NV Can Gio, ngay 13 thang 7 ndm 2021

V/v tham gia cac 16p tap hudn vé
van thu - luu trir ndm 2021

Kinh gui:
- Céac co quan chuyén moén thude huyén;
- Cac don vi su nghiép thudc huyén (ké ca
truong hoc);
- ny ban nhan dan cac x4, thi trin;
- Cong ty TNHH MTYV Dich vu Cong ich huyén;
- Cac Hoi dac thu thude huyén.

Thuc hién Ke hoach so 2836/KH-SNV ngay 13 thang 7 nam 2021 cua S¢
Nbi vu thanh phé vé viée td chire céc 16p tép hudn vé van thu — luu trit nm 2021.

Phong Noi vu théng bao vé viée ding ky tham gia cac 16p tap huén vé vin
thu — [uu trit ndm 2021 nhu sau:

I. POI TUQONG

Céan bg, cong chirc, vién chirc tai Uy ban nhan dén huyén; can bg, cong
chirc, nguoi hoat dong khong chuyén trach tai phuong, x4, thi tran; nguoi lao
dong trong doanh nghiép, Hoi dic thi phu trach vin thu - luu trit.

II. NOI DUNG, THOI LUQNG CHUONG TRINH
1. Lép tap huén lap hd so cong viéc

a) Noi dung bdi dudng:

- Phuong phép lap ho so.

- Trach nhiém lap hd so.

- Nguyén tac quan ly van ban, lap ho so va ndp luu ho so, tai liéu vao Luu
trl co quan.

- Lap Muc luc hé so va nop luu ho so, tai lidu vao Luu trit co quan.
- Huéng dan thuc hanh I4p hd so.
b) Thai luong chuong trinh: 01 ngay.

2. Lop cip nhit quy trinh méi vé cong tiac van thw, lru triv theo Nghi
dinh s6 30/2020/ND-CP

a) Noi dung boi dudng: cap nhat cac ndi dung mai trong cong tac vin thu
vé cong tac soan thao, ban hanh van ban, quan 1y vin ban va cac ndi dung khac
ctia Nghi dinh s6 30/2020/ND-CP.
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b) Thoi lugng chuong trinh: 01 ngay.

3. Lop quan ly van ban, tai lieu dién tir

a) Noi dung bdi dudng: Quan Iy van ban dién tir (soan thao, ban hanh va
luu trit van ban dién tu).

b) Thoi lugng chuong trinh: 01 ngay.

4. Lép quan 1y, kiém tra chat lwgng chinh ly tai ligu luu triv

a) Noi dung boi dudng:

- Hudng dan kiém tra chét lugng chinh ly, tai liéu luu trir ddi voi khoi ta1
liéu dua ra chinh ly tai co quan, t6 chirc theo nodi dung tai Céng van so
283/VILTNN-NVTW ngay 19 théng 5 nam 2004 cua Cuc Van thu va Luu trit
nha nude vé viéc ban hanh Ban hudng dan chinh ly tai liéu hanh chinh.

- Két qua kiém tra chinh ly tai liéu luu trit phai dat ndi dung cac yéu cau
theo quy dinh.

b) Thoi lugng chuong trinh: 01 ngay.

I11. THOT GIAN, DIA PIEM, PANG KY

1. Thoi gian: Du kién t6 chirc khai giang vao thang 8 nam 2021, trong
gio hanh chinh. Ghi chi: Thoi gian khai giang thuc té tlly vao tinh hinh dién bién
dich bénh COVID-19.

2. Dia diém: Céac co quan, don vi trién khai cho hoc vién ding ky dia
diém t6 churc tai quan, huyén, thanh pho co nguyen vong tham du. Trén co so
ding ky cta cac don vi, S Noi vu sé td chic tai cac dia diém co s6 luong hoc
vién dang ky dong.

3. S6 lwgng: Cic co quan, don vi can cir nhu cau cua co quan, don vi lap
danh séch hgc vién tham du (xép theo thir tu uu tién) gui vé Phong Noi vu. Trén
co s& nhu cau va chi tiéu dao tao, SO Noi vu s& thong bao danh sach hoc vién
chinh thttc tham du khoa hoc.

IV. KINH PHI

Thuc hién theo Piéu 2 _Thong tu s6 36/2018/TT-BTC ngay 30 thang 3
nam 2018 cua B6 Tai chinh vé hudng dan viéc [ap du toan, quan ly, st dung va
quyét toan kinh ‘phi danh cho cong tac dao tao, bdi dudng can bo, cong chuc,
vién chire, cu thé nhu sau:

1. Can bd, cong chuec, ngum hoat dong khong chuyén trach dugc dam bao
tir nguon kinh phi dao tao, bdi dudng ctia Thanh pho.

2. Vién chirc, nguoi lao dong duge dam bao tir ngudn tai chinh cta don vi,
dong gop ctia nguoi hoc va cac ngudn khac theo quy dinh ctia phép luét.

Pé nghi cac don vi sip xép, clr cong chie tham gia cac 1op tap huin vin
thu — luu trlt ndm 2021, chiju tréch nhiém vé viéc cir dbi tuong tham duy; danh
sach ding ky (theo miu) gi vé Phong Noi vu trude ngay 23 thang 7 nim
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2021 theo dia chi thu dién tr vtluan.cangio@tphcm.gov.vn (6ng V& Thanh
Luén, Chuyén vién Phong Noi vy, dién thoai: 0329540228)./.

Noi nhin:

- Nhu trén;

- Lanh dao phong;
-Luu: VT, NV.LV.

Phan Lé Hoai Phong



TEN CO QUAN,

86 DT Jién lgc:

h'A EIEEes

CONG HOA XA HQI CHU NGHIA VIET NAM
Bic lip - Ty do - Hanh phiic

DANH SACH PANG KY THAM DY CAC LOP TAP HUAN VE VAN THU - LUU TRU NAM 2021

(Dinh kém theo Cdng vén sé ngay thdng ndm cua )
Pbi twgng Khéa hoc (X)
Lép cgp nhje
STT Ho va tén Nehnthiog, | NE | v Do vj chag the Cin b3, cng P s Lép quin ¥y, Ghi chi
nidm sinh x chiie, ngrdi Vitn chike, Lép tp hufin | vé cdng tic viin | Lép quin ity | kiém tra
hogt dfng Biee ph socong | thw, lru trir | viim bibn, tai | chilt egmg
khfng chuyén e " Sag vife theo Nghj djnh | ligu diga t& | chioh Iy tai
trich 8 3072020/ND- li§n lwru trir
crp
1 _|Nguyén Vin A 1/1/1988 Chuyén vién Phong X S¢Y X
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* Ghi chi:

- Nhdp danh sich bing Excel, Font chi¥ Times New Roman;

- Cét ngdy, thing, nim sink nhdp ddy dii, chinh xdc va dinh dang dd/mmsyyy.
- Cot "Khda hpc" : hoc vién c6 thé chon 1 hodc nhidu khéa
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