UY BAN NHAN DAN QUAN 12 CONG HOA XA HQI CHU NGHIA VIET NAM
- Poc lap - Tw do - Hanh phiic

S6: 6051 /KH-UBND Qudn 12, ngay 03 thdng ¢ ndm 2019

KE HOACH

V& t6 chirc bdi dudng céng tac viin thw, lwu trie nim 2019

Cin cir K€ hoach s6 2938/KH-UBND ngay 28 thang 02 nim 2019 cia Uy ban
nhan dan Quén 12 v& thyuc hién cong tac quan ly nha nudc vé van thu, luu trit va quan
Iy tai liéu luu trlr nam 2019;

Uy ban nhén dén quén xay dung K& hoach td chirc 16p bdi dudng cong tic van
thur, luu trit ndm 2019, nhu sau:

L. Muc dich, yéu ciu:

1. Muc dich:

Nhim bdi dudng kién thirc quan 1y nha nuée vé cong tic van thu, luu trir cho cn
b, cdng chirc, vién chirc 1am viée tai phong, ban, don vi su nghiép thudc quéin va Uy
ban nhén déan 11 phuong;

Trang bj mét s6 kién thitrc co ban, kinh nghiém trong cdng tdc quan ly, chi dao va
kiém tra v& hoat dong vén thu, luu trit tai cdc co quan, don vi.

2. Yéu ciu:

Cén b9, cdng chirc, vién chitc dugce cr tham dur 16p bdi dudng dam bao gior gidc,
diing thanh phan, tap trung nghién ctru tai lidu, én dinh trat ty khong 1am viéc riéng dé
dat hiéu qua. |

IL N§i dung boi duong:

1. Pdi twong:

1.1. Bbi véi cac phong, ban, don vi su nghiép thudc quén: Thi trudng; cong
chirc, vién chirc phu trach cdng tic van thu, luu trit; cong chirc, vién chirc la Trudng,
Pho phong, T6 trudng, T6 pho cac bd phén chuyén mén thudc cic co quan, don vi.

1.2. i voi Uy ban nhén dan phudng: Chi tich hogc Phé Chi tich Uy ban nhén
dén, cong chirc Van phong - Théng ke, nguoi phu trach van thu, luu trit.

2. N§i dung:
- Bdi du&ng nghi€p vu vé tbng quan quan ly cong tac van thu, luu trit va yéu cdu
doi v6i cdn bd quan ly.

- Boi dudng k§ néng 18p ho so cong viée dua vao lvu trit co quan, cu thé:




+ Vin ban quy dinh v& 14p hd so;
+ Lap danh muc hd so;
- +Lap hd so cong viéc;
+ Nop hd so vao luu trir.
3. Hinh thirc, thoi gian:
Uy ban nhan dén quén t6 chirc 01 16p, thoi gian hoc 01 ngay.

Du kién t6 chirc 16p bdi dudng vao thang 7 nam 2019 (s& c6 théng bdo cu thé
chinh thtrc thoi gian).

4. Pia diém: Hbi truong Uy ban nhan dén quén.

5. B4o cdo vién: Giang vién Truong Pai hoc Noi vu Ha Néi, Co s¢ tai Thanh
pho H6 Chi Minh.

II1. T6 chirc thye hién:

P& chuén bi chu ddo 16p bdi dudng cong tac vin thu, luu trir v dam bao ndi
dung cling nhur cong tac t6 chiec 16p, Uy ban nhan dan quén giao céc co quan, don vi ¢6
lién quan td chire thuc hién nhu sau:

1. Giao phong Néi vu:

- Chi tri t chirc 16p bdi dudng dat muc dich yéu cAu dé ra, chuén bi tai liéu, du
tri kinh phi va béo cdo Uy ban nhan dén quén tinh hinh tham dy cia céc co quan, don
vi sau khi két thac 16p bdi dudng;

- Moi bao céo vién.

2. Giao Viin phong Hoi ddng nhan din va Uy ban nhéin din quén:

Chuén bi Hoi truong va trang thiét bj 4m thanh phuc vy 16p bdi dudng,.

3. Giao Thii trwéng cac phong, ban, Chii tich UBND 11 phudng:

Ra sodt, lap danh sich can bd, céng chirc, vién chic cua co quan don vi mmh
tham gia 16p bdi dudng theo thanh phén tai diém 1.1 va 1.2 muc II cia K& hoach giri vé
phong Nbi vu chim nhét trong ngay 15 thang 6 nam 2019 dé téng hop trinh Chu tich
Uy ban nhan dn quin quyét dinh t6 chirc 16p.

Trén day 13 K& hoach tb chirc bdi dudng cong tac van thu, luu trit ndm 2019 ctia

Uy ban nhan dén quanM
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- Lanh dao UBND quén; 04.06.2019

- Céc phong, ban, nganh quén;
- UBND 11 phuong;
- Lwu VT, NV (H).
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