UY BAN NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM

QUAN 3 Poc lap — Tw do — Hanh phic
sé: 8% /KH-UBND Qudn 3, ngay |S thdng 10 ndm 2015
KE HOACH

T chire 16p tip huin phin mém
Quan ly van ban va hd so ¢éng viéc nim 2015

Thuc hién Quyét dinh sé 37/QD-UBND ngay 29 thang 01 ndm 2015 ciia Uy ban
nhan dan Quan 3 vé phé duyét Ké hoach dao tao, boi dudng can bj, cong chire, vién
chtrc nang cao chit lugng ngudn nhan luc cho hé thdng chinh tri Quén 3 ndm 2015,

Uy ban nhan dan Quén 3 xdy dung Ké hoach té chirc 16p tap hudn phin mém
Quén ly vin ban va ho so cong viéc nam 2015, cu thé nhu sau:

I. Muc dich yéu ciu
1. Muc dich

Nhim tap huan cho doi ngii cdn b, cong chirc, vién chirc Quan 3 khai thac va su
dung tit ca c4c tzh nang dugc cai dat trong phan mém Quan ly van ban va hd so cong
viéc. Qua do, quan ly mot cach thdng nhit cac vdn ban dén va di trong don vi, giam
thiéu thori gian cip nhat thong tin va quan Iy van ban, g6p phén giai quyét cong viée
dugc nhanh chéng va thuc hién hién dai hoa nén hanh chinh Quén 3.

2. Yéu ciu
Co quan, don vi td chuc 16p bdi dudng chudn bi tot n6i dung, chuong trinh, dam
bao 16p hoc dugc t6 chire dung ké hoach.

Thu trudng céc co quan, don vi cir cén bg, cong chure, vién churc tham gia lop
hoc dang doi tuong.

Cén bd, cong chitc, vién chic chi dong sap xép thoi gian tham du day du.
I1. N§i dung
1. Poi twgng:

Cac co quan, don vi sir dung ph’é‘m mém Quan ly vin ban va hd so cong viéce,
gom:
. 12 co quan chuy€n moén
. Ban Quan ly dau tu xdy dung cong trinh
. Ban Boi thuong giai phong mat bang
. Trung tdm Thé duc thé thao
. Trung tdm Vin hoa
. Bénh vién
. Trung tam Y té du phong
. Truong Trung cip nghé Nhan Pao
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9. Chi cuc Théng ké

10. Cong ty TNHH MTYV Dich vu cong ich
11. Bao hiém xa hoi

12. Chi cyc Thué

13. Chi cuc Thi hanh an

14. Kho bac nha nudc

15. Uy ban nhan dan 14 Phuong

Chia thanh 05 16p:

- Lop 1: Danh cho nguoi truc tiép st dung phan mém Quan ly van ban (phu
trach cOng tac van thu) dang cong tac tai cac co quan, don vi néu trén (Du kién 40
nguoi).

- Lép 2: Danh cho thu trudng cac co quan, don vi néu trén (Dy kién 40 nguoi)

- Lép 3, 4. 5: Tung co quan chuyén mon thude Uy ban nhan déin quén ctr 1/3
cong chirc tham dw mdi 16p (Du kién 60 ngudi/ 16p).

2. N§i dung tap huén:

Hudng din sir dung phan mém Quan ly van ban va ho so cong viéc gom cac muc
sau:

- Tao hd so cong viéc ca nhin.

- Giri (phat hanh), nhan véan ban giira cac co quan, don vi.

- Luu va xtr ly véan ban dén.

- Trao dbi cong viéc

- Béo c4o théng ké va Tim kiém

- Van ban ndi bo.

- Quan ly Lich cong tac gdm cac phan sau:

+ Lich co quan: Pang ky lich cho don vi, ca nhan

+ Xem théng bao: Xem va tai thu mdi, lich tuan va céc vin ban khac
3. Thoi gian:

Té chitc thanh 05 16p, hoc 01 budi/ 16p, trong gid hanh chinh.
Tép huén trong thang 10 ndm 2015.

4. Pia diém:

Phong hop sé 3 tai Uy ban nhdn dan Quan 3 (99 Tran Qudc Thao, Phudng 7,
Quén 3)

5. Kinh phi:
- Nude udng 300 nguoi  x 10.000d/ngudi = 3.000.000 dong
- Photo tai liéu 300 bd X 20.000d/ bd = 6.000.000 dong



- Chi t6 chirc 16p hoc

02 nguoi x 05 lop x 50.000d
- Chi quan ly 16p hoc

01 nguoi X 05 lop x 50.0004 = 250.000d/nguoi

500.000d/nguon

Tong cong = 9.750.000 dong
(Chin triéu bay trim nim muoi ngan dong chiin)

II1. T6 chirc thwe hién:

1. Phong Noi vu chiu trach nhiém triéu tap, téng hop danh sach can bg, cong
chire, vién chirc tham du 16p hoc, quyét toan kinh phi dao tao.

2. Van phong Uy ban nhan dén chiju trach nhiém moi bdo cdo vién, chuin bi co
s& vat chét can thiét, ha ting mang, phdi hop phong Noi vu td chire 16p hoc.

3. Tha truong cac co quan, don vi thudc quan, Chu tich Uy ban nhin dan 14
phuong cir can b, cong chic, vién chic tham du céc 16p hoc day du, theo dung doi
tuong sau khi c6 thong bao triéu tdp cua phong Noi vu.

4. Sau khi két thic 16p tap huén, Truong phong Noi vu bao cdo két qua td chuc
16p tap huén vé Thuong truc Uy ban nhan dén quén.

Trén day la Ké hoach td chirc 16p tap huén phin mém Quan ly van ban nam
2015, dé nghi Thu trudng cac co quan, don vi thudc quéan va Chu tich Uy ban nhan
dan 14 phudng quan tim thuc hién t6t ké hoach nay./2~

Noi nhan:

- S& Ndi vu TP; (dé bao cio)
-TT. UBND Q3;

- Céc co quan, don vi tap huén;
- Luu: VT, PNV.

(Fuyén Vin Diéu



