SO GIAO DUC VA DAO TAO
VAN PHONG

TIEU CHi THI DUA CONG TAC VAN PHONG VA TRUYEN THONG GIAO DYC
NAM HOQC 2024-2025 (KHOI TRUONG THPT, PT NHIEU CAP)

TT N§i dung Piém | Diém tyr
tdida | chim
I | Cong tic viin phong 6.0
1 | Chip h'\nh ché d9 bio cio 2.0

- bu sb luqng bdo cdo dinh ky, dt xmt (bdo céo diu nim, so két| 1.0
hoc ky, tdng két nam hoc, bdo cdo vé cong tic CNTT, thi dua khen
thudng, bao cdo CSDL ky diu nam, gitra nam, cubi nim...) 0.5
- Bdo cdo dung thoi gian quy dinh.
- Chit lugng béo cdo (du thoéng tin, thong tin ch;"H xédc, ¢6 phin | 0.5
tich, dbi chiéu so sanh).

2 | Cong tic tham muu phdi hop 1.0

- Tham muu véi céc cip quan Iy kip thi, day du, hiéu qua. 0.5

- Phéi hop véi cic don vi trong va ngoai nganh thyc hién nhiém vu | 0.5
dugc giao.

3 | Thuc hién cic hoat dong vin phong , 3.0

3.1 | * Chi dao va thue hién cii cdch hanh chinh tai don vi 1.0

- Cong khai quy trinh, hé so giai quyét thu tuc hanh chinh (huéng | 0.25
dan chuyen trudng, cip ban sao bang, tra bing,...)
- Giai quyét thi tuc hanh chinh ding quy trinh (v&'.1d so, thoi gian | 0.25
quy dinh)
- Co sang kién, cai tién trong giai quyet TTHC (rat ngin thoi gian, | 0.5
ky cam két khong gay phién ha sach nhiéu,...)

3.2 | * CSVC, nhin sy Iam cong tac vin thuw lru trir, vin phong 1.0
- Can bo lam cong tdc VTLT c6 chuyén mon dao tao vé VTLT hogc | 0.5
co chung chi VTLT.

- C6 dhy di co s vt chét, phuong tién, diéu kién lam vige phuc vu | 0.25
hoat dong van phong (phong 1am viée, kho luu hd so, may tinh nbi
mang, may pho to,...)

- Luu trir, sip xép khoa hoc, ¢6 hé thdng hd so, s séh viin phong 0.25

331" C!li d90 va trién khai thye hién nghi¢p vu viin th luu trit. 1.0
- Day da h¢ thdng vin ban chi dao (Nghj dinh CP, thong tu, Quy | 0.25
ché, CV,...).

- Ban hanh c4c van ban trién khai thye hién vé cong tae VTLT (quy | 0.25
ché van thu, luu trir; ké hodch vé cOng tac VTLT hiing niim)
- Thyc lm,n che quy dinh v& cong tae VILT (ban hanh viin ban | 0,25
dng thé thirc va k§ thuft trinh bay theo Nghj djnh s6 30/2020/ND-
CP ngay 05/3/2020 v& cong the vn thr cia Chfnh phi; quan ly sd | 25
van ban dén/di; quun ly, sir dyng con dfiu, thiét bj lru khéa bi mdt,
lap ho so cong viée...) v

- Cong the bao mit va luu trir tai ligu theo quy dinh tai Nghj dinh 0.25
26/2020/ND-CP
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Cdap tie lrnﬂu thdny plvo dye
Co R hoaeh tridn Khat eong tie u'n_u‘\n thdng pido dye ndim hoe

thong tin cho ede eorquan bido chi,

Thae hidn unu\n thdng 1o cde cdn bY, pido vidn, nhin vién, hgu

sinh, pha huynh hoe sinh va ddng: ddo nhdn ddn teén dja ban ve cie
co ehd, ehinh sideh el npdnh, caa don v,

Thue hign ba edng Khai

Da dang hda hinh thae It\l)‘x“l\ thdnp: h\np. ghép qu'.{ budi sinh hot

chuyén madn, hdi thao, hdi nghi, teén website eta don v, trén he

thong didu hanh tie nghigp eda ngdnh..

Nav Iy Kjp thoi, higu qua ede du ludn tedi chidu, tidu ey,

thaony:
‘

CThue hign ohd dQ bdo cao dinh Ky, dot xug Ve umg te lmun

' \&
l'ong

e hidn theo dang quy dinh v edng the phat ngdn, cung edp

\ by N A \ % . - R S
Cap nhdt thdng tin thudng xuyén (hing tuan, hing thang) trén cOng
‘ thong tin dign tr website ena don vj
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