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HUYEN UY VINH BAO PANG CONG SAN VIET NAM
VAN PHONG
*

: Vinh Bao, ngay 03 nam 10 thang 2023
S6 02-KH/VPHU

KE HOACH
tap huén nghiép vu cong tic Vin phong cap uy nim 2023

Thuc hién chuong trinh cong tac ndm 2023, dugc su nhét tri cla Thuong
truc Huyen uy va Van phong Thanh uy; Vin phong Huyén uy xdy dung Ké hoach
tap hudn cong tac Vian phong cép uy. Cu thé nhu sau:

I. MUC PiCH, YEU CAU:
1. Muyc dich:

- Bdi dudng cho cén bd 1am cong tic dang & céc t6 chirc co s& dang tryc
thude, chuyén vién cac ban xay dyng dang phu trach cong tac van phong ban mot
s6 van dé trong tAm vé nghiép vu cong tac vin phong cap uy.

- Ung dung hiéu qua Hé théng Truc lién théng van ban dién tr - Huyén uy
Vinh Bao.

2. Yéu cau:

- Nim vimg, thanh thao viéc guri, nhin vin ban trén Hé thong Truc lién
thong vin ban dién tr - Huyén uy Vinh Bao (HPNet-eOffice); thé thic van ban;
cong tac quan ly van ban bao vé bi mat nha nudc va img dung Phong hop khong
giay.

- Céc ddng chi dugc tham gia tap huén can tham g1a day du, nghiém tic
tiép thu cac ndi dung cua hdi nghi tip huén; thong nhat vé nhan thirc cling nhu
hanh dong, phuong phap thyc hi¢n nhi¢m vu; dong thoi trao déi, thao luan kinh

nghiém va giai dap nhiing y kién con kho khan, vuéng mic trong qua trinh thyc
hién nghiép vu cong tac van phong cép uy tai dia phuong, co quan, don vi.

- Van dung linh hoat nhimg k¥ nang, nghiép vu vé cong tac vin phong vao tinh
hinh thyc tién tai don vi; trién khai thyuc hién theo ding ndi dung dugc tép huén gép
phén xay dung céc t6 chirc Pang & co s& ngy cang trong sach, vimg manh.

II. NOI DUNG, CHUONG TRINH THANH PHAN, THOI GIAN bIA
PIEM

- 1. Nji dung:
- Huéng dan k¥ nang trinh bay thé thirc van ban ciia Pang, soan thao céc

van ban Pang va mgt sO van ban cd lién quan; cong tac van thu luu trir, ng
dung cdng nghé thong tin trong nghiép vu cong tac van phong cap uy;

- Cong tac quan ly van ban bao vé bi mat Nha nudc;
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- Hudng dan sir dung Hé théng Truc lién thong vin ban dién tir (HPNet-
eOffice) va irng dung Phong hop khong giay.

2. Chwong trinh tip huén:

STT Noi dung Thuye hién
1 | Tuyén bd ly do, gidi thiéu dai biéu Trung tdm Chinh tri huyén
2 | Phat biéu giao nhiém vu 16p hoc Thuong truc Huyén ty

Hudng dan quy trinh giri, nhan vin ban trén
Hé thong Truc lién thong védn ban dién tur -
Huyén uy Vinh Bao (HPNet-eOffice); thé Bao cao vién Van phong

3 thirc van ban; cong tdc quan ly vdn ban bao | Thanh uy
vé bi mat nha nudc va ing dung Phong hop
khong giay.
4 | Tong két 16p hoc Van phong Huyén uy

3. Thanh phan tham gia tap huén:

- Cdc chi, dang b co quan, don vi hanh chinh, su nghiép, doanh nghiép
triee thuée Huyén y: Mi don vi 01 dong chi (Bi thu hodc Phé Bi thu hoic cén bd
dugc giao nhiém vu kiém nhiém cong tac Pang ¢ nhimg chi by khong c6 Pho Bi
thu chi bg).

- Céc ban xdy dung Pang: Pong chi can bd, chuyén vién dugc phan cong
lam cong tac van phong ban.

- Pdng b cdc xd, thi tran: mdi don vi 02 dong chi (Phé Bi thu Thuong truc
Pang uy hoac Thuong truc Pang iy va can by Van phong Pang uy).

4. Théi gian: 1/2 ngay, du kién ngay 25 thang 10 nam 2023 (Thit Tw)
5. Pia diém: Hoi truong Trung tim Chinh trj huyén.

I11. PAI BIEU MOI DU KHAI MAC

- Thuong truc Huyén uy;

- Céc dong chi Trudng ban xdy dung Pang; 1anh dao Vin phong Huyén ty;
lanh dao Trung tdm Chinh tri huyén.

IV. THOI GIAN, PIA PIEM

- Thoi gian: 1/2 ngay, ngay 25 thang 10 nam 2023 (Thi Tu)
- Pia diém: Hoi truong Trung tdm Chinh tri huyén.

V.TO CHUC THUC HIEN

1. Van phong Huyén uy: Xay dung ké hoach, ndi dung, chuong trinh tap
huan; moi bao cdo vién; phoi hgp véi Trung tdm Chinh tri huyén quan ly 16p tap
huan bao dam chat lugng. |
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2. Trung tAim Chinh trj huyén: Chuén bj hi truong, kinh phi va céc dieu
kién phuc vu cho 16p tép huan; phat hanh giéy moi dai biéu huyén va thong bao
m¢ 16p tép huan.

3. bé nghi ddng chi Bi thu cac chi, dang bd truc thuéc Huyén ty, Truong
cac Ban xdy dung Pang cia Huyén iy chu dong bo tri can bg ve du tdp huan day du,
ding thanh phan./.

Noi nhén:

- Thuong truc Huyén uy “dé bao cao”,
- Van Phong Thanh uy “dé bao co”,

- Céc ban xay dung DPang Huyén uy,

- Trung tdm Chinh tri huyén,

- Céc chi, dang b truc thudc,

- Chéanh, Phé Vian phong Huyén uy, 4

- Cac ddng chi Bao cdo vién 16p tap hudn, Nguyén Vin Ha
- Luu Van phong Huyén uy.
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