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UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
THANH PHO HO CHI MINH Péc lgp - Tyr do - Hanh phiic
SO NQI VU
S6:485 /KH-SNV Thanh phd H6 Chi Minh, ngdy (3 théng -nim 2021
KE HOACH

T chire cic 16p tip hudn vé vin thw - Iwu trit nim 2021

Thuc hién Quyét dinh sb 886/QD-UBND ngay 15 thang 3 nim 2021 ctia Chu
tich Uy ban nhén dan Thanh pho vé phé duyét K& hoach dao tao, bdi dudng can bd,
cong chuc vién chic Thanh pho Ho Chi Minh nim 2021, S& N6i vu xay dyng K&
hoach t8 chirc céc 16p tap hudn vé vin th - luu trit nim 2021 nhy sau:

I. MUC PICH, YEU CAU

1. Muc dich

B6 sung kién thic, k§ néng chuyén mdn nghiép vy vé van thu - luu trit d6i
v6i can bd, cong chirc, vién chirc, ngudi lao dong 1am cong tic vin thu, luu trir
trén dia ban Thanh phd.

2. Yéu ciu

Pé viéc td chirc lop bdi dudng dat hiéu qué, céc co quan, don vi t§ chic
16p bdi dudng chuén bi tét néi dung chuong trinh, di ngii giang vién va co sé
vit chit, k¥ thudt phyuc vu giang day; céc co quan, don vj quan tam, phéi hop va
tao didu kién cho hoc vién tham gia 16p hoc; hoc vién chu déng, tich cuc trong
qud trinh hoc tdp.

II. POI TUQNG

Can bg, cong chirc, vién chirc tai cac S& - nganh, Uy ban nhén din quén -
huyén, thanh phd Thu Bric; can b, cong chirc, ngudi hoat dong khong chuyén
trach tai phuong, x4, thi trén; ngudi lao dong trong doanh nghiép, Hoi diic thu
phu trach vian thu - luu tri.

III. NQI DUNG, THOI LUQGNG CHUONG TRINH

1. Lép tap huan lap hd so cong viéc

a) Noi dung bdi dudng;

- Phuong phép 18p hd so.

- Tréch nhiém 14p h so.

- Nguyén tic quéan ly van ban, 18p hd so va nép luu hd S0, tai liéu vao Luu
trir co quan.

- Lép Muyc luc hd sova nép luu hd so, tai liéu vao L trir co quan.

- Huéng dan thyc hanh 14p hd so.
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b) Thoi lugng chuong trinh: 01 ngay.

2. Lép cdp nhét quy trinh méi vé cong tac viin thwr, hru trit theo Nghi
dinh s6 30/2020/ND-CP

a) Noi dung bdi dudng: cp nhét cic ndi dung méi trong cdng tac vin thu
vé cong tac soan thdo, ban hanh van ban, quan ly vin ban va cac ndi dung khac
ctia Nghj dinh s6 30/2020/ND-CP.

b) Thoi lugng chuong trinh: 01 ngay.

3. L6p quan ly viin bén, tai li¢u dién tir

a) Nbi dung bdi dudng: Quan ly van ban dién tir (soan thdo, ban hanh va
luu trit vin ban dién tir).

b) Thoi lugng chuong trinh: 01 ngay.

4. Lép quan Iy, kiém tra chit lwgng chinh Iy tai ligu lru trie

a) Noi dung bdi dudng:

- Huéng dén kiém tra chét luong chinh ly, tai liéu lwu trit d6i véi khéi tai
liéu dua ra chinh ly tai co quan, to chirc theo ndi dung tai Coéng vin sb
283/VILTNN-NVTW ngdy 19 thang 5 ndm 2004 cia Cuc Vin thu va Luu tri
nha nuéc vé viée ban hanh Ban huéng dan chinh 1y tai liéu hanh chinh.

- Két qua kidm tra chinh 1y tai liéu luu trit phai dat ndi dung cac yéu céu
theo quy dinh.

b) Thoi lugng chuong trinh: 01 ngay.

IV. THOI GIAN, DIA DIEM, DANG KY

1. Thoi gian: Du‘ kién t6 chirc khai giang vao thang 8 ndm 2021, trong gio
hanh chinh. Ghi chii: Thoi gian khai giang thyre t& thy vao tinh hinh dién bién dich
bénh COVID-19.

2. Pia diém: Cic co quan, don vi trién khai cho hoc vién ding ky dia diém
td chirc tai quén, huyén, thinh pho c6 nguyén vong tham dy. Trén co s¢ dang ky
ciia cac don vi, S& Noi vu s& td chirc tai cic dia didm c6 s6 lugng hoc vién ding

ky dong.

3. S6 lwgmg: Cic co quan, don vi cin cir nhu cdu cua co quan, don vi lép
danh sach hoc vién tham dy (xép theo thir tir wu tién) giri vé& S& Nbi vu. Trén co

s& nhu cu va chi tiéu dao tao, S& Noi vu sé& thong bao danh sach hoc vién chinh
thirc tham dy khoéa hoc.

V. KINH PHi

Thuc hién theo Diéu 2 Théng tu s6 36/2018/TT-BTC ngdy 30 thing 3 nim
2018 ctia BO Tai chinh v& huéng din viéé%ap dy toan, quan 1y, sir dung va quyét
toan kinh phi danh cho cbng tic dio tao, bdi dudng can bd, cong chirc, vién
chirc, cy thé nhu sau:
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1. Cén bg, cong chirc, ngudi hoat dong khong chuyén trach dugc dam bao
tir ngudn kinh phi do tao, bdi dudng ciia Thanh phé.

2. Vién chirc, ngudi lao déng duge dam bao tir nguc“)n tai chinh cta don vij,
déng gbp ciia ngudi hoc va cic ngudn khéc theo quy dinh cia phép luit.

VL. PHAN CONG, TO CHUC THUC HIEN

1. S& Noi vu: Ban hanh K& hoach chiéu sinh, phéi hop véi co s& dao tao,
bdi dudng t6 chirc, quan ly 16p hoc.

2. Cac S& - nganh, Uy ban nhin din quéin - huyén, thanh phé Thi
Pirc, cac HHi diic thit Thanh phd, cic doanh nghiép trwc thuge Uy ban nhén
dan Thanh pho

Cin cir d6i tugng va ndi dung chuong trinh, xét chon, cir cén bd, cong
chirc, vién chitc tham dy; chiu trach nhiém vé viéc ctr ding dbi tugng, pht hop
v6i ndi dung chuong trinh va tinh chinh x4c clia thong tin d3 ding ky theo bidu
miu dé S& Noi vu co co s& tdng hop, tb chic 16p hoc Danh sach duogc lap theo
biu mAu dinh kém xép theo thir tir tu tién tir trén xudng, giri v& S& Néi vy truée
ngay 28 thing 7 nim 2021 (gii kém tdp tin theo dia chi email:

ptttrang.snv@tphcm.gov.vn).

Céc théng tin can thiét, dé nghi lién h¢ Phong Céng chirc, vién chirc thude
S& Nbi vy, dién thoai s6 028.38.293.291./.

Noi nhan:

- Céc S¢ - nganh

- UBND quén - huyén, thanh pho Thi Pic;

- Céc héi dic thu Thanh pho, Céac doanh nghiép
tryc thuéc UBND Thanh pho

- Chi cyuc VILT;

- Giam ddc S& (dé béo céo);

-Luu: VT, P.CCVC, T.fmn
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