
UBND THANH PHO THO DAU MOT CQNG HOA XA HQI CHU NGHIA VItT NAM 
PHONG GIAO DUC VA DAO T30 	Hoc lap - Tyr do - Hnnh phtic 

So : 	g /KH-P GDDT 	Thti Dau Mat, ngayoirthang 12 nam 2020 

ICE HOSCH 
Tap huan nghit'p vy ve cong tic Van thv - Ltru tar 

 

Can dr Quy6t dinh se; 25/2018/QD-UBND, ngay 27/9/2018 dm Uy ban 
nhan dan tinh Binh Duong ve viec ban hanh Quy dinh ding tic ciao tao, bed duang 
can b0, cong chirc, vien chirc tinh Binh Duong; 

Can cu cong van so 4966/UBND-NC ngay 09 thing 10 nam 2020 dm Uy 
ban nhan dan (UBND) tinh Binh Duong ve viec dive hien cac quy dinh ye cong tic 
van thu, Ian tat; 

Can ca.  Quyet dinh so 03/2016/QD-UBND ngay 10/11/2016 ,cita UBND 
thanh ph6 Thu Dan MOt ban hanh Quy dinh chirc nang, nhiem vy, quyen han va co 
cau to chile cua phong Giao dyc va Dao tao thanh pito Thu Dan MOt; 

Thgc hien cong van so 968/SGDDT-VP ngay 18 thing 6 nam 2020 cila So 
Gido dye va Dao tao tinh Binh Duong ve viec hueng clan thuc hien Nghi dinh 
30/2020/ND-CP cua Chinh phti ve cong tic van thu, 

Thgc hien cong tic dao tao, bed duong dOi ngii can b0, ding chirc, vien chirc 
nganh gida dyc nam hoc 2020-2021, Phong Giao dyc va Dao tao (GDDT) thanh 
pho Thu Dan MOt xay dung Ke hoach tap huan nghiep vy cong tic Van thu - Luu 

cu the nhu sau: 

I. MUC DICH - YiU CAU: 

1. Muc dich: 

- Nham nang cao nhan thuc ve vi tri, vai tre, tam quan tr9ng cua ding tic 
van thy, luu Ulf cling nhu gia tri cua tai lieu luu tit. Tang cuerng va nang cao 
nghiep vy ye cong tic Van thu - Luu trir cho dOi ngii cling chirc, vien chirc phy 
trach cong tic Van thu - Luu tril coa cac truing hoc ttvc thuOc Phong GDDT 

- Trang bi kien thuc ve cong tic quart 151 van ban di, den va lap ho so then dr. 
Trien khai Nghi dinh so 30/2020/ND-CP ngay 05/3/2020 cua Chinh Ord ye cong 
tic van thu; Th8ng to s6 02/2019/TT-BNV ngay 24/01/2019 dm BO NOi vu; Quyet 
dinh so 458/QD-TTg ngay 03/4/2020 dm Thil Mang Chinh phit. Timg buck hoan 
thien cong tic van thu, luu tru theo huerng hien dai hoa. 

2. Yeu cau: 

- Th8ng qua viec tap hu'An nang cao y thirc, trach nhiem cua vien chirc, nhan 
vien lam cong tic van thy, luu trii; to chuc thuc hien tot Nghi dinh so 30/2020/ND-
CP, Thong to s6 02/2019/TT-BNV, Quyet dinh so 458/QD-TTg, tir do thuc hien co 
hieu qua viec quart ly van ban, lap va lya ch9n ho so, tai lieu theo diing quy dinh. 
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- Thgc hien tat cong tac van,  thu, luu tar' nham gap phan thyc hien km till 
cac loci ho so theo quy dinh ctia Dieu le nha truang a m8i cap hoc va cung cap day 
du cac loaf ho so, minh chang cho cong tac kiern dinh chat lugng gido dye va 
truang chuan quot gia. 

H. DOI TO:NG, NO DUNG, THOI GIAN TO CHITC TAP HUAN: 

1. Btu ttnyng va so luvng tham gia: 

- Lanh dap va chuyen vien Phong GDDT, so lucmg: 12 ngueri 

- Lanh dao va vien chile, than vien trip trap phy, trach acing tac Van thu - 
Luu tat tai cac truang hgc live thuOc Phong GDDT. SO  Kiang: 221 ngueri, trong 
do: 

+ Hieu truang truang ngoai cling lop: 50 ngtred 

+ Hieu truang, PM Hieu truang, Van thu truang ding lap: 03 ngued/truerng 
x 57 truang = 171 ngtrai. 

2. Ni:mi dung tap Imam 

- Trian khai Nghi dinh SO 30/2020/ND-CP va Thong to so 02/2019/TT-BNV 
.c6a B9 Nei vy; Quyet dinh s6 458/QD-TTg ngay 03/4/2020 dm Thu tuang Chinh 
phei va viec phe duyet Da an luu tru dien to caa cac co quan nha nu& giai doan 
2020- 2025. 

- Nghiep vy cong tac van thu theo quy dinh hien hanh ctia phap luat. Huang 
dan nghiep vy van thu, luu trir tren ban giay va phan mem quan IY van ban va dieu 
hanh tac nghiep. 

3. Bao cao vien: Chi eye Van thu - Luu trir tinh Binh Duong. 

4. Thai gian, dia diem: 

- Thai gian to chat tap huan ngay 14/01/2021 (Sang tit 8g00 din 11g30; 
chiiu ter 14g00 din 16g30). 

- Dia diem: HOi truang Truong THCS Chu Van An, thanh pita Thil Dau 
Met. 

III. KINH PHI THVC HItN 

Dugc giao nguan ngan sach Nha nuerc nam 2021, kith phi thong thuong 
xuyen. 

IV. TO CHeC THI1C HItN: 

1)BO phan TO chat can M Phong GDDT lien he Chi cyc Van thu-Luu tru tinh 
Binh Duung moi,bao cao 	trao di5i th8ng nhat cac nei dung tap huan, chuan 
bi cac dieu kin t8 chac lap tap huan, lap danh sach d8i tugng tham gia tap huan. 

2)13'9 phan tai chinh Phong GDDT lap ch, tra kink phi, guy& town kith phi to 
chat lap tap huan. 
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3)Hieu truang truang THCS Chu Van An chu'an bi ,va co s& vat chat (Hai 
truang, am thanh, phong man, bo tri nguiyi gift xe, nu& uong,...). 

4) Sau tap huAn, Hi'eu truang cac toeing trian khai flux hien cac not dung va 
cong tac Van thu, km trek va to chirc tap hufin lai cho vien chat tai don vi minh. 

5)H* truemg cac truang mam non, ti'au h9c, trung h9c co so tnrc thuac lap 
danh sach can bo, vien chat tham gia tap huan (theo mau) gui ve bo phan to chirc 
ctia Phong GDDT tn.rerc ngay 01/01/20201(gai kern tap tin theo dia chi: Email:  
nguventhanhtriet@tptdm.edu.vn).  

Tren day la Ka hoach tap huan nghiep vu cong tac Van thu Luu trek. Da 
nghi ding &tic, vien chirc &roc phancong phy tech cong tac Sp huan nau tr8n va 
Hieu truang cac taxiing mam non, ti8u h9c, trung hoc co kr bye thuac phoi hop 
trien khai thtrc hien tot Ke hoach nay./. 

Noi nhetn: 
- So GDDT tinh Binh Dtrung; 
- Chi eve VT-LT tinh Binh throng; 
- UBND TP.TDM; 
- Lanh dao, CV Phong GDDT; 
- Cac truerng MN, TH, THCS cong lop; 
- Cac trueng MN ngoal cong lap; 
- Wu: VT, TCCB. 
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