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KE HOACH
Tap huan cdng tac Van phong cho Toa an nhan dan cap huyén 2017

Thuc hién ké hoach dao tao bdi dwdng ndam 2017, trién khai cac nhém gidi
phap tang cwong chat luong cdng tac van phong, Van phong Toa an nhan dan
tinh Dak Lak xay dwng ké hoach tap hudn nghiép vu cong tac van phong cho cac
don vi truc thudc voi ké hoach nhu sau:

I. Muc dich yéu cau:

1. Muc dich: Trang bi nhitng kién thirc co ban vé nghiép vu cong tac Hanh
chinh tw phép; van thw - luwu trl; tin hoc van phong; ky nang soan thdo van ban
hanh chinh ...gitp cho can bd lam coéng tac van phong & cac Toa an nhan dan
cap huyén nang cao kién thirc va k§ nang lam viéc thuc hién toét hon nhiém vu
dwgc giao va chi trvong cai cach hanh chinh trong hoat dong cta Toa an.

2. Yéu cau:

NOi dung tap huan phai thiét thuc, cac bai giang phai chuan bi chu dao, cd
cap nhat, bd sung kién thic kip thoi.

Cac dbi twong tham gia 16p tp hudn phai ndm vitng ndi dung tap huan dé
ap dung truc tiép vao cong tac van phong & don vi.

1. Bbi tvong, ndi dung boi duwdng

1. Boi twong

Thanh phan tham dv tap huédn: Chanh van phong, ph6 Chanh van phong
cac Toa an nhan dan cép huyén (Bon vi nao khéng c6 phdé Chanh van phong thi
clr 01 céan bo truc ti€p lam cong tac tong hop).

Yéu cau: M6i dong chi tham gia tap huén chuén bi 01 Laptop.

2. NO6i dung

Chuong trinh c6 két cau gobm 03 chuyén dé:

Chuyén dé 1 Quan ly hanh chinh tw phap va tham muu phan an.

Chuyén dé 2: Cong tac thong ké tong hop.

Chuyén dé 3: Quan ly hanh chinh quan tri.

I11. Thoi gian va dia diém t6 chirc tap huén

Thoi gian: T6 chirc tap huan trong 02 ngay (tir ngay 26 dén ngay 27 thang
10 ndm 2017).

Khai mac khdéa 1ap huan vao ltc 08h00\

Pia diém: Hoi truong C. Tru s& Toa an nhan dan tinh Dak Lak -s6 04 Lé



Dudn, thanh phé Budn Ma Thuot, tinh Dk Lak.

IV. Nhirng néi dung khac.

V4&n d@ tai chinh: Toa &n nhan dan tinh Bk L&k s& chiu trach nhiém vé chi
phi phuc vu duong truyén internet, tai liéu va cong tac hau can trong thoi gian to
chirc khoa tap huan. Chi phi an, &, di lai phuc vu khoa tap huan cla dai biéu tir
cac don vi tric thudc dugc giai quyét theo ché dd cbng tac phi theo qui dinh
hién hanh.

Tha tuc triéu tap: Tha trudng cac don vi truc thude can clir ké hoach nay dé
clr cong chirc di dy tdp hudn theo dung thanh phan, ngay, gi0 quy dinh. Ké
hoach nay thay cho thong béao triéu tap.

Trén day la ké hoach td chirc dot tap hudn cong tac van phong nam 2017
clia Toa an nhan dan tinh Bak L&k. Pe nghi Toa an nhan dan cac huyén, thanh
pho, thi x&;, cac ca nhan cd lién quan trong pham vi trach nhiém cla minh phoi
hop trién khai thuc hién
Noinhan:

- Chanh an;

- Cac don vi truc thudc;
-Bdng Cong TTDT;

- Van phong;

- Luu VP.



