UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM

HUYEN XiN MAN DPoc 1ap - Tw do - Hanh phuc
SH: 214 /KH- UBND Xin Man, ngay 09thang 8 ndam 2023
KE HOACH

Mé 16p tap huin bdi dudng nghiép vu
soan thdo van ban cho can bg, cong chirc, vién chirc

Can cr Nghi dinh s6 101/2017/ND-CP ngay 01/9/2017 ciia Chinh phi vé
dao tao, boi dudng can bg, cong chirc, vién churc;

~ Can cuo Nghi dinh 5O 89/2021/ND-CP ngay 18/10/2021 cta Chinh phu stra
do1, bo sung mot s di€u ctia Nghi dinh s6 101/2017/ND-CP;

Uy ban nhan dan huyén Xin Man xay dung K& hoach t6 chtrc tdp huan boi
dudng nghié€p vu cong tac soan thao van ban cho can bo, cong chirc, vién chiic, cu
thé nhu sau:

I. MUC PiCH

1. Nhdm néang cao trinh d9, ky nang quan ly hanh chinh nha nudc; k§ nang
soan thao cac van ban dap tng tot nhi€ém vy cong tac chuyén mon cua don vi.

2. Xay dung doi ngii can bg, cong chirc, vién chirc ¢6 trinh do chuyén mon,
nghiép vy, c6 nang luc dap ing yéu cau, nhiém vuy cong tac trong tinh hinh mai.

II. YEU CAU

1. Nam viing ndi dung, biét van dung kién thtrc da duge boi dudng vao thuc
hién nhiém vu cong tac theo churc trach dugc phan cong.

2. Viéc t6 chirc tap hudn phai dam bao tuan thu theo cac quy dinh cta phap
luat, tiét kiém, co6 hiéu qua.

I1I. NOI DUNG , POI TUQNG, THOI GIAN, PIA PIEM

1. Noi dung tip huan

Chuyén dé 1: Tong quan vé vin ban va vin ban quan li nha nuéc

(1). Khéi niém vé van ban va van ban quan 1y nha nudc

(2). Chure nang cia van ban quan ly nha nudc

(3). Phan loai van ban quan ly nha nudc

Chuyén dé 2: K¥ thuit soan thao vin ban hanh chinh

(1). Yéu cau ciia soan thao vin ban

(2). Thé thtrc va k¥ thuét trinh by van ban

(3). BO cuc ndi dung cta van ban


https://thuvienphapluat.vn/van-ban/bo-may-hanh-chinh/nghi-dinh-101-2017-nd-cp-dao-tao-boi-duong-can-bo-cong-chuc-vien-chuc-319214.aspx
https://thuvienphapluat.vn/van-ban/bo-may-hanh-chinh/nghi-dinh-101-2017-nd-cp-dao-tao-boi-duong-can-bo-cong-chuc-vien-chuc-319214.aspx

(4). Ngobn ngit va van phong ctia van ban

(5). Phuong phép soan thao mot s6 loai vin ban hanh chinh théng dung
Chuyén dé 3: Thue hanh soan thio vin ban

Chuyén dé 4: Quy trinh, thii tuc phat hanh viin ban

2. Pbi twong tip huan

Poi tuong tap huén 14 13nh dao, cong chuc cép huyén, CBCC cép X4, vién
chuc don vi sy nghi¢p truc thuoc UBND huyén, cu thé:

- Lanh dao cOng chirc cac phong chuyén moén: mdi co quan 02 ngudi (01
lanh dao, 01 cong chirc, vién chirc).

- Can bo, cong chirc cép x4: mdi xa 03 nguoi, gém 01 dai dién léph dao
UBND x4, 01 dai dién lanh dao HPND xa va 01 cong chirc Van phong — Thong ké.

- Vién chtrc sy nghiép: mdi don vi 01 ngudi 1a dai dién 1anh dao don vi.

3. Thoi gian, dia diém

3.1. Thoi gian: Dy kién 01 ngay, Khai mac 8 gio 00 ngay 23/8/2023

3.2. Pia diém: Hoi truong Trung tim Hoi nghi huyén Xin Man.

V. Béo céo vién

Moi bao céo vién la cong chirc Chi cuc Van thu luu trit, S6 Noi vu tinh Ha
Giang.

V. Kinh phi

Kinh phi t6 chirc tap huan dugc trich tir ngudn kinh phi cai cach hanh chinh
huyén Xin Man nam 2023.

VI. TO CHUC THUC HIEN

1. Phong N6i vu chu tri, tham muu giap UBND huyén Cong van moi giang
vién; thong bao tri¢u tdp hoc vién, to chirc don ti€p hoc vién, bo tri cong chirc theo
do1, quan 1y 16p hoc; thyuc hién chi tra ché do cho giang vién; quyét toan nguoén kinh
phi sau khi két thuc 16p tdp huan dam bao ding quy dinh.

2. Van phong HDND&UBND huyén phoi hop voi Phong Noi vu bo tri hoi
truong, don ti€p giang vién, giip UBND huyén don doc, theo doi viéc thuc hién ké
hoach.

3. Phong Tai chinh — Ké hoach tham muu cap kinh phi t6 chirc 16p tap hudn
theo quy dinh hién hanh.

4. Céc co quan, don vi, UBND Cac xa, thi tran bo tri cong tac, cur can bo,
cong chuc, vién chirc tham du tdp huan thanh phan quy dinh.



5. Pdi vé6i hoc vién duge triéu tap vé tap huén, c6 trach nhiém bd tri, sﬁp xép
cong viéc, tham gia tap huan day dua, chap hanh nghi€ém chinh nd1 quy, quy ché 16p
tap huan dé ra.

Trén day 1a ké hoach cia UBND huyén Xin Man vé tap hudn bdi dudng
nghiép vu cOng tac soan thao vin ban cho can by, cong chirc, vién chirc, qua trinh
t6 chuc thuc hién c6 kho khin, vudng méc phat sinh (néu c6) cac don vi kip thoi
b&o cao UBND huyén (qua Vin phong) cho ¥ kién chi dao thuc hién./. #

Noi nhin: TM. UY BAN NHAN DAN
- Thuong truc Huyén uy; [
- Thuong tryc HDND huyén;

- CT, PCT UBND huyén;

- VP HDND &UBND huyén;

- Céc phong ban QLNN; : /
- Cac don vi su nghié¢p, truong hoc truc thudc; e

_ UBND x4, thi tran; = __——
- Luu: VT, NV. Pham Duy Hién
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