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

HUYEN QUANG NINH Poc lap - Ty do - Hanh phiic
$6:20p/GM-UBND Qudng Ninh, ngayAd thdng 9 ndm 2016
GIAY MOI

Tham dy Hoi nghij tip hufn bdi duéng ky niing lip ho so cong viée
va soan thio vin bin cho cin b, cong chirc va nhirng ngudi
hoat djng khong chuyén trach xa nim 2016

Thirc hién Quyét dinh s6 1890/QD-UBND ngay 23/6/2016 cia UBND tinh
Quang Binh vé viéc giao Ké hoach md céac lép ddo tao, bdi dudng cén bd, cong
chitc cp x& nam 2016, UBND huyén Quang Ninh td chie hdi nghi tap huén boi
dudng k¥ nang lap hd so céng viée va soan thao van ban cho cin bd, cong chirc va
nhitg ngudi hoat dong khdng chuyén trach x&. '

1. Thanh phin, kinh mai:

- Pai dién ldanh dao S& Noi vu, phong Cai c4ch hanh chinh;

- Lanh dao Chi cuc Van thu Luu trir tinh;

- Pai dién lanh dao UBND huyén;

- Pai dién lanh dao UBND cac x4,

- Céng chirc Van phong - Théng ké; cin bd phu trach cdng tic Vin thu -
Luu trit va Vin phong - Té chirc DPang dy céc xa.

2. Thoi gian: Tir ngay 15/9/2016 dén ngay 16/9/2016, khai mac vao lic 07
gitr 30°, ngay 15 thang 9 nim 2016. ‘

3. Dia didm: Tai Trung tim Bdi dudng chinh tri huyén Quéang Ninh.

P& nghi céc déng chi tham dy diing thdi gian, thanh phén quy dinh./.

Ghi chu:

- UBND cdc xd thong bdo cho cdn bg, cong chuc lién quan tham dur.

Noi nhin: TL. CHU TICH UBND I-IUYEN
-Nhu thanh phén; CHAN
-Laru. .
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UY BAN NHAN DAN  CONG HOA XA HQI CHU NGHIA VIET NAM

HUYEN QUANG NINH ' Poc lap - Tw do - Hanh phic
Sé: 65 /KH-UBND Quang Ninh, ngay A2 thang 9 nam 2016
KE HOACH

M 16p tap huin bdi dwing k¥ ning lap hd so cdng viée va k§ niing
soan thdo vian ban cho can bd, cong chirc va nhirng nguoi
hoat dong khong chuyén trach xa niam 2016

Can cir Nghi dinh sb 18/2010/NP-CP ngay 05/3/2010 ctia Chinh phit vé viée
dao tao, bdi dudng can bd, cbng chirc;

Can ctr Thong tu sé 139/2010/TT-BTC ngiy 21/9/2010 cta Bd Tai chinh
quy dinh viéc 1ap du toan, quan ly va sir dung kinh phi tir ngan sach nha nuéce danh
cho céng téc dao tao, bdi dudng can bo, cong chirc;

Cin cir Quyét dinh sé 1890/QD-UBND ngay 23/6/2016 cua UBND tinh
Quang Binh vé viée giao K& hoach mé cac 16p dao tao, bdi dudng cén bd, céng
chirc cép x4 nam 2016;

UBND huyén Quang Ninh x4y dung ké hoach mé 16p tip huan k¥ ning lap
hd so cong viée va k¥ ning soan thdo vin ban cho cdng chirc va nhimg ngudi hoat
dong khoéng chuyén trach x& ndm 2016 nhu sau:

I. MUC PICH, YEU CAU:

1. Muc dich:

- X4y dung d6i ngil cdn b, céng chirc x3 co trinh d9, k¥ ning dap ung yéu
chu nhiém vy quan ly hanh chinh, quan ly, diéu hanh kinh té - xd héi va thuc thi
cong vu phuc vu su nghiép cdng nghiép hda, hién dai héa ndng nghiép, néng thon;

- Trang bi nhing nghiép vu co ban vé cdng téc l4p hd so hién hanh, k¥ ning
soan théo van ban cho céng chitc va nhitng nguoi hoat dong khong chuyén trach xa.

2. Yéu céu:

- Chuong trinh, ndi dung, tai lidu tap huén phai thiét thyc, hiéu qua, dam bao
thiét thuc vé ndi dung, sdu vé nghiép vu. Doi ngii gidng vién, bdo cdo vién phai la
nhitng ngudi ¢é thue tién va c6 phuong phép giang day tot.

- Can bd, cdng chirc va nhitng ngudi hoat dong khéng chuyén trach x& thude
déi tugng bdi dudng phai tham gia diy du, xuyén sudt chuong trinh va chip hanh
nghiém néi quy, quy dinh cia 16p tap huén.

I1. POI TUQNG BOI DUONG:

- Chu tich hodc Phé Chu tich UBND x4&; céng chirc Vén phong - Théng
ké; c4n bd phu trach cdng tic Vin thu - Luu trit va Vian phong - Tb chic Pang

Uy cac x4a;
1 /
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III. NOI DUNG, TAI LIEU TAP HUAN:

1. N§i dung tap huin:

- Bdi dudng k¥ ning t6 chic 1ap hd so céng viée, x4c dinh trach nhiém 6i
v6i cong tac 1ap hd so:

+ Thong tu sb 07/2012/TT-BNV ngay 22/11/2012 cia B§ N§i vu Hudng
din quan 1y vin ban, lap hd so va ndp luu hd so, tai lidu vao fuu trit co quan;

+ Théng tu sé 14/2011/TT-BNV ngay 08/11/2011 cua Bo N6i quy dinh
quéan 1y hé so, tai liéu hinh thanh trong hoat dong cia Hoi ddng nhan dan va Uy
ban nhén dén x4, phuorng, thi trén;

+ Quyet dinh sé 02/2014/QD-UBND ngay 14/02/2014 cua UBND tinh
Quang Binh ban hanh Quy ché cong tac van thu, Juu trir tinh Quang Binh;

- Huéng din phuong phap soan thao vin ban; thé thirc va k¥ thuat trinh bay
vin ban hanh chinh:

+ Théng tu s& 01/2011/TT-BNV cia Bd Noi vu vé hudng thé thirc va din ky
thuét trinh bay vin ban hanh chinh. -

- Trién khai mot sé van ban quy pham khac v& cong tac vin thu, luu trit.

2. Tai liéu:

Tai liéu tap huén do co quan td chirc 16p tap huén phédi hop véi Chi cyc Vin
thu luu trir tinh va gidng vién bién soan.

IV. TO CHUC LOP, THOI GIAN, PIA BIEM

- Thoi gian m& 16p: 2 ngay (vao cac ngay 15/9/2016 va 16/9/2016), mdi
ngay 10 tiét.

- Dia diém: Tai Trung tdm Bbi dudng chinh tri huyén Quang Ninh.

V. KINH PHi: .

- Kinh phi t6 chic 1ép tap- hudn do S& Noi vu cép theo Quyet dinh s6
1890/QD-UBND ngay 23/6/2016 ciia UBND tinh Quang Binh vé viée giao Ké
hoach mé& cac 16p dao tao, bdi dudng can b, céng chirc cép xa nam 2016.

- Phong Néi vu cb trdch nhiém tiép nhén va quéan 1y kinh phi t& chirc 16p tap
huin; thuc hién thanh quyét todn theo quy dinh tai Théng tu s6 139/2010/TT-BTC
ngay 21/9/2010 cia Bo Tai chinh va cac quy dmh cua phap luét hién hanh.

V1. TO CHUC THU'C HIEN:

1. Giao phong N6i vu huyén cht tri phdi hop véi cac co quan lién quan x4y
dung ndi dung, chuong trinh H$i nghi tap hudn; chuin bi cic didu kién vé& hoi
truedng, co s vat chét, tai liéu, giang vién, triéu tap hoc vién va theo doi, quan ly
16p hoc, dam béo td chirc 16p tap hudn dat két qua tot.
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2. Cac don vi lién quan, Uy ban nhén dén c4c x4 sip xép, bb tri cong viéc dé
cr can bd, cong chirc, ngudi hoat déng khong chuyén trach tham gia lorp tap hudn
ding thanh phan va thoi gian theo yéu cau. //

Noi nhgn:

- 8& Néi vy; (b/c)

- Chi Cye Van thu LT tinh; (P/h)
- CT, PCT UBND huyén; (b/c)

- Trung tdm BDCT huyén;

- UBND cac x4,

-Luu: VT, NVJﬁ/
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