Gca

Ky bdl Sg Giao
duc va bao tao
Email: contact-

sgddt@laocai.g
?c,i\angan Tinh X 3
Thagan . UBND TINH LAO CAIL CONG HOA XA HOI CHU NGHIA VIET NAM
SO GIAO DUC VA PAO TAO Poc lap - Ty do - Hanh phac
sé: 3 /KH-SGD&DT Lao Cai,  ngayl}théng 10 ndm 2017
KE HOACH

Tap huén phin mém quén Iy viin béin diéu hanh VNPT-iOffice
va céng tac vin thu fuu trir nim 2017

S& GD&DT Lao Cai xdy dung k& hoach tap huén trién khai phin mém
quén ly van ban didu hanh VNPT-iOffice va cdng tac van thu luu trlr ndm 2017,
nhu sau:

1. Muc dich, yéu ciu

- Nang cao néng luc, chuyén mon, nghiép vu cho can bd phu trach vé
cong nghé thong tin nhim dép (mg yéu cu vé cong tac quén ly, van hanh, khai
thac va xu ly hé théng cong nghé théng tin trong timg co quan, don vi.

- Néang cao chit luong quan 1y céng tac van thu luu trlt, quan Iy hd so
cong viée tai cac co s gido duc.

- Cén bd tham gia tap huAn c6 trach nhiém trién khai lai nhiing ndi dung
dugc tp huan tai don vi.

2. Noi dung tap huin: (Chwong trinh tdp hudn cu thé kem theo)

- Thé thire va kg thuat trinh bay vin ban hanh chinh; quan ly va st dung

con dau; Quy trinh tiép nhén cong vin di dén va 1ap hd so cong viéc, thu thép tai
liéu vao luu trlt; Quan ly ho so cOng viéc.

- Sir dung phén mé&m quan ly vin ban va diéu hanh VNPT-iOffice.

3. Thoi gian, dia diém: 1,5 ngay, tir 7h30> ngay 01/11/2017 dén 11h30°
ngay 02/11/2017 tai truong THPT DTNT tinh va THPT s6 1 thanh phé Lao Cai.

4. Thanh phén

- S& GD&DPT: Lanh dao S& GD&DT; Lanh dao, cén bd phong, ban
chuyén moén cua S6 GD&DT.

- Phong GD&DT: M01 phong GD&DT ctr 05 nguoi gbm 01 cén bd phy
trach CNTT, 02 gido vién cbt can CNTT va 02 cdn bd quan ly cong tac van thu
luu trir.

- Pon vj truc thude Sé: Mdi don vi 02 ngudi gém 01 can bd quan ly
cdng tac vin thu luu trlr va 01 gido vién tin hoc.

- Trung tAm GDNN&GDTX céac huyén, thanh phd: Mdi don vi 01 c4n bd
véan thu- luu tri.

5. B4o cdo vién

Cén bd S& GD&PT, Chi cuc Van thu — Luu trit tinh Lao Cai, VNPT Lao
Cai va Trung tdm Kinh doanh VNPT Lao Cai.

6. Kinh phi




- Kinh phi an, nghi, di lai clia cdn bo, gido vién tham gia tp huén thuc
hién theo ché d6 tai chinh hién hanh.

- Kinh phi t6 chirc tip huén Ngan sdch nha nuée cap cho S& GD&PT.

7. T chitc thue hién

7.1. Viin phong S6: Chu tri 1ap ké hoach va t6 chirc 16p tap hudn; tham
muu moi gidng vién tham gia gidng day 1&p tip huén.

7.2. Phong KHTC: Chuan bi kinh phi dam bao cho 16p tap hudn.

7.3. Cdc phong, ban S¢: Ct can bo tham gia tip huén theo ké hoach.

7.4. Phong GD&DT, Trung tim GDNN&GDTX huyén, thanh phé va cdc
don vi true thupe So: Ci can bg tham gia thp huén theo ké hoach; Mdi don vi mang
theo 01 may tinh xdch tay, c6 thé két néi ' Internet, USB 3G dé thuee hanh.

- Truong PTDTNT tinh chuan bi hdi trudong cho 130 nguoi tham gia tép
huan sang ngay 01/11/2017.

- Truong THPT s6 1 thanh pho Lao Cai: Chuén bj 05 phong Tin hoc dé
tap hudn tir 13h30° ngay 01/11/2017 dén 11h30’ ngay 02/11/2017.

Cin clr ké hoach ndy, S& GD&DT yéu ciu Trudng phong GD&DT

huyén, thanh phd; Thi trudng céc don vi truc thude S& GD&DT trién khai thuc
hién nghiém tuc./.,,

Noi nhin: KT GIAM DOC
- VNPT Lao Cai (ph); Yy

- Cac Phong GD&DT;

- Cac don vi tryc thude Sé;

- Trung tdm GDNN&GDTX;
- Lanh dao So;

- Cac Phong, ban S&;

- Luu: VT.

Duwong Bich Nguyét




Thoi gian: 02 ngay, fw 7h30° »;;
Bao cdo vién:

Can b cac So:

VNPT Lao Cai va Chi cuc lwu trit tinh Lao Cai.

t8¢ van thu luu trir ndm 2017
Yoy 27/10/2017 ciia 86 GDE&DT)

LI/2647 dén hét ngay 02/11/2017.
: ong tin Truyén théng tinh Loo Cai,

‘dén va lap ho so cong viéce, thu thap tai
liéu vao luu tril; Quéan ly hd so cong
viéce

TT Thoi gian N§i dung Thue hién
| 130’ dén 1130’ ngay 01/11/2
1 7h30°-7h45’ On dinh t§ chire Van phong S&
2 | 7Th45’-Th50’° Tuyén bd ly do, gidi thidu dai bidu Van phong S&
, ’ Lénh dgo S& GD&DT phat biéu khai i 1

3 7h50°-8h00 mac; quén triét, chi dao Hoi nghi tap Lanh dao S¢
huan
Thé thirc va k¥ thuft trinh bay van ban
hanh chinh; quéan ly va s dung con| . .

4 8h00°-11h30° d&”}u; Quy trinh tiép nhan ¢dng van di Can bg Chi cye luu

trir tinh Lao Cai

13h30°-16h30°

St dung phan mém quan ly vin ban

1 : L , VNPT Lao Cai
Ngay 01/11/2017 | va diéu hanh VNPT-iOffice.
Th30°-11h30° Str dung phin mém quéan 1y van ban

2 ) va diéu hanh VNPT-iOffice. VNPT Lao Cai

Ngay 02/11/2017

Hoéi dap, tdng két Tap hudn
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