UBND HUYEN CU CHI CONG HOA XA HQI CHU NGHIA VIET NAM

PHONG NOI VU "~ Dbc lap - Tw do - Hanh phic
sé: 71 F /TBPNV - | Cii Chi, ngay <3 thang 5 nam 2020
THONG BAO

Chiéu sinh c4c 16p tip huin vé vin thw - Iwu trit nAm 2020

Thuc hién Ké hoach 36 2051/KH-SNV ngay 27 thang 5 nam 2020 cua S&
Nbi vu thanh phd vé té chirc céc 16p tap huén vé van thr — luu trit ndm 2020,

Phong N6i vu thong béo ndi dung cu thé nhu sau:

1. D6i twong, ndi dung, thoi lwgng chwong trinh:

1.1. Lép tdp hudn Igp hé so cong viée va giao ngp hd so, tai ligu vio
Lwru trit co quan

a) Noi dung bdi dudng;

- Huéng dan 1ap Danh myc hé so.

- Hudng dan cong téc lap ho so cong vigc va giao ndp hd so, tai lidu vao
Luru trit co quan. Hudng dan thyc hanh (chudn bi tai lidu, bd hd so miu).

b) Thoi luong chuong trinh: 02 ngay.

¢) Béi tuong bdi dudng: Cong chirc, vién chirc tai cdc co quan, td chirc.

1.2. Lép giao nhin va hoan thién hé so, tai ligu tai Luwu triv co quan

a) N6i dung bdi dudng:

- X4c dinh gid trj tai liéu.

- Lara chon hd so, tai lidu giao ndp vao Luu trlf co quan va Luu trit lich su.

- Hoan thién hd so, tai liéu tai Luu trit co quan.

b) Thoi lugng chuong trinh: 01 ngay.

c) bbi tuong bdi dudng: Céng chirc, vién chirc lam cbng tac luu tri¥ tai
céc co quan, to chuc.

1.3, Lép s6 hoa tai lidu leu triy

a) N01 dung bdi dudng: Hudng dan cong tic sb hoa hd S0, tai liéu theo

Théng tu s0 02/2019/TT-BNVngay 24 thang 01 ndm 2019 vé& quy dinh tiéu
chuén dit liéu thong tin ddu vao va yéu cAu bao quan tai lidu lvu trir dién tir,

b) Thoi lugng chuong trinh: 01 ngay.
c) béi tuong bdi dudng: Céng chirc, v1en chire lam cdng tac van thu, luu
trit, cdng nghé thong tin (IT) tai cac co quan, td chire.




1.4 Lo

1.4. Lép quan ly tai ligu dién ti

a) NQ] dung bdi dudng: Hudng din cong tac quén ly vén ban diéptu theo & boi O

Nghi dinh s 30/2020/ND-CP ngdy 05 thang 3 ndm 2020 vé cong th¢ vn, th.

b) Thoi lugng chuong trinh: 01 ngay. B Thes 1o

c) Péi tuong bdi dudng: Cong chirc, v1en chirc lam cong tdc vén thu, luu -
trit, cong nghé thong tin (IT) tai cac co quan, td chirc. s o ] :

2. Thoi gian, dia diém diing ky:

2.1. Thoi gian: Dy kién khai giang trong thang 7 nam 2020, td chirc
trong gid hanh chinh.

2.2. Dia diém: Theo thong bao nhap hoc.

3. Kinh phi

Thuc hién theo Diéu 2 Thong tu s6 36/2018/TT-BTC ngay 30 thang 3
nim 2018 ciia B& Tai chinh vé& huéng dan viée 1ap du todn, quan ly, st dung va
quyét toan kinh phi danh cho cong tac dao tao, bdi dudng can bo, cong chic,
vién chire, cu thé nhu sau:

1. Cé4n bo, cong chirc dugc dam bao tur nguén kinh phi dao tao, bdi dudng
ctia Thanh pho. |

2. Vién chitc duoc dam bao tir ngudn tai chinh clia don vi s nghiép cong
lap, dong gbp cua vién chirc va cac ngudn khac theo quy dinh ctia phép luét.

Cén ctr d6i twong va ndi dung chuong trinh, xét chon, cir cong chuec,
vién chirc tham dy; chiu trach nhiém vé viée clr diing d6i twong, phu hop véi
ndi dung chuong trinh va tinh chinh xac ctia thong tin da déng ky theo biéu miu
dé Phong Noi vu ¢6 co sd téng hop, t6 chirc 16p hoc. Danh sach dugce lap theo
biéu mau dinh kém xép theo thir tir wu tién tir trén xudng, giri vé Phong Noi vu
trwée ngay 08 thang 6 nim 2020 (gvi kém tdp tin theo dia chi email:
dttan.cuchi@tphcm.gov.vn).
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