
BO TRIIONG, CHU NHIEM 

DO Van Chien 

UY BAN DAN TOC 	LONG HOA XA HOI CHU NGIHIA VIET NAM 
Doc lap — Tkr do — Hanh phtic 

S6: 500 /QD-UBDT 
	

Ha N.6i, ngay doe thong  nam 2016 

QUYET DINH 
Phe duyet Ke hoach to char lop b6i throng ye kien thin tin hoc dam 2016 

BO TRIX NG, CHU NHIEM UY BAN DAN TOC 

Can di Nghi dinh s6 84/2012/ND-CP ngay 12/10/2012 cUa Chinh phu quy 
dinh chic nang, nhiem vu, quyen han va ca eau to chirc dm UST ban Dan tOc; 

Can c* Quy& dinh s6 724/QD-UBDT ngay 29/12/2015 dm WO truong, ChU 
nhiem Uy ban Dan tOc ve viec giao ke hoach cong the nam 2016; 

Can cir Quy& dinh s6 108/QD-UBDT ngay 23/3/2016 cUa BO truong, 
ChU nhiem Uy ban Dan tOc ve viec giao chi tieu ciao tao, bOi du'ang can bO cong 
chdc nha nuov nam 2016; 

Xet de nghi cua Vu truong Vu T6 chirc can bO, 

QUYET DINH: 

Dieu 1. Phe duyet Ke hoach to chirc lop bOi duang ve kin thdc tin hoc 
nam 2016 (co ke hoach kern theo). 

Dieu 2. Kinh phi th*c hien: 35.000.000 VND (Bang 	Ba mu.cri nam 
triu cljng chan) dugc giao theo Quyet dinh so 108/QD-UBDT. 

Dieu 3. Cac 8ng (ba) Chanh Van phong Uy ban, Vu truong Vu TO chut 
can b6, Giam doe Trung tam Thong tin va Thu truong cac Vu, don vi thuOc Uy  
ban chiu trach nhiem thi hanh Quyet dinh 

Noi nhOW 
- Nhu Dieu 3; 
- Cac Thu truong, PCN UBDT; 
- Trung tam Thong tin; 
- Cac vu, don vi thuOc UBDT; 
- ang TTDT UBDT; 
- Ltru: VT, TCCB (5b). 
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TOC 	LONG HOA XA-. HOI CHU NGHIA VIET NAM 
DO'c 14p - Tv do - Hanh pink 

HOACH 
Ke hoach to chirc lop boi dtromg ve kien thtic tin hoc nam 2016 

(Ban hanh Kern theo Quyjt ciinh so 5 670 /QD-UBDT ngay2Zthang nam.20/1G 
2016 cita Bo truc'Yng, ChU nhiem Uy ban Dan t'Oc) 

I. MUC DICH, YEU CAU 

1. Muc dich 

- 136i duang kien thirc ly thuyet Nth thuc hanh ve viec sir dung he dieu 
hanh tac nghiep cua Uy ban Dan tOc: quy trinh xir van ban di, den va tao lap 
ho so cong viec teen phan mem quan 1)'T van ban va c ieu hanh. 

- Nang cao nhan thirc, vai tro, trach nhiem cua lanh ciao va chuyen vien 
cac vu, don vi thuc Uy ban ye viec irng dung cong nghe thong tin trong cong 
tac chi ciao, diet' hanh va thuc hanh nhiem vu chroc giao. 

2. Yeu eau 

- T6 chirc lop b'oi duang phai tinh thik thuc hieu qua va va tiet kiem. 

- Sau khi ket -auk khoa bOi chrO'ng, cong chirc, vien chuc thuc hanh thanh 
thuc cac buck, quy trinh xir 13'T van ban theo dieu hanh tac nghiep cua Uy ban 
Dan tOc. 

II. NOI DUNG 

1. NOi dung, phiro'ng phi') 

1.1. N -Oi dung 

- Gioi thieu va thuc thanh quy trinh xir 13',  van ban di, den va tao lap 116 so 
cong viec tren phan mem quan 13",  van ban va dieu hanh. 

- Cac chirc nang mer rOng nap cap tren phan mem quasi VT van ban va 
dieu hanh. 

- Cac tien ich teen phan mem quan 1y van ban va dieu hanh. 

NOi dung hoc Om 2 phAn 15,  thuyet va thuc hanh, cu the nhu sau: 

a) NOi dung l.); thuyit 

- Quy trinh tong the xir V/ van ban den. 

- Quy trinh tong the xir 132 van ban di. 

Quy trinh tao lap 116 so xir ly cong viec va giao viec. 

- Chirc nang va tien ich thuc he th6ng dieu hanh tac nghiep. 
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b) NOi clung thyr hanh 

- Xir VT van ban den: 

+ Ban lam viec dia. Chuyen vien tong hop. 

+ Ban lam viec dia Lanh dao Vu, don vi. 

+ Ban lam viec dia cac chuyen vien. 

- X* VT van ban di: 

+ Ban lam viec dm cac chuyen vien. 

+ Ban lam viec cila Lanh dao Vu, don vi. 

+ Ban lam viec dm Chuyen vien tong hop. 

- To lap 116 so cong viec: 

+ Tao med ho so ding viec. 

+ Phan ding can 136/phong ban xir VT, theo doi. 

+ Theo d'Oi tien d6 xir VT, ha.n xir VT. 

+ K& thac xir VT h6 so cong viec. 

- Tien ich dieu hanh tac nghi'ep not b6: 

+ Giao viec, nhac viec. 

+ Bao cao th6ng ke. 

+ Tim ki6m, tra dm van ban. 

+ Danh ba dien t*. 

1.2. Phirceng phap 

- Hinh thirc: b6i duOng VT thuy6t, thuc hanh. 

- T6ng hop va giai dap cac 5T kin vuong mac. 

2. Thanh phAn 

2.1. Giang vien: Chuyen gia Cong nghe th6ng tin, Trung tam Thong tin. 

2.2. Hoc vien: Lanh dao, chuyen vien tong hop cua vu, don vi (30 nguoi). 

3. Thai gian: 02 ngay, 07 - 08/10/2016. (co cong van trieu tap sau) 

4. Dia di&n: H6i twang nha C, Uy ban Dan t6c - S6 80 Phan Dinh 
Phung, Ba Dinh, HA N6i. 

III. KINH PHI: 35.000.000 VND (Bang chic: Ban murti nam trieu clang 
than) dugc giao theo Quye't dinh so 108/QD-UBDT. 

IV. TO CHITC THIIC HIEN 

1. Vu To chiic can bO: Phi hop vai Van phong I:Jy ban, Trung tam 
Thong tin to chic lop hoc. 
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2. Trung tam Thong tin 

- Chiu trach nhiem v'e cong tac to chirc lOp hoc, quan ly lop hoc, chuan bi 
ve co.  soy vat chat phuc vu lop hoc, tai lieu cho hoc vien. 

- Co trach nhiem xay dung dg town, guy& town tai chinh va chiu trach 
nhiem ye cac khoan chi phi tai chinh phuc vu cho cac hoat dOng ciaa 16p boi 
duang nghiep. 

3. Van phong Uy ban: Chuyen kinh phi to chirc lOp b6i duang ve kien 
thirc tin hoc nam 2016 (citrac cap theo Quy'At clinh so 108/QD-UBDT) cho 
Trung tam Thong tin. 

4. Cac vu, dun vi thuOc Uy ban: To dieu kien, b6 tri the gian cho cong 
chirc, vien chgc tham gia khoa boi duang khi co cong van trieu tap. 

Trong qua trinh thirc hien Ke hoach, neu c6 kho khan, vuong mac phai 
kip thoi c6 van ban phan anh ye Vu To chirc can 1710 de tong hop, bao cao lanh 
dao Uy ban chi dao, giai quyet./.v 

UY BAN DAN TQC 
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LONG CONG CHIC, VIEN CHLIC THAM GIA LOP BOI 
THICC TIN HOC (HE DIEU HANH TAC NGHIEP NAM 2016) 
Quyit clinh so ,500 /QD-UBDT ngaylthcing f nam 2016 ctia 

BO trtro.ng, Chit nhi& Uy ban Dan tac) 

STT 
---■"" 

Ten V* don vi So lircyng Ghi chu 

1 Vu T6 chirc Can b6 02 

2 Thanh tra Uy ban 02 

3 Vu K6 hoach — Tai chinh 02 

5 Van ph6ng t.'1),  ban 02 

5 Vu Hop tac Qu6c t6 02 

6 Vu Phap ch6 02 

7 Vu T6ng hop 02 

8 Vu Chinh sach clan t6c 02 

9 Vu Dan t6c thi6u s6 02 

10 Vu Dia pluming I 02 

11 Vu Tuyen truyL 02 - 

12 VP Di'eu ph6i chtrang trinh 135 01 

13 Ban Quan 15T xay dung co. ban 01 

14 Ban Quan lf Dkr an die;n mat treri 01 

15 Hoc vi0 Dan t6c 02 

16 Tap chi Dan t6c 01 

17 Bao Dan t6c va phat tri6n 01 

18 Nha khach Dan t6c 01 

T6ng cOng 30 
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