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Tap huan phan mém Hé théng Quan 1y van ban va diéu hanh
va str dung chit ky s6 cho cac co quan Thi hanh an dan su trong tinh

I. MUC PICH, YEU CAU

1. Muc dich

- Hudéng dan viéc sir dung, van hanh Phan mém Hé théng Quan ly van ban (sau
day goi tit 1a Phan mém) va str dung chir ky so.

o= Khai thac hiéu qua Phan mém va tao su chuyén bién trong cong tac chi dao,

diéu hanh cua Cuc Thi hanh 4n dén su tinh voi cac phong chuyén mon thudc Cuc V,é
cac Chi cuc Thi hanh an dan su truc thudc bang vén ban dién tr tich hop chir ky so;
thong qua viéc gui va nhan van ban trong toan hé thong Thi hanh an dan su tinh.

2. Yéu cau

- Bao dam trién khai déng b ding doi tugng, dung tien do, mang lai hiéu qua
cao va thong nhat trong t6 churc thuc hién.

- Xac dinh cu ‘ghé nodi dung cong viéc, thoi gian, trach nhiém cua cac don vi co
lién quan trong viéc t6 chirc thuc hién.

11. THOI GIAN, HINH THUC, PIA PIEM

1. Thoi gian

_ T ngay 12/11/2019 dén ngay 25/11/2019 (C6 phu luc danh séch tdp huan
kem theo).

2. Hinh thirc, dia diém

- Hinh thtrc: Huéng dan truc tiép trén may tinh.

- Dia diém: Tai don vi duoc tap huan.

I1l. THANH PHAN

- Ban t6 chirc 16p tap huan:

+ Dai dién Van phong Cuc;

+ Coéng chirc thudce Cuc va cac Chi cuc Thi hanh én dan su truc thudc.

IV. NOI DUNG

. LTap huén sir dung, vin hanh ph?m mém Hé thong Quan ly viin ban va

dieu hanh

1.1. Gi6i thiéu chung vé Hé thdng Quan 1y van ban va diéu hanh.

1.2. Hudng dan céac chirc nang ctia Hé théng Quan ly vian ban va diéu hanh, bao



gom:
- Chtric ning chi dao, diéu hanh va theo dai xir Iy vin ban, ing dung chit ky s6
trong viéc sir dung van ban dién tu danh cho doi tuong la Lanh dao;

- Chtc nang tiép nhan, quan ly, luan chuyén vin ban, theo doi viéc giai quyet
van ban; viéc gui, nhan van ban dién tir thong qua Truc lién théng van ban quoc gia
danh cho déi tuong la Cong chure phu trach Van thu co quan;

- Toan bd céc chic nang cia Hé thong Quan ly véan ban va diéu hanh, phén
quyén dau moi, tao 1ap tai khoan va van hanh Hé thong tai timg co quan danh cho ddi
tuong la cong chirc phu trach cong nghé thong tin, quan tri vién.

1.3. Trao doi va thao luan.

2. Huéng dan sir dung chir ky sb

2.1. Giéi thiéu chung vé phan mém chir ky sb.

2.2. Huéng dan st dung va khai thac phan mém

- Huéng dan cai dat phan mém chit ky sd;

- Cac phén hé chirc nang trén hé théng phan mém chix ky sd.

2.3. Trao déi va théo luan.

V.TO CHUC THUC HIEN

1. Giao Van phong Cuc chiu trach nhiém cac ndi dung tap huan vé phan mém
Quéan ly vian ban va diéu hanh va phan mém chir ky sb.

2. Giao Phong Tai chinh - Ké toan c6 trach nhiém dam bao kinh phi trién khai
day du, kip thoi cac noi dung theo K¢é hoach.

3. Thu trudng céac don vi thude Cuc, Chi cuc truong cac Chi cuc Thi hanh an
dan sur truc thudc c6 trach nhiém cir dung, du thanh phan tham du theo Ké hoach; chu
dong nghién ctru chuén bi noi dung dé trao doi, thao luén tai 16p tap huén.

Trén day la Ké hoach tap hudn Phdn mém Hé thong Quan 1y van ban va didu
hanh va st dung chit ky sb cho cac co quan Thi hanh an dén sy trong tinh, Cuc
truong Cuc Thi hanh 4n dan su tinh yéu cau Thu trudng céc don vi thude Cuc va cac
Chi cuc truong Chi cuc Thi hanh 4n dan su truc thudc nghiém thc trién khai thuc
hién./.

Noi nhén;% |
- Thu truongTac don vi thudc Cuc (dé t/h);

- Chi cuc THADS truc thudc (dé t/h);
- Trang TTDT Cuc THADS tinh (dé ding tai);
- Luu: VT, VP.
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PHU LUC DANH SACH CAC DON VI TAP HUAN
(Kém theo Ké hoach soA/44 /KH-CTHADS ngay [/ ’//L/,/ZOI 9 cua
Cuc truong Cuc Thi hanh dn dan su tinh Dak Lak)

STT Tén don vi Ngay, thing, | 4y oigian | ON

nam chu
1| Cuc Thi hanh 4n dén sy tinh 12/11/2019 | 07"30 — 11"00

2 S}?; E‘iﬁ’;ahla,ﬁﬁ;n dan swhanh | 3019 | 0730110 |
3 gﬁihi‘fgafhi hanh an dan sy huyén | 14,11 5019 | 13030 _ 17%0
4 g:isz‘;‘: Thi hanh &n dan swhuyén |y 0119019 | 07%30 - 1170
5 || edloo Uikl SUden SWhhen | 1y pogig | 13ta0— 17400
6 | KobnnSrory anh an danswhwyen | 15119019 | 07'30 - 1100
7 | S0 oue Ll hsntan dan isw laysn | o ymane | 13880 17100
8 | Ko e ann an danswbwyen | 10/112019 | 07°30- 11%0
o | guc Thihanhan danswhuyén | /11,2019 | 1330 1770
10 | ypncuc Thihanh andan swhuyén [ 5011/2019 | 0730 - 11%0
11 | cue Thihanh an din swhuyén | 5011/2019 | 1330 - 1700
12 | cuc Thihanh an dénswhuyén | 5111019 | 07"30- 1170
13 | Koanrpgy Mo an danswhuyen | 51012019 | 1330 - 17%0
14 | Ko ary nn an danswbwyen | 55112019 | 07'30-11%00
15 | ol ouc, Tht hanh an dén swthi XA | 55/11 /5019 | 13730 - 17%0
16 Chi cuc Thi hanh 4n dan su huyén 25/11/2019 07'30 — 11"00
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