DAI HOC QUOC GIA TP.HCM CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG DAl HQOC KHOA HQOC TU NHIEN DPoc lap — Tw do — Hanh phiic
36: 880 /KH-KHTN Théanh phé H6 Chi Minh, ngéryMthdng 7 ndm 2025
KE HOACH

Tap huin Thyc hanh ky ning soan théo vin ban ndi by

Can cur Két qua khao sat nhu cdu vé tap huén thuc hanh ky nang soan thao van ban;

Truong Dai hoc Khoa hoc tu nhién xdy dung Ké hoach t4 chirc Tap huén “Thuc hanh
k¥ nang soan thao vén ban ndi bd” nhu sau:

1. MUC PICH, YEU CAU

1. Muc dich
- Nang cao k¥ nang thyrc hanh trong viéc soan thao van ban hanh chinh ndi bd cho vién ﬁ
chure, nguoi lao dong; ic?;b TRU

- Pam bao viéc ban hanh van ban noi bo diing thé thire, quy trinh, ngén ngir hanh chinh ;a“g, DA

A

\ HE

theo quy dinh cua phap luat: { T\ KHO#
- Gop phén chuin hoa cong tac hanh chinh. tang hiéu qua trong quan tri va diéu hanh E\‘E'w
ndi bo tai Truong.

2. Yéu ciu

- Noi dung tap hudn thiét thuc, sat voi thuce tién cong viée cua cac don vi trong Trudng;

- Vién chire, ngudi lao dong tham gia nghiém tuc, day di, ¢6 thé ap dung thuc tién sau
budi tap huin.

11. NOI DUNG KE HOACH

1. i twgng tham gia tip huin

Vién chire, ngudi lao dong dang cong tac tai Truong Dai hoc Khoa hoc tu nhién, PHQG-
HCM. .

2. Thoi gian, dia diém dy kién td chire tap huin

- Thoi gian: mot budi, tir 8g30 ngay 15/7/2025 (thir 3)

- Dia diém: Thong béo sau

3. Noi dung tip huén

- Hudng dan thé thirc va ky thudt trinh bay van ban hanh chinh theo Nghi dinh
30/2020/ND-CP.

- Huéng dan quy trinh trinh ky vin ban néi bo;

- Thuc hanh soan thao mdt sO loai vdn ban ndi by thong dung.

- Mot s6 16i thuong gdp trong soan thdo van ban ndi by va cach khac phuc.

- Thao luén. giai dap thic méc va chinh stra san pham thuc hanh cia vién chirc, ngudi
lao dong.
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4. Kinh phi thyc hién

Kinh phi t& chirc trién khai thuc hién K& hoach thyc hién theo duy trii kinh phi duge Hiéu
trudng phé duyét dinh kém Ké hoach.

ITI. TO CHUC THUC HIEN

1. Thoi gian thye hién Ké hoach

- T ngay 20/6/2025 — ngay 30/6/2025: X4y dung Ké hoach.

- Ngay 02/7/2025: Trinh ky Ké hoach;

- Ngay 15/7/2025: T4 chirc Tap hudn;

- Ngay 16/7/2025 — ngay 20/7/2025: Khao sat két qua tap huén;

- Ngay 21/7: Tdng két, bao céo hoat dong.

2. Trach nhiém td chirc thuc hién

- Phong Thanh tra — Phap ché phdi hop v&i Phong T chirc — Hanh chinh td chire tép

huan.

- Phong Ké hoach — Tai chinh chju trach nhiém vé thanh toan kinh phi thuc hién ké
hoach.

- Cac don vi lién quan: cir nhan su tham gia tap huén (bat buéc).[,/

Noinhdn:
- Ban Giam hiéu;
- Cac don vi;

- Luu: VT, TTPC. \/
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