UBND TiNH TUYEN QUANG CONG HOA XA HOI CHU NGHIA VIET NAM

C(A)NGATY TRACH NHIEM HU'U HAN Doc 1ap- Tw do - Hanh phiic
LAM NGHIEP SON DUONG
Z_—l——
S6: 06/KH-CT Son Dwong, ngay 12 thing 7 ndm 2022
KE HOACH

Tap huén vé thé thirc trinh bay, cich thirc soan thdo vin ban quan ly
noi bo va vin ban hanh chinh

Can cir Nghj dinh s6 30/2020/ND-CP ngay 05/3/2020 ciia Chinh phi, vé cong
tdc van thu; cén cir tinh hinh thuc t€ tai cong ty. Cong ty TNHH 1am nghiép Son
Duong xay dung K€ hoach tép huan v€ thé thuc trinh bay, cach thirc soan thao vén
ban quan ly ndi bd va van ban hanh chinh trong Cong ty, cu thé nhu sau:

I. MUC PICH, YEU CAU:

1. Muc dich:

- Nhim néng cao k¥ ning soan thao vin ban quan ly néi bg va van ban hanh
chinh cho gén bo, ‘nhén vién trong Cong ty; nam duogc thé thuc, k¥ thuét trinh bay
van ban, tham quyén ban hanh van ban, tir §6 nang cao chat lugng ban hanh van ban.

- Tuyén truyén cho can b, nhan vién nim va hiéu dugc cac quy dinh cia phap
luat, quy dinh cua don vi v€ soan thdo va ban hanh van ban quan ly ndi bd, van ban
hanh chinh theo quy dinh.

2. Yéu cau:

- Can b, nhan Vi,én thira hanh nghiép vy, cong nhan giag nhiém vu quén ly bdo
vé rung va dat ring nam viing trinh tu, thd tuc, hinh thtrc, thé thuc va k¥ thuat trinh
bay theo quy dinh cua phap luit;

- Sau tép huén trién khai, thuc hién nghiém tic, hi€u qua cac quy dinh v& soan
thao va ban hanh vén ban.

II. NOI DUNG TAP HUAN

Tap hudn k¥ ning soan thao vin ban quan 1y ndi bd va vin ban hanh chinh bao
gbm nhimg kién thirc co ban vé ki thuat soan thao; phwong phép soan thao mot sb
loai van ban nhu:

- Théng béo, huéng dan, chuong trinh, ké hoach, béo c4o, bién ban, hgp dong,
cong van, ban ghi nhd, gidy tiy quyén, ban théa thusn, gidy moi, gidy gidi thiéu, gidy
nghi phép.

- Quyét dinh, Quy ché, Quy dinh, Nghi quyét, to trinh,...

I1I. THANH PHAN, THOI GIAN, PIA PIEM

1. Thanh phén:

- Trudng, ph6 céc phong chuyén mén nghiép vu; d6i trudng, phu trich d6i san xudt;



- Nhan vién thira hanh nghiép vu, can bd k¥ thuit d6i san xuét, cong nhan giao
nhiém vy quan ly bio vé rimg va dét rimg trong Cong ty.

2. Thoi gian, dia diém:

- Thoi gian tap hudn: 01 ngay (du kién ngay 22/7/2022)

- Dia diém tap hudn: Hoi truong Vin phong Cong ty; dia chi: S8 nha 94, tb dan
phé Pang Chau, thi trin Son Duong, huyén Son Duong, tinh Tuyén Quang.

Iv. KINH PHI LOP TAP HUAN

Tlr ngudn kinh phi san xut kinh doanh cta doanh nghiép, theo Quy ché chi
tiéu ndi bd cia Cong ty.

V. TO CHUC THU'C HIEN

1. Phong Té chitc-Hanh chinh:

- T chic trién khai hdi nghi tap huén theo ké hoach.

- Phéi hop véi cac Phong chuyén mén nghiép vu chuin bi n6i dung tai liéu hoi
nghj tip huén.

- Cur can b tham gia 1am Giang vién héi nghi tip huén theo ké hoach.

2. Phong Ké hoach-Ky thuit:

Ctr c4n bd tham gia 1am Giang vién hoi nghj tip hudn theo ké hoach.

3. Phong Ké toan:

Chuén bj kinh phi cho héi nghj tap hudn (néu c6)

4. Dji san xuit:

- Ctr c4n b)), cong nhan tham du hoi nghj tap huén theo ding thanh phan trén.

Trén day 12 K& hoach t chic hoi nghj tap hudn vé thé thirc trinh bay, cach thic
soan thao vin ban quan 1y ni by va vin ban hanh chinh. P& nghi c4c phong chuyén
mon nghiép vu, don vi san xuét trién khai thuc hién./. W

Noi nhign:

- Ban Giam dbc (chi dao);

- Phong CMNV, d6i san xuét (thuc hién);
- Luu VT.

SR Ay
2 o

(V7 i 2}

O~ 18

NG LI
N\g‘“ﬁm'):%ﬁ Hong Thai




