SO GIAO THONG VAN TAl CONG HOA XA HQI CHU NGHIA VIET NAM
TINH BA RIA - VUNG TAU Poc l1ap — Tw do — Hanh phc
TRUONG TRUNG CAP NGHE

GIAO THONG VAN TAl

S6: 465 ITB-TCNGTVT Ving Tau, ngay 14 thang 10 nam 2024

THONG BAO
V& viéc té chirc tap huin cong tac vin thw lwu trir dot 2 nim 2024

Thuc hién Ké hoach s6 54/KH-TCNGTVT ngay 17 thang 02 nim 2024
Truong Trung cap nghé Giao thdng van tai tinh Ba Ria - Viing Tau Ké hoach to chuc
tap huan cong tac van thu, luu trit ndm 2024.

Nham nang cao chat luong va hiéu qua trong cong tac van thu luu trir, dam
bao viéc quan Iy ho so, tai liéu duoc thuc hién dang quy dinh cia phap luat va phu
hop Vvéi nhu cau quan Iy caa nha truong, Truong Trung cap nghé Giao théng Van
tai thdng bao t6 chirc tdp huan cong tac vin thu hru trir dot 2 nim 2024 Vi cac
noi dung sau:

1. Muc dich

- Cap nhat cac quy dinh méi nhat caa phap luat vé cong tac van thu, luu tri.

- Hudng dan phuong thire soan thao vin ban, quy trinh quan 1y, luu trit ho so,
tai liéu mot cach khoa hoc, dam bao an toan va bao mat thong tin.

- Nang cao k¥ ning nghiép vu cho can bo, vién chic, ngudi lao dong truc tiép
lam cdng tac hanh chinh va vin thu, luu trit tai cac phong, ban, to chuy@&n mén.

2. Noi dung tap huan

- Trién khai thuc hién Nghi dinh 30/2020/ND-CP ngay 05/3/2020 cia Chinh
phii Vé cong tac van thu, luu trit va mot sé van ban vé nghiép vu cong tac van thu,
lwu trit; trong d6 tap trung vao cac quy dinh vé tiép nhap vin ban di, dén trén moi
truong dién tir va ban giay;

- Soan thao, ky ban hanh van ban; thé thic ki thuat trinh by van ban; quan
ly str dung con dau, thiét bi luu khoa bi mat, xt ly tai liéu dién ti trong cong tac vin
thu, luu trir;

- C4c chirc ning co ban ciia Hé thong quan ly tai lidu dién tir trong qué trinh
xur Iy cdng Viéc cua cc co quan, to chuc.

- Trién khai Quy ché thuc hién cong tac vin thu, luu trir cia Truong Trung
cap nghé giao théng van tai tinh Ba Ria - Viing Tau.

- Quy trinh 13p hé so cong viéc va giao nop ho so, tai lidu vao luu trir co quan.

- T6 chire 1am bai thu hoach sau budi tap huan cho cac ddi tugng tap huan.



3. Thoi gian va dia diém

Thai gian: vao luc 08 gio 00 ngay 18 thang 10 nam 2024 (thir sdu).

Pia diém: Hoi truong Co so 1 Viing Tau, duong 3/2, phuong 11, thanh phd
Ving Tau, tinh Ba Ria - Viing Tau.

4. Péi twong tham gia

- Vién chirc, nguoi lao dong lam viéc hanh chinh tai cac phong chuyén mén,
don vi thudc truong, ca nhan c6 lién quan dén cong tac quan ly ho so, tai liéu trong
nha truong.

- Trudng, Phé cac phong, to trudng, to pho cac to chuy@n mén.

5. Kinh phi thuc hién

Kinh phi t6 chuc tap huan dugc thuc hién theo quy ché chi tiéu noi bo cia nha
truong.

Rat mong su tham gia day du va nghiém tic cua cac phong, don vi thudc
truong, cac to chuy@n mén va vién chirc, ngudi lao dong dugc cir tham gia dé buoi
tap huan dat hiéu qua cao nhat.

Tran trong théng bao!

Noi nhan: KT HIEU TRUONG
- Hiéu trudng (b/c); DHAQHIEU TRUO

- Cac don vi thudce truong; : /NG
- Website nha truong; —

- Luu: VT, HC-TH. o

Nguyén Ho6 Biao Hung
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