UY BAN NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM

PHUONG NAM GIA NGHIA Poc 1ap - Tw do - Hanh phuc
S6: 114 /KH-UBND Nam Gia Nghia, ngay (3 thdang 4 nam 2026
KE HOACH

T6 chirc tip huin k¥ niing s6 Quan ly, xir Iy va
ban hanh van ban dién tir nam 2026

Thyc hign K& hoach s6 141/KH-UBND ngay 12/11/2025 ciia UBND phudng
Nam Gia NghTa’Vé viéc Trién khai Nghi quyét so 71/NQ-CP ngay 01/4/2025 cua
Chinh phu va K& hoach hanh dong s6 08-KH/TU ngay 29/8/2025 cua Ban Thuong
vu Tinh uy thyc hién Nghi quyét s6 57- NQ/TW ngay 22/12/2024 cua B¢ Chinh tri
vé dot pha phat trién khoa hoc, cong ngh¢, d6i méi sang tao va chuyén d6i s6 qubc
gia trén dia ban phuong Nam Gia Nghia; Ke‘ hoach s6 108/KH-UBND ngay
31/3/2026 cua UBND phuong Nam Gia Nghia vé Trién khai thuc hién Nghi quyét
s0 57-NQ/TW ngay 22/12/2024 cua Bo Chinh tri vé dot pha phat trién khoa hoc,
cong ngh¢, d61 mdi sang tao va chuyén doi so6 qudc gia trén dia ban phuong Nam Gia
Nghia nam 2026.

, Uy ban nhan dan phuong Nam Gia Nghia ban hanh Ké hoach T6 chuc tap

huan k¥ nang so; Quan 1y, xr Iy va ban hanh van ban dién tir ndm 2026 cu theé:

1. Muc dich, yéu ciu:

- Nang cao k¥ ning st dung hé thong vin ban dién tir cho can bd, cong chrc.

- Pam béo xir 1y van ban nhanh, chinh x4c, diing quy trinh so.

- Giam sir dung gidy t0, tién téi 1am viéc hoan toan trén moi trudng sb.

- Tang cuong bdo mat va an toan thong tin.

2. Thanh phéan tham gia: dy kién khoing 100 nguoi gom

- Can b, cong chuc, vién chuc cac phong, ban, don vi.

- Nguoi xir 1y, ky s6 van ban thudng xuyén

- Ban Giam hiéu, Van thu, ké toan cac don vi truong hoc

3. Noi dung tap huin

- Khéi niém, vai tro van ban di¢n tir; Quy dinh phép luat lién quan; Loi ich
trong cai cach hanh chinh.

- Bang nhap, phan quyén tai khoan; Tiép nhan van ban dén; Soan thao va phat
hanh van ban di; Luan chuyén, xt Iy van ban noi bo; Tim ki€m, luu trit ho so dién tu

- Khai ni¢m chir ky s6; Cach str dung USB token; Quy trinh ky duyét vin ban;
Luu y khi ky s6



- Céc nguy co (ltra dao, virus, mat dir li¢u); Cach bao v¢ tai khoan; Quy dinh
bdo mat trong co quan.

- Thyc hanh nhan di¢n email gia mao; Xu ly tinh huéng thuc té (Nhan — xtr 1y
— ky — phat hanh van ban)

- Giai dap vudng mac truc tiép

4. Thoi gian, dja diém va hinh thirc

Thoi gian: 1 ngay vao luc 08h00° ngay 11/4/2026 (Thir bay)

Hinh thirc: Truc tiép tai hoi truong Truc tuyén Téng 2, Tru s6 HDND va
UBND phuong.

5. Phwong tién — tai li¢u

- Can bo tham gia tap hudn chuan bi May tinh/laptop va cac Token ky sé da
duoc Ban Co yéu Chinh phu cép

- Tai liéu duoc cip phat tai budi tip huan

6. T6 chirc thyc hién

1. Giao Phong Van héa — Xa hoi phuong:

- Chu tri, phéi hop voi cac don vi lién quan chudn bj tai liéu, nudce uéng va cac
diéu kién can thiét; dy toan kinh phi t6 chirc budi tap huan va thanh quyét toan dung
quy dinh.

- Cir Chuyén vién Chuyén trach CNTT huéng dan cac ndi dung tap huin bao
dam hiéu qua, thiét thuec.

- Tong hop, bao céo két qua budi tap huan vé UBND phuong theo quy dinh.

2. Giao cac phong, ban; cac don vi truong hoc cur thanh phan tham gia tap
huén day du, cac don vi da thyuc hién viéc ky s6, ban hanh van ban dién tur, tao s6 luu
trit dién tir tuy nhién con vudng méc dé nghi chuan bi cac cau hoi dé duoc hudng
dan truc tiép.

Trén day 13 ké hoach T6 chirc tap hudn k¥ ning s6; Quan 1y, xir 1y va ban hanh
van ban dién tir naim 2026 ctia UBND phuong Nam Gia Nghia nim 2026, yéu cau
cac co quan, don vi nghi€ém tic thuc hién./. .

Noi nhén: ’ KT. CHU TICH

- S& Khoa hoc va Cong ngh¢ tinh (b/c); A 3
~ S& Noi vu (ble);

- TT Bang uy phuong (b/c);

- TT HDND phuong (b/c);

- Chu tich, cac PCT UBND phgfrng;

- UBMTTVN phuong va cac to chirc thanh vién; @LEM
- Cac phong, co quan, don vi thugc UBND phuonis” '
- Cac don vi truong hoc trén dia ban;

- Trang thong tin dién tr phuong;
- Luu: VT, VHXH (The).
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