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Mang tham | Céc - Tiép nhdn | - Ban cing | - Van phong | - Pinh ky hang | - Cong vén; - Ban gidy luu theo
muu vé VBQPPL theo duong | theo duong | - cac phong | nadm; - Email; tung folder cé danh
QLNN theo | theo Iinh vuc cong van van ban; nghiép vu - Khi C6 van - Mang noi muc quan ly:
chic nang | chic ndng dén; - Ban mém | theo mang ban méi ban bd; - Ban mém dugc cap
nhiém ting | nhiém vu - Chu dong | scan chtrc nang hanh va sta d6i | - Dao tao tdp | nhat vao co so dit li€u
don vi clia co quan cap nhat tu nhiém vu diéu chinh hudn (khi VBQPPL phan loai
don vi co sO s ow:vw theo tling nhdm van
liéu VB - Huéng dan | ban.
QPPL truc tiép (khi
om:v

Mang giai | Céc kién Tham gia - Ban ciing | Céac don vi - Khi cén thiét - Cong véan - Ban gidy luu theo
quyét cac thirc chuyén cudce hop, theo duong - Email; ting folder c6 danh

cong viéc
chuyén
mon

mon theo
chirc nang
cla tirng don
vi (nhu tiéu
chudn, tai
liéu ki thuat
ban vé,
video...)

hoéi nghi
chuyén
mon, khoa
dao tao do
cac bén
ngoai tb
churc;

- Muc tiéu
chuan québc
gia, qudc té
lién quan...
- Cong b
két qua cac
dé tai trong
ndi bo.
Hop chuyén
mon,
chuyén dé
chia sé tong
két rat kinh
doanh

van ban:

- Ban mém
scan A:m:
co)

- Mang noi
bo;

- Dao tao tép
huén (khi
ow:x

- Hudéng dan
truc tiép (khi
can)

muc quan ly:

- Ban mém duoc cap
nhat vao co so dir liéu
VBQPPL phan loai
theo tirng nhom van
ban.
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Mang tham
muu vé
QLNN theo

Céc
VBQPPL
theo linh vuc

- Tiép nhén
theo duong
cong vin

- Ban cung
theo duong
van ban;

- Van phong
- cac phong
nghiép vu

- Binh ky hang
nam,
- Khi C6 van

- Cong van;
- Email;
- Mang ndi

- Ban gidy luu theo
tung folder cé danh
muc quan ly:

chuc ndng | chuc ndng dén; - Ban mém | theo mang ban mdi ban bo; - Ban mém duogc cép
nhiém ting | nhiém vu - Chu dong | scan chuc ndng hanh va sta déi | - Dao tao tdp | nhat vao co so dit li€u
don vi cuia co quan X cap nhat tur nhiém vu diéu chinh huén (khi VBQPPL phan loai
don vi cOo SO s cén); theo tirng nhém vén
liéu VB - Huéng dan | ban.
QPPL truc tiép (khi
ow:v
Mang giai | Céc kién Tham gia - Ban cung | Cac don vi - Khi can thiét - Cong vén - Ban gidy luu theo
quyét cac thirc chuyén cudc hop, theo duong - Email; ting folder c6 danh
cong viéc mon theo hoi nghi van ban: - Mang noi muc quan ly:
chuyén chtic ning chuyén - Ban mém bo; - Ban mém duoc cap
mon cua tung don mon, khoa scan A:m: - Paotaotdp | nhét vao co so di liu
vi (nhu tiéu dao tao do co) huin (khi VBQPPL phan loai
chudn, tai cac bén can); theo tiing nhém van
liéu ki thuat ngoai to - Huéng dan | ban.
ban vé, churc; truc amn (khi
video...) - Muc tiéu can)
chuin quéc
X gia, qubc té

lién quan...
- Cong bb
két qua céac
dé tai trong
ndi bo.

Hop chuyén
mon,
chuyén dé
chia sé tong
két rat kinh
nghiém
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Mang tham | Cac - Tiép nhan | - Bancung | - Van phong | - Dinh ky hang | - Cong van; - Ban gidy luu theo
muu vé VBQPPL theo duong | theo duong | - cac phong | nam; - Email; tung folder c6 danh
QLNN theo | theo Iinh vuc cong van van ban; nghiép vu - Khi C6 van - Mang noi muc quan ly:
chic nang | chic ndng dén; -Ban mém | theo mang ban moi ban bo; - Ban mém duoc cap
nhiém tung | nhiém vu - Chi dong | scan chuc ndng hanh va stra dbi | - Pao tao tdp | nhét vao co sé dif liéu
2 don vi clia co quan cap nhat tu nhiém vu diéu chinh huén (khi VBQPPL phan loai
don vi co so sii can); theo tirng nhém van
liéu VB - Huéng dan | ban.
QPPL truc tiép (khi
can)
Mang giai | Cac kién Tham gia - Ban cting | Céc don vi - Khi cén thiét - Cong van - Ban gidy luu theo
quyét cac thirc chuyén cudc hop, theo duong - Email; tung folder c6 danh
cong viéc moén theo hoi nghi van ban: - Mang ndi muc quan ly:
chuyén chtc ning chuyén - Ban mém bo; - Ban mém duoc cép
mon cua tirng don mon, khoa scan A:m: - Dao tao tdp | nhét vao co so di liéu
vi (nhu tiéu dao tao do co) hudn (khi VBQPPL phan loai
chudn, tai céc bén can); theo ting nhém véan
liéu ki thuat ngoai tb - Huéng dan | ban.
ban vé, churc; truc amc (khi
video...) - Muc tiéu cin)
chudn quédc
3 gia, quoc té

lién quan...
- Cong b
két qua cac
dé tai trong
ndi bo.

Hop chuyén
mon,
chuyén dé
chia sé téng
két rut kinh
nghiém
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_ x |
Phamvi | Kién thic NGLON Cach thire | . Diu mdi Thoi han xem Hinh thite phd Hinh thic lun
TT A X 3 ok 2 > i Dinh dang > > o Al > X -
hoat djng can biét Bén | Bén thupnap | e cip nhat xét cidp nhat ién triv
trong | ngoai |
Thuc hiérn | Céc van ban |- Tiépnhin - Ban oidy Cac phong. | - Dinh ky hang | - E-Office; | - Ban giay luu theo
theo chire | QPPL theo N theo duong | theo dudng ban thuge nam; - Dao tao, tap huan ting Bia ho so
nang nhiém | ting Iinh vuc cong van | van ban duge | Trung tam - Khi ¢6 van ban | (khi can); cong viéc;
vu vé cong | chirc nang, dén, E- scan, s6 héa. m&i ban hanh va | - Hudng dén truc tiép | - Trén hé théng E-
tac CCHC, | nhiém vu Office; - Ban dién tir sira doi diéu (khi can). Office;
cong tac cua co quan, - Chu dong | theo hé thong chinh
5 can bo, thi | don vi N cép nhattor | E-Office
< | dua, khen ’ CSDL véan
thuodng, ban QPPL.
tién luong,
ché do
chinh séch,
tai chinh...
Khanh Hoa, ngay .¢_ ¢ thang //nam 2024
NGUOI LAP

NG
s

Truong Thi Méan
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Mang tham
muu vé
QLNN theo
chtic ndng

Cac
VBQPPL
theo Inh vuc
chtic ndng

- Tiép nhan
theo duong
cong van
dén;

- Ban cing
theo duong
van ban;

- Ban mém

- Vén phong
- cac phong
nghiép vu
theo mang

- Binh ky hang
nam;

- Khi C6 van
ban madi ban

- Cong van;
- Email;

- Mang noi
bd;

- Ban gidy luu theo
tung folder c6 danh
muc quan ly:

- Ban mém duoc cap

nhiém tung | nhiém vu - Chu dong | scan chtic nang hanh va stra déi | - Dao tao tdp | nhét vao co so dit liéu
don vi clia co quan x cap nhat tur nhiém vu diéu chinh huén (khi VBQPPL phan loai
don vi co SO sii can); theo tirng nhém van
liéu VB - Huéng dan | ban.
QPPL truc tiép (khi
ow:v
Mang giai | Cac kién Tham gia - Ban ciing | Céac don vi - Khi céan thiét - Cong véan - Ban gidy luu theo
quyét cac thirc chuyén cudc hop, theo duong - Email; tung folder cé danh
cong viéc mon theo X hoi nghi van ban: - Mang ndi muc quan ly:
chuyén chirc nang chuyén - Ban mém bo; - Ban mém duoc cép
mon cua tirng don mon, khoa scan A:m: - Pao taotdp | nhét vao co so di li¢u
vi (nhu tiéu dao tao do c0) hudn (khi VBQPPL phén loai
chudn, tai cac bén can); theo tirng nhém véan
liéu ki thuat ngoai to - Huéng dan | ban.
ban vé, chuc; truc :m‘n (khi
video...) - Muc tiéu can)
chuan québc
X | gia. qubc té

lién quan...
- Cong bd
két qua céc
dé tai trong
ndi bo.

Hop chuyén
mon,
chuyén dé
chia sé téng
két rat kinh
nghiém
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Mang tham | Céac - Tiép nhan | - Ban ctng | - Van phong | - DPinh ky hang | - Céng vén; - Ban giay luu theo
muu VBQPPL theo duong | theo dudong | - cac phong | nam; - Email; tung folder cé danh
CCHC, tai | theo ting cong van van ban; nghiép vu - Khi c6 vén - Mang ndi muc quan ly;
chinh céng | Iinh vuc dén: - Ban mém | theo mang ban mai ban bo; - Ban mém duoc cap
theo chic chtic néng, - Chu dong | scan chtic nang hanh va stra d6i | - Pao tao, tdp | nhét vao co sé dir liéu
nang nhiém | nhiém vu cap nhat tur nhiém vu diéu chinh huén (khi VBQPPL phan loai
vu tirng cuia co quan, CSDL van can); theo ting nhém van
don vi don vi ban QPPL - Huéng dan ban.
truc tiép (khi
owsv

Mang yéu Yéu cau, Két qua - Ban ciing | Van phong - Binh ky hang | - Cong vén; - Ban gidy luu theo
cau, phan mong doi va khao sat theo duong nam; - Email; tung folder c6 danh
hdi cua td su hai long dinh ky, dot | van ban - Khi c6 yéu - Mang ndi muc quan ly;
churc va cua td chuc, xuét do co - Ban mém cau bd; - Ban mém duoc cap
cong dan cong dan vé quan tu scan nhat vao co sé dir liéu

két qua giai thuc hién VBQPPL phan loai

quyét thi tuc hoic do t6 theo tirng nhom van

hanh chinh churc doc ban.

lap thuc
hién
f. CHANH VAN PHONG NGUOI LAP
b
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