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Trién khai phan mém quén ly vin ban VNPT-iOffice trong cac co quan,
don vi, to chirc trén dia ban huyén Yén Chau nam 2018

Cin cir Nghi quyét s6 36a/NQ-CP ngay 14/10/2015 cta Chinh phu vé
Chinh phu dién tir; Quyét dinh sd 1819/QD-TTg ngidy 26/10/2015 cua Thu
tuéng Chinh phu phé duyét Chuong trinh Quéc gia vé Gmg dung coéng nghé
thong tin trong hoat dong ctia co quan nha nudc giai doan 2016 - 2020;

Thyc hién Quyét dinh s6 2166/Qb-UBND ngay 09/8/2017 cua UBND tinh
Son La v€ vi¢c ban hanh quy dinh vé B0 tiéu chi danh gia, xép hang mirc do ing
dung cong nghé thong tin, trang thong tin dién tir trong cac co quan nha nudc tinh
Son La; Quyet dinh s6 2588/QD-UBND ngay 22/10/2018 cia UBND tinh Son La
v€ ban hanh Quy ché ti€p nhan, xtr ly, phat hanh va quan 1y van ban di¢n tir trong
co quan hanh chinh nha nudce trén dia ban tinh Son La.

Uy ban nhan dan huyén xay dung Ké hoach trién khai phan mém quan 1y
van ban VNPT-1Office trong cdc co quan, don vi, t6 chuc trén dia ban huyén
Yén Chau nam 2018 véi cac ndi dung nhu sau:

|. MUC TIEU

1. Muc tiéu tong quat

- Pay manh Ung dung cong nghé thong tin trong hoat dong cua cac co
quan, don vi, t6 chirc gop phan ting cudng cong tic cai cach hanh chinh cua
huyén.

- Tao moi1 truong 1lam viéc dién tur gifta cac co quan nha nudc véi cac don
vi su nghi¢p va cac co quan don vi trén dia ban huyén nham nang cao nang suat,
hiéu qua cong viéc, giam thot gian va chi phi hoat dong.

2. Muc tiéu cu thé

Tit ca cac co quan, don vi, to chiic trén dia ban huyén tmg dung phin mém
quan Iy van ban VNPT - iOffice trong viéc trao do1 van ban dién tir.

Il. NOI DUNG

- Gi6i thiéu chung vé phan mém quan 1y vin ban VNPT - iOffice.

- Hudng dan cach khai thac, sir dung cic chiic ning cia phan mém, cu
thé: Chtrc nang hé¢ thong, chiic nang xtr Iy van ban dén, chirc nang xur Iy van ban
di, chtrc ndng van ban ndi by, chirc nang thong tin di€u hanh, chirc nang ho so
cong viée, chue nang lich cong tac, chirc nang quan ly hop, chirc nang tin ndi bo,
chtrc ning ldy ¥ kién, chirc ning béo cdo thong ké...



I11. POI TUQNG, THOI GIAN VA PIA PIEM

1. Poi twgng: Can by quan ly cac co quan, don vi, t6 chiic; cong chirc,
vién chirc dugc giao lam nhiém vu cong tac van thu luu trir cac co quan, don vi,
t6 chtrc trén dia ban huyén.

2. Thoi gian

- Trong thang 11/2018 (sé c6 lich cu thé sau).

- Tb chirc thanh 01 16p du kién 75 nguoi.

3. Pia diém

Tai hdi truong Trung tam HG1 nghi huyén Yén Chau.

IV.KINH PHi THU'C HIEN

Kinh phi tap huan va thué phan mém: Thyc hién theo kinh phi cia Van
phong HDND-UBND huyén dugc cap tai Quyét dinh s6 1516/QD-UBND ngay
20/12/2017 cua UBND huyén Yén Chau.

V.TO CHUC THUC HIEN

1. Van phong HDND - UBND huyén

- Chuan bi co so vt chat, thiét bi, phong hop phuc vu cong tac tap huan.

- Ctr can b hd tro huéng din, tap huan trong qua trinh trién khai ung
dung phan mém quan 1y van ban VNPT-iOffice.

- Lién h¢ voi Trung tam CNTT - VNPT Son La, Trung tam Vién thong
Yén Chau moi giang vién to chuc tap huan.

- Chu tri phéi hop v6i Trung tim CNTT - VNPT Son La chiju trach nhiém

trong viéc 1ap tai khoan, tap huin, trién khai ung dung ph?m mém VNPT-
iOffice.

- Chu tri moi, triéu tap can b quan ly va vién churc dugc giao lam nhiém
vu cong tac van thu luu trit cac co quan, don vi, t6 chirc trén dia ban huyén tham
gia tap huan.

- Bon ddc, tong hop danh sach cac co quan, don vi, to chic giri vé xong
trudc ngay 15/11/2018

2. Phong Tai chinh - K¢é hoach huyén

Chu tri, phdi hop v6i Van phong HDND - UBND huyén, cac co quan,
don vi, to6 chirc can d61 nguon kinh phi cho viéc trién khai phan mém quan 1y
van ban VNPT-iOffice.

3. Phong Van héa va Thong tin

HO tro to chirc hudng dan, tap huan trong qua trinh trién khai tng dung
phan mém quan ly van ban, dieu hanh VNPT-iOffice.

4. Cac co quan, don vi, td chirc



- Lap danh dang ky sir dung phan mém quan 1y van ban gui vé Uy ban
nhdn dan huyén bing ban mém vao dia chi hom thu
banbientapyc@gmail.com hoac dién thoai 0212.3840.632 xong trwdc ngay
15/11/2018 dé tong hop.

o Chiu trach nhiém trudc ny ban nhan dan huyén vé viéc trién khai phﬁn
mém quan ly van ban.
5. Pé nghi Trung tim CNTT - VNPT Son La, Trung tim Vién thong
Yén Chau
- Chu tri trién khai tdp huén phin mém quan 1y vin ban VNPT - iOffice
dam bao theo ding 16 trinh.

- B4 tri phuong tién, nhan luc, dam bao dap tng yéu cau vé chuyén mén
trong suot qua trinh t6 chirc tap huan va trién khai ng dung phan mem.
Trén day 1a K& hoach trién khai phan mém quan 1y van ban VNPT-iOffice

trong cac co quan, don vi, t6 churc trén dia ban huyén Yén Chau nam 2018 cua
Uy ban nhan dan huyén./.
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