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UBND T1NH THANH HOA 
SOY Tit 

CONG 116A XA H01 CHU NGIIIA VItT NAM 
D(ic 	- Tkr do - Hanh phtic 

S6: ,t-H9/GM-SYT 	Thanh Hoa, ngay 	dicing 10 nam 2018 

GIAY MOI 
V/v dir hOi nghi tap huAn cong tac van Mir, 	trik 

Thvc hien K6 hoach s6 2339/KH-SYT ngay 10/9/2016 ciia Giam d6c SO' Y 
to v6 tap huan cong tac van thtr, hru tar' nam 2018. S6 Y to to ch6v H6i nghi tap 
huan cong tac van thu, hru tr t nam 2018. 

* Chit tri: Giam d6c So Y 

* Giang vien: PGS-TS. Chu Thi Hau, Nguyen Trtr6ng khoa Van thu - Luu 
tru Trtr6ng Dai hoc NOi vu Ha N6i. 

1. 'Minh phAn 
- D6i v6i ph6ng, ban co quan Y t6: 01 Lanh dao phOng va 01 Chuyen vien. 

- D6i vai don vi: 01 Lanh dao don vi va 01 nhan vien lam cong tac van 
thu, luu trir. 

2. Thai gian, dia diem 
- Thod gian: 01 ngay, bat &Au luc 7 gier 30, ngay 26/10/2018 (Thir Ski) 

- Dia di6m: Phong H6i thao 2 - Trung tarn H6i nghi 25B (S6 133 Quang 
Trung - Phtreng Ngpc Traci - Thanh ph6 Thanh H6a) 

3. Ni dung 

- Nghiep vu cong tac van thu, bao 	Luat Ban hanh van ban quy pham 
phap luat so 80/2015/QH13; Ky thuat soan thao van ban hanh chinh; Lap ho so 
cong viec; 

ho 
1T van ban di, d6n; Quan 	va sir citing con dati; Lap Ito so va 

giao n6p ho so vao luu till co quan. 

- Nghiep \Tu cong tac luu tar, bao g6m: Thu thap va b6 sung tai lieu vao km tat 
co quan va km trQ' lich sir; Xic dinh gia tri, chinh lY tai lieu lull Ira; Bao quan vi.tO 
chirc khai thac, st:r dung tai lieu lull tra;Cong tic soan thao, ban hanh, luu till van 
ban, tai lieu mang bi mat Nha ntr6c; :Dien khai not dung lien quan den cong tac cai 
each hanh chinh; Van h6a cong s6 trong co quan hanh chinh nha ntrOc. 

Chi phi an 6', di lai cua dai bieu do co quan cu' can b6 thix hien theo ch6 c16 hien hanh. 

De nghi cae d6ng chi den tham dtr H6i nghi theo dOng thanh phan va thei 

- Nhtr thanh phan tham chr; 
- Lu'u: VT, VP. 
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