SO GD&BT BAC NINH CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG CAO PANG SU PHAM Poc lap — Tw do — Hanh phiic

S6 464 /CDSP Béc Ninh, ngay 16 thdng 9 ndm 2020
V/v nhac qhé th,u"c hién Quy dinh
vé e 16i lam viéei

Kinh giti: Cac don vi truc thude trudng

g ‘Thue hién nhiém vu nam hoc 2020 — 2021, nha trudng dd ban hanh rat nhiéu
van ban Quy dinh vé né 16i lam viéc, tuy nhién van con mét sd bd phan, ca nhan chua
thuc hién tét cac quy dinh vé viéc thuc hién nhiém vu quyén han, & 18i lam viéc, 1am
anh hudéng dén chat luong hiéu qua thuc hién nhiém vu chung trong truong; Nham tiép
tuc thyc hién cai cach thu tuc hanh chinh, tang cuong ky cuong né nép, khong daé xay
ra chdng chéo cong viéc gitra cac don vi trong trudong. Hi€u trudng yéu cau cac don vi,
c4 nhan thyuc hién ngay mot sé viéc sau.

1. Thoi gian lam viéc

- Budi sang: tir 7h00 dén 11h30

- Buoi chiéu: tir 13h30 dén 17h00

(giang vién 1én 16p theo thdi gian ghi trong thdi khoa biéu)

2. Vé soan thao, ky ban hanh van ban hanh chinh: Don vi, cd nhan dugc
lanh dao trudong giao nhiém vu soan thao ban hanh vin ban hanh chinh ctia nha truong
phai thuc hién ding trinh tu quy dinh tai chuong II, Nghi dinh s6 30//2020/ND-CP
ngay 05/3/2020 vé cong tac van thu gdm: ;

- Thé thirc van ban.

- K§¥ thuat trinh bay ban ban

- Soan thao van ban: Can bd dugc giao soan thao van ban hanh chinh phai doc,
nghién ciru ky, hiéu diing cac van ban chi dao cta cap trén dé tham muu ding va sat
v6i thue té nha truong.

- Duyét ban thao véan ban.

- Kiém tra van ban trude khi trinh ky ban hanh: Truéng ( hodc pho ) don vi
soan thao vin ban phai kiém tra that k§ vé thé thuc, k§ thuét trinh bay vin ban va ky
nhay & phan cudi ciing ctia ndi dung van ban trude khi trinh Hiéu trudng (Pho hiéu
trudng) ky ban hanh.

- Ky ban hanh vén ban: Lanh dao truong ky, can bo van thu truong ban hanh
van ban theo quy dinh ctia Nghi dinh sé 30 /2020/ND-CP ngay 05/3/2020 vé cong tac
van thu.

3. Xay dung ké hoach cong tac tuin, thang.

- Hang tudn trudng céac don vi lén lich truc cua lanh dao, nhan vién trong don vu
minh quén ly, ddm bao tit ca thoi gian 1am viéc trong tudn déu phai c6 lanh dao truc
hanh chinh tai van phong dé theo dai, giai quyét cong viéc. Trwdc 8h00 ngdy thir hai
hang tudn traéng don vi guri lich truc ctia don vi qua dia chi Email cho Hiéu trudng va
cac pho hi¢u trudéng.

- Cé4c don vi dugce nha truong phan cong theo ddi giam sat, danh gid, xép loai
theo chirc niang quan ly, hang thang phai tap hop két qué bao cdo Hiéu trudng (vao
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ngay 03 cua thang lién k&, trudc hodc sau 01 ngay néu ngay 03 trung vao ngay nghi)
sau d6 thong bao qua Email dé toan trudng biét va kiém diém rut kinh nghiiém.

4.Tang cuong cong tac kiém tra danh gia viéc thue hién né nép lam viéc.

- C4c ddng chi'Lanh dao truong can ting cudng trach nhiém trong chi dao thuc
hién nhiém vu dugc giao.

- Truéng don vi tang cudng pho bién va néu guong thue hién ding cac quy dinh
ctia Nha truong vé nhiém vu va quyén han, thoi gian, ché d6 va .18 16i lam viée. Tang
cudng phdi hop véi cac don vi khac trong thuc hién nhiém vu chung nhim dam bao
chat lugng, hi¢u qua uy tin cho Nha truong.

Y L Cén bd giang vién can ting cudng y thtre trach nhiém, nghiém tac thuc hién
cac quy dinh cua truong, tang cuong xay dung moi doan két, nhiét tinh sang tao nang
cao hi¢u qua cong viéc. Can bd giang vién nghi lam viéc phai xin phép va phai duoc
lanh dao trudong dong y.

Hiéu trudng giao Phong Hanh chinh — Quan tri theo ddi, don dbc thuc hién noi
dung cong van nay./. n
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Noi nhin: HIEU TRUONG
- Nhu kinh gtri ( th/hién )
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