
CQNG HOA xA HQI CHi;NGHiA VI.¢TNAM
DQclip - TV do - Hl,lnh phuc

_a. UBND QUAN GO VAp
PHONG GIAo DVC vA DAo T~O

s6:A~ /KH-GDDT Go Vdp, ngayOCJ (hang 3 ndm 2021

KEHO~CH
Ki~m tra vi~c thuc hi~n cong tac van phong

va ghii qlly~t tho tuc hanh chinh nam hQC2020 - 2021

Can cu nhiem vu nam hoc 2020 - 2021 cua nganh Giao due va Dao tao;
Thuc hien K~ hoach kiem tra nam hoc 2020 - 2021 cua nganh Giao due va Dao
tao; Phong Giao due va Dao tao t6 clnrc kiem tra viec thirc hien cong tac van
phong va giai quyet thu tuc hanh chinh nam hoc 2020 - 2021 nhu sau:

I. MVC ntcn
- Ki~m tra nham danh gia nhtrng uu diem, khuyet diem trong viec thirc

hien nguyen t~c, ch~ dQ,chu tnrong, chinh sach va cong tac quan ly van phong,
giai quyet thu tuc hanh chinh cua Nha mroc; d6ng thai, d€ ra bi~n phap kh~c
ph\lc, ngan ngira vi ph~m, nang caa nang 11)'cdi€u hanh cua Ban giam hi~u nha
truang va hi~u 11)'c,hi~u qua trong cong hie quan IY.

- Vi~c ti~n hanh ki~m tra th1)'ct~ dan vi bao cao k~t qua phai bao dam tinh
nghiem tuc, dung m\lc dich, yeu cAu,nQidung, k~ ho~ch, d~t hi~u qua thi~t th1)'c;
phat huy dan chu, d€ cao tl)' phe va phe binh; tranh tinh tr~g ki~m tra mang tinh
hinh thuc, lam lum, hi~u qua thAp,gay lang phi, phan tac d\lng ki~m tra.

- Ki~m tra dam baa tinh trung thvc, khach quan, chinh xac va thvc hi~n
dung quy trinh, thai gian thea k~ ho~ch.

II. NOI DUNG KIEM TRA
1. Cong tac Van phong:
a) Thl}'ctr~ng va tAchfrc coa Van phong:
- Tinh hinh thanh l~p, phan cong nhan S1)'ph\l trach va nhan S1)'thuQcT6

Vanphong.

- Cong tac quan tri~t, tri~n khai th1)'chi~n cac quy dinh v€ cong tac van
thu- luu trfr; cong tac bao v~ bi m~t nha nu6c.

b) Cong tac tham mU'lltAng hVp phy.c vy. Sl}' Hinh d~o, chi d~o va di~u
hanh:

- Nhfrng nQidung cong tac th1)'Chi~n cua T6 Van phong.
- Cong tac van thu - luu trfr: Cong tac ti~p nh~n van ban d~n; cong tac ban

hanh van ban, ki~m tra hinh thuc, th~ thuc, ky thu~t trinh bay van ban; vi~c s~p
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x~p, bao quan va phuc vu tra cfru, sir dung ban hru van ban di; cong tac bao

quan, sir dung con d~u cua dan v],
_Vi~c dam bao sinh hoat dinh ky, dQt xuat. . ,.

2. Cong tac Cal each haT chinh:

a) Cal each thu tuc hanhlchinh:
_ S6 hrong cac loai thu tfc hanh chinh nha tnrong dang thirc hien. (cac

loai thu tuc hanh chinh thuoc tliAm quyen giai quyet cua nha tnrong do c~p co

thftm quyen cong b6).
_ Viec ti~p nhan va tra k~t qua thu tuc hanh chinh (neu co): ghi chep s6

sach, k~t qua thuc hien thu tuc: hanh chinh cac nQi dung: cong khai, thai gian
giai quyet, phieu nh~ va tra k& qua; thanh phdn h6 sa; m~u dan, m~u to' khai

hanh chinh ...
_Cac bien phap, k~t qua cia th\lc hi~n t~i dan vi d~ nang cao nang su~t lao

dQng, giam hQi hQP, gi~y to' hfulthchinh va ch~ dQ bao cao trong ho~t dQng cua

dan vi (thu wc hanh chinh nQi bQ) ...
b) Cii cach tA ch.rc be}Illay nha mr6'c:
_Quy ch~ t6 chilc va ho~ dQng cua dan vi. Phan cong nhi~m V\l giiia Ban

lanh d~o, cac bQ ph~ ...
_Nhiing nQi dung lien qQan d~n tri~n khai, th\lc hi~n t~i dan vi sau khi De

an vi tri vi~c lam cua dan vi du(YcUy ban nhan dan qu~ phe duy~t.
c) Xay dt}'llg va nang c.o chit hrQ'llg de}ingii can bQ, cong ch.rc, vien

ch.rc:
_ T6ng s6 can bQ quan l~, giao vien, nhan vien cua truang (Trong do, can

bQ lanh d~o quan ly: s6 lUQ11Jtren chuftn, d~t chuftn; s6 lUQ11ggiao vien: s6

lUQ11gtren chuftn, d~t chuftn.
_ ve th\lc hi~n Quy~t dinh 67/2017/QD-UBND ngay 29 thang 12 nam

2017 cua Uy ban nhan dan thanh ph6 ban hanh quy dinh ve quy t~c irng xir cua
can bQ, cong chilc, vien chilc va nguai lao dQng lam vi~c trong cac ca quan hanh
chinh, dan vi S\l nghi~p cong l.p tren dia ban thanh ph6 H6 Chi Minh:

+ Cong tac quan tri~t, td€n khai d~n toan dan vi·

+K~t qua t6 chilc th\lc ~i~n nhiing nQi dung cua quy dinh.

_ ve th\lc hi~n cac quy dinh cua phap lu~t ve d~o dilc nghe nghi~p, van
hoa giao ti~p trong thi hanh ci>ngV\l cua can bQ, cong chilc, vien chilc, nhiing
vi~c can bQ, cong chilc, vien ehilc khong duQ'c lam thea quy dinh cua Lu~t Can
bQ, cong chilc, Lu~t vien chile, Lu~t phong, ch6ng tham nhiing, Lu~t th\lc hanh
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ti6t kiem chong lang phi va cac quy dinh khac c6 lien quan, trong do t~p trung
vao cac flQi dung sau:

+ Trach nhiem cua can b(>,cong chirc, vien chirc trong viec thuc hien cac
quy dinh v€ chuan rmrc xu S\I trong thi hanh nhiem vu, cong vu va chuan rmrc
xu S\Itrong cac m6i quan h~ xa hoi,

+Viec thuc hien nhiem vu thea nQi quy, quy che lam viec cua don vi.

+Viec thuc hien S\Iphan cong, giao trach nhiem cu th~ trong tirng t~p th~,
ca nhan dam bao ro nhiem vu,

d) Cai each tii chlnh cong:
- K6t qua thuc hien cong khai co so v~t ch~t, va thu chi tai chinh tren

trang thong tin di~n tfr va bang thong bao cua don vi.

- Xay dung quy ch6 chi tieu nQi b(>.

d)Hi~n d,i boa hanh chinhe

- Cong tac trien khai, chi d~o cac ho~t dQng ll'ng d\lng cong ngh~ thong tin
ph\lc V\lho~t d(>ngcua don vi (xay d\l'ng van ban K~ ho~ch, bao cao k6t qua thl!C
hi~n nhi~m V\l cong ngh~ thong tin, quy ch~ quim ly c6ng thong tin, quy dinh v€
vi~c c~p nh~t thong tin ... ).

- Cac phfut m€m, ung d\lllg dang duQ'c su d\lng t~i don vi ph\lc V\l cho
cong tac quan ly, di€u hanh (Vi d\l: PhAn m€m k~ toan Misa, Quim ly hQc sinh
Vietschool, Quan ly can bQ Emis, PhAn m€m QLTH, Phfrn m€m Tri Vi~t
Eleaming ... )

- Tinh hinh duy tri, su d\lng, c~p nh~t, quan ly ho~t d(>ng c6ng thong tin
di~n tfr cua don vi· Cong tac phan cong nhan Sl!ph\l trach c6ng thong tin di~n tfr
cua don vi.

- (rng d\lllg cong ngh~ thong tin trong nQi b(> co quan, k6t n6i chia se
thong tin v6i cac cO' quan lien quan, ph\lc V\l hi~u qua cong tac chi d~o, di€u
hanh va ph\lC V\l nguai dan, doanh nghi~p, t6 chuc (s6 IUQ'Ilg hQP thu di~n tu
cong V\l, chu kY s6, thu hQc phi qua rna qr, ngan hang ... ).

III. DOl TUQNG DU<}C KIEM TRA

9 truang MN, TH va THCS tr1Jc thuQc Phong Giao d\lC va Dao t~o tren
dia ban qu~n Go V~p: MN Hoa H6ng, Yang Anh, Thuy Tien; TH Nguy~n Vi6t
Xuan, Trfut Qu6c Toan, Le Hoan; THCS Go V~p, Quang Trung, NguySn Van
Nghi.

IV. THOJ: GIAN vA THANH PIiAN DoAN KIEM TRA
1. TbOi gian: Thai gian dl! ki~n kiem tra: til' ngay 15/3/2021 den

26/3/2021 .
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2. Thanh phin doan ki4m tra:

- Tnrong doan: Ong Tri$ VinhThanh - Ph6 Truong phong
_Ph6 Truong doan: Ba ijui Thi Minh Nguyet - Ph6 Truong phong

- Cac thanh vien
+ Ba Trdn Thi Bieh thu~n - Ph6 Hieu tnrong Tnrong B6i duong Giao

due, T6 tnrong T6 Van phong thong Giao due va Dao tao.
+Ba Pham Thi Hi~pl- Chuyen vien Phu trach cong tac Thanh-ktem tra

Phong Giao due va Dao tao
+ Ong Dang Cong Tri - Chuyen vien phu trach cong tac cai each hanh

chinh Phong Giao due va Dao t~o
I

+ Bit Ly Bao Tran - Ohio vien Truong B6i duong Giao due, phu trach
cong tac Van thir Phong Giao ~\le va Dao tao

+ Ong Nguyen Xu~ Trung - Chuyen vien Phu trach cong ngh~ thong

tin Phong Giao d\lc va Dao t~Q.
3. MAc tbOi gian kiSm tra: Nam hQc2020 - 2021
LUll y: Cae dan vi ~ Baa cao (7 bQ) vJ Phong Gido d~c va Dao t{;10

truac ngity 151312021(6ng DJng C6ng Tri).
4. Thanb pbin ti@p(t~an kiSm tra: Hi~u truOng, vien chuc ho~c nhan

vien ph\l trach van phong, ~an thu, cong ngh~ thong tin va cac ca nhan co
lien quan. i

_Can cu VaGbien ban *i~m tra cua Dolin, Hi~u truOng c6 tnich nhi~m chi
d~o cac bQph~n kh~c ph\lc v~ di~u chinh cac sai s6t (n@uco) theo yeu cAucua
doan ki~m tra trong thai gian sOm nhdt.

Tren day la K@ho~ch li~m tra vi~c thl;Cchi~n cong tac van phong va giai
quy@tthu tl,lehanh chinh natl hQc2020 - 2021. D~ nghi cac dO'nvi nghiem tuc
thgc hi~n thea K~ ho~ch'/.

Nfli nh¥n:
- Thanh vien Doan ki~m tra;
- Cac dan vi duQ'cki~m tra;
- Luu: VT, KTr.
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