UY BAN NHAN DAN QUAN 1
TRUONG MAM NON 20/10

BAN MO TA NOI DUNG CO BAN CUA SANG KIEN

1. N§i dung sang kién: “Mot sb giai phap trong viéc wng dung cong nghé
théng tin vio cdng tac luu trir hd so Can bj, cong chirc, vién chirc tai Truomg Mam
non 20/10”

HO so ca nhan ctia mdi can bd, cong chirc, vién chuc duge luu trit tai bo
phan luu trit cua don vi. Nguoi chiu trach nhi€ém quan 1y hd so ¢4 nhan cia can
b0, cong chirc thyc hién cap nhat dﬁy du, chinh xac thong tin cua tirng can bo,
cong chtrc, vién chirc tir khi dugc tuyén dung, luan chuyén dén khi nghi huu, nghi
viéc hodc luan chuyén sang don vi khac.

Thong thuong hd so duoc luu trit bang van ban gidy. Khi c¢6 nhu cdu can
tra ctru, st dung thi mo tép ho so giéy va tim van ban theo muc luc. Tuy nhién, tu
nam 2023, nha trudong da ung dung cong nghé thong tin vao trong cong tac van
thu, luu trit trong d6 c6 luu trir hd so can bo, céng chire, vién chitc. Song song
v6i viée luu trit hd so gidy, nha truong thuc hién luu trir bang file trén may tinh
va duoc thuc hién nhu sau:

- Str dung tmg dung Scan trén dién thoai quét tirg thanh phan trong hd so,
tai li¢u luu trit cia can b, cong chirc, vién chuc.

- Tao thu muc HO so cén bd, cong chtirc, vién chuc trén may tinh.

- Trong thu muc HO so can bo, cong chuc, vién chuc tao cac thu muc con
mang tén tirng ca nhan.
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Tao 1 file Exel mang té€n “Danh muc tai liéu” gém: ngay, thang tai li¢u, ndi
dung cua tai li¢u va dinh keém ban scan tai licu.
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Tén tai liéu S6 ban
Ngay
01/11/2016 |Hop déng lao déng nim 2013 1 @
1. HBLD 56 17-2013.pdf
Fa O_ F
03/01/2014 |Hgp dong lao dong nam 2014 1 % 2. 0THBLD2014.pdf
O
03/01/2014 |Tuyén dung nhan st 1 _ L
3.02- Tuyén dung nhansu pdf
20/07/2016 |QP vé ning bac hrong déi voi nhan vién Hop dong lao dong 1 @
4,1788 QDNang badc luang pdf
03-01-17 |QP vé bd nhidm Té trudng chuyén mén 2016 - 2017 1 200
5.15 QP bd nhiém TTCM.pdf
QUYET PINH | NHAN XET - DANH GIA | THANH PHAN TL @ P

Toan bd ho so can bo, cong chuc, vién chuc dugce thuc hién va luu trit trén
may tinh ctia bd phan luu trix ho so ca nhan tai don vi. Va ban than ting ca nhan
cling luu trit theo hinh thic nay dé dé dang quan 1y, luu trit va sir dung mot cach

hiéu qua.

Khi can bat ctr 1 thanh phan nao trong ho so cd nhan cua can bg, cong chirc,

vién churc chi can m¢d ding thu muc cta cd nhan — danh muc h6 so — muc luc
h6 so — lick chudt vao ban scan dinh kém da c6 day du ho so, tai li€u can tim.

Hiéu qua mang lai

- Thuan tién cho viéc tra ctru ho so khi can.

- Tiét ki€m tho1 gian tim van ban.

- Quan ly ho so luu trit mot cach khoa hoc va dat hiéu qua cao.




