UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM

XA SON DUONG Poc 1ap - Tu do - Hanh phuc
S6: 146/KH-UBND Son Duong, ngay 22 thang 4 nam 2026
KE HOACH

Tap huin sir dung may tinh, ning cao ning lyc ing dung cong nghé thong tin
va chuyén déi s6 cho Trwéng thon, Bi thw Chi b, thanh vién Té cong nghé sb
cfng dong trén dia ban xa Son Dwong

~ Can ctr K¢ hoach s6 85/KH-UBND ngay 06/3/2026 ctia Uy ban nhan dan tinh
vé chuyén do6i s6 tinh Tuyén Quang nam 2026;
Thyc hién K& hoach s6 110/KH-UBND ngay 02/4/2026 cua UBND xa Son
Duong vé chuyén doi so trén dia ban xa Son Duong ndam 2026;

Uy ban nhan dan x4 Son Duong xay dung Ké hoach tap huan str dung may
tinh, ndng cao nang luc tng dung cong ngh¢ thong tin va chuyen d6i s6 cho céac 6ng
(ba) Truong thon, Bi thu Chi b, thanh vién To cong nghé s6 cong dong trén dia ban
x4, cu thé nhu sau:

I- MUC PICH, YEU CAU
1. Muc dich

- Nang cao ky nang st dyng may tinh, ing dung cong ngh¢ thong tin va
chuyén doi so cho doi ngii Truong thon, Bi thu Chi bg, thanh vién To cong nghé
cong dong, dap ung yéu cau chuyén doi so tai co so.

- HO tro can bo thon thuc hién tot cac nhiém vy nhu lap va gui béo céo, trao
d6i thong tin, sir dung dich vu cong truc tuyén, khai thac va st dung cac phan mém
quan ly.

~ - Gop phan thye hién higu qua céi cach hanh chinh, thuc ddy xay dung chinh
quyén so tai dia phuong.

2. Yéu cau

- N6i dung tap huén thiét thuc, d& hiéu, dé tiép can, d& ing dung, phu hop voéi
trinh do cua hoc vién.

- Két hop chit ché giira 1y thuyét Va thuc hanh, dam bao 100% hoc vién dugc
huéng dan va thuc hanh thao tac truc tiép.

- Trudng thon, Bi thu Chi b9, thanh vién T6 cong nghé sé cong ddng cac thon
tham gia day du, nghiém tic, dung thanh phan va thoi gian quy dinh.

I1. THOI GIAN, PIA PIEM, THANH PHAN THAM DU
1. Thoi gian, dia diém t6 chirc

- Thoi gian: Tir ngay 26/4/2026 dén 31/5/2026.

- Pia diém, 16 tip huan: T6 chirc 04 16p.



+ Lép tip huén sb 1: Tap huin tai2 truong THCS Ky Lam;
+ Lép tap huén sb 2: Tap huin tai truong TH&THCS Hong Thai;
+ L6p tap huén s6 3: Tap huan tai truong TH&THCS Lé Vin Hién;
+ L6p tap huin sb 4: Tap huan tai truong THCS Phic Ung.
(C6 lich chi tiét kém theo)
2. Thanh phin:

- Pai di¢n 1anh dao va cong chirc, vién chuc phu trach cong ngh¢ thong tin,
chuyén doi s tai cac co quan, don vi thuoc UBND x3;

- Céc dong chi Truéng thon, Bi thu chi bg thon, thanh vién To cong nghé s
cdng dong cac thon (moi thon 02 nguoi).

I11. NOI DUNG TAP HUAN

1. Chu dé: Tap puér} st dung may tinh, ndng cao nang lyc tmg dung cong
ngh¢ thong tin va chuyén doi so.

2. Cac ngi dung chinh

- Kién thirc co ban vé may tinh: Chu tao may tinh; hudng dan su dung chudt,
ban phim; thao tac quan ly tép va thu muc.

- Str dung phan mém van phong: Soan thao vin ban co ban bang Word (soan
thong bdo, bao cdo...); nhap li¢u, 1ap bang biéu, tong hgp s6 liéu don gian bang
Excel; k¥ nang luu trit, quan 1y va guri tép tin phuc vu cong viéc.

- Str dung Internet va dich vu sd: Truy cép Internet; tim kiém va khai thac
thong tin; sir dung thu dién tir (email cong vu); hudng dan sir dung mot so6 img dung
pho bién phuc vu cong viéc:

+ Zalo (trao d6i cong viéc);

+ Thu dién tu;

+ Cong dich vu cong (tra ctru, ndp hod so truc tuyén).
3. Hinh thirc: Tap huan truc tiép.

IV. KINH PHI:

Ngudn kinh phi thue hién: Tir ngan sach x4, bd tri trong du toan chi cho hoat
dong chuyén doéi s6 ndm 2026 theo quy dinh.

IV. TO CHUC THUC HIEN
1. Phong Vin hoa - Xa hoi

- Chu tri xdy dung chuong trinh, ndi dung, tai liéu tp huan phu hop véi dbi
tuong hoc vién.

- Phoi hop voi céc co quan, don vi, bg phan lién quan chuan bi diéu kién t6 chirc
16p tap huan.

- Lién hé, dé xuét b4o céo vién.
- Lap du toan kinh phi t6 chirc tap huan.
- Theo ddi, tong hop két qué; xay dung bao cao sau tp huin.



2. Van phong HDND&UBND

- Tham muu ban hanh thong béo triéu tap tham gia tip huin.

- Phat hanh gidy moi gui dén céc thon bao dam dung thanh phan, thoi gian,
dia di€m, dong tho1 theo doi viéc phat hanh va tiép nhan giay moi.

3. Phong Kinh té

- Tham muu bd tri kinh phi to chiic tap huan theo quy dinh.

- Hudng dan thanh quyét toan cac khoan chi dam bao chi tiéu dung muc dich,

tiet kiém, hiéu qua.

4. Cac don vi truong hoc dwoc lwa chon lam dia diém tap huan

- Phdi hop vai Uy ban nhan dan xa chuén bi day du co s vat chat phuc vy
I6p tap huan (phong hoc, ban ghe, hé thong dién, &nh sang, quat, vé sinh...).

- B4 tri phong may tinh, bao dam may hoat dong tdt, két ndi Internet 6n dinh
phuc vu thuc hanh.

- Chuan bi céc thiét bi hd tro giang day nhu: may chiéu, man chiéu, am thanh
(neu can).

- Cir can bo, gi4o vién tin hoc phéi hop hd tro ki thuat trong sudt qua trinh
tap huan.

- Bao dam an ninh, trat ty, an toan tai san trong thoi gian t6 chuc 16p hoc.
- Thuc hién vé sinh, sap xép phong hoc truéc va sau khi két thuc tap huan.
5. Cac thon trén dia ban xa

- Thong bao, triéu tap day du ‘Truong thon, Bi thu Chi b9, thanh vién T6 cong
nghé sb cong ddng tham gia tap hudn.

- Lap danh sach ding ky giri vé Phong Vin hod - xa hoi, hoac thong tin, bao céo
nhanh qua Zalo hodc di¢n thoai dé tong hop.

- Quan triét hoc vién tham gia day di1, nghiém tic; mang theo dién thoai thong
minh (néu c6) dé thuc hanh.

Trén day la ké hoach to chuc tap huan st dung may tinh, ndng cao nang luc

Ung dung cong ngh¢ thong tin va chuyén (101 s6 trén dia ban xd Son Duong. Dé nghi
cac don vi, tO chirc, ca nhan c6 lién quan trién khai thyc hién./.

Né"f 'Ig'hﬂn-'h  Conenahe TM. UY BAN NHAN DAN
-0 0a noc va Ol’lg ng c, hig

- TT Pang uy, TT HDND; KT. CHU TICH

- Chi tich, cic PCT UBND XA PHO CHU TICH

- Cac co quan, don vi thudc Xx4;
- Cac thon thudce xa;
- Luu: VT, VHXH, Tr.

Dwong Vin Tuén



DANH SACH
Pai bi¢u tham gia tp huin sir dung may tinh,
ning cao ning lwc ing dung cong nghé thong tin va chuyén ddi so
(Kém theo Ké hoach s6 146/KH-UBND ngay 22/4/2026 ciia UBND xd Son Duwong)

STT Ho va tén Chirc vu Thon S6 dién thoai

1

2

(An dinh danh séach ¢6 02 nguoi)
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LICH TAP HUAN
Sir dung may tinh, ning cao niing luc ng dung cong nghé thong tin va chuyén
’ d(x)i s0 nim 2026 xia Son Dwong
(Kem theo Ké hoach so 146/KH-UBND, ngay 22/4/2026 cua UBND xa Son Duong)

I-LOP TAP HUAN SO 01

-Pia diém tap huan: Tai Truong TH&THCS Hong Thai.

- B0 c4o vién: Tran Anh Tién, Gi4o vién Tin hoc truong TH& THCS Hong Thai.
- Tong s6 hoc vién: 52 hoc vién.

STT Thén S6 hoc vién Ghi cha
1 | Mang Ngot 02
2 | An Dinh 02
3 | Thuong Chau 02
4 | Tan Tién 02
5 | Thinh Tién 02
6 | Tan An 02
7 | AnKy 02
8 | Ho Tiéu 02
9 | Tan Thinh 02
10 | BPang Chau 02
11 | Quyét Tién 02
12 | Quyét Thang 02
13 | Xay Dyng 02
14 | Co Quan 02
15 | Ky Lam 02
16 | Lang Ca 02
17 | Tan Béc 02
18 | Bic Trung 02
19 | Bic Liing 02

20 | Bic Hoang 02
21 | Poan Két 02
22 | Tan Phu 02
23 | Tan Phuc 02
24 | Tan Hoa 02
25 | Phai Cay 02
26 | Phac Hoa 02

Tong: 52
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I1- LOP TAP HUAN SO 02
- Pja diém tap huan: Tai truong TH&THCS Lé Van Hién.
- B4o c4o vién: BJ Viét Poan, Gido vién Tin hoc truong TH& THCS Hong Thai.
- Téng s6 hoc vién: 32 hoc vién

STT Thén S6 hoc vién Ghi cha
1 | Tan Ky 02
2 | Ddng Tién 02
3 | CauBi 02
4 | Tan Thing 02
5 | TaTac 02
6 | Cau Quat 02
7 | Hung Thinh 02
8 | Tan Hong 02
9 | Pong Hoan 02
10 | Bong Thinh 02
11 | Ngii Thing 02
12 | Tan Tién 02
13 | ba Nang 02
14 | Tan Thinh 02
15 | Tan Binh 02
16 | Son Thuy 02

Tong: 32




I11- LOP TAP HUAN SO 03

- Pia diém tap huan: Tai Truong THCS Ky Lam.,

- B0 céo vién: Pham Ngoc Dinh, Giao vién Tin hoc truong THCS Ky Lam.
- Téng s6 hoc vién: 34 hoc vién.

STT Thén S6 hoc vién Ghi cha
1 | Dboéng bai 02
2 | Péo Khé 02
3 | Truc Khé 02
4 | Pong Ming 02
5 | Pong Khuon 02
6 | Ddng Dién 02
7 | Cau Tring 02
8 | Rodc 02
9 | Tram 02
10 | Pong Biic 02
11 | Khudn Rém 02
12 | Tk Thong 02
13 | Pia Chét 02
14 | Cay Mo 02
15 | Cay Thi | 02
16 | Lang Séo 02
17 | Cay Séau 02

Tong: 34
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IV- LOP TAP HUAN SO 04

- Pia diém tap huan: Tai truong THCS Phuc Ung.
- Béo céo vién: Téng Tran Phuong Nam, Gigo vién Tin hoc trudng THCS Phuc Ung.
- Tong s6 hoc vién: 34 hoc vién.

STT Thén S6 hoc vién Ghi cha
1 | Phu Loc 02
2 | Lién Phuong 02
3 | Phuong Cam 02
4 | Phac Loi 02
5 | Minh Lénh 02
6 | Ddng Ludc 02
7 | ba Ngua 02
8 | Lién Thanh 02
9 |bacCa 02
10 | Hang Hut 02
11 | Khudn Rang 02
12 | DBinh Chung 02
13 | Vinh Phuc 02
14 | Phuc Vuong 02
15 | Khuon Thé 02
16 | Cay Thi 02
17 | Tan Thuong 02

Tong: 34
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