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KE HOACH
Thqc hiQn cii cfch hinh chinh nilm2025

Cdn cf quyiSt dinh sO 1739 IQD-SGDDT ngay 2711212024 ci..- So Gi6o dpc vd
Ddo tpo DIkNOng vC viQc ban hanh ki5 hopch cii chchhdnh chinh cria So Gi6o dpc
vdddotpo ndm 2025; *

Cdn ct tinh hinh thgc hiQn nhiQm vp ndm hqc 2024-2025.

Trudng THPT Le Quy EOn x6y dpg ki5 hoAch thUc hien cai cilchhdnh chinh
ndm2025 vli c6c nQi dung cht yi5u sau:

r. MUC TrtU, ytU CAU

1. MBc ti6u

- Tii5p Qc tri6n khai thgc hiQn c6 hiQu qui c6c nhiQm vp c6i c6ch hdnh chinh
ngdnh i16m b6o b6m s6t muc ti6u, hoan thdnh c6c chi tieu theo Chuong trinh
hdnh clQng sO f OnVq-Ct ngdy ll/312022 cria Chinh phri thpc hien K6t lufln HQi
ng$ lAn thf tu Ban Ch6p hanh Trung uong D6ng kh6a XIII. Thuc hiQn quyiSt clinh
sO tllg /QD-SGDDT ngdy 2711212024 oiua S0 Gi6o dpc vd Edo t4o DdkNOng v€
viQc ban henh kiS h-oach chi cdch hdnh chinh cria So GiSo duc vd ddo tao ndm
2025;

- DAy m4nh cOng t6c cAi c6ch hdnh chinh, trgng tAm ld cAi c6ch thtr tuc hdnh
chinh, tirng bu6c n6ng cao ch6t lugng cung c6p dich vu c6ng vC gi6o dpc ctra nhd
trudng; tao di6u kiQn thuQn lgi cho hgc sinh; cha mg hgc sinh; c6n bQ, gi6o vi6n,
nfr6n vi6n (CB,GV,NV) nhd trulng, cdc t6 chric, c6 nhdn li6n quan trong viQc y0u
cdu gi6i quy€t thti tpc hdnh chinh (TTHC);

- Tdng cuong ,?ng dUrrg c6ng nghQ th6ng tin trong qu6n li vd c6i c6ch
hdnh chinh.

- Idrg cudrng lcj'. luflt, kj'.cucmg hdnh chinh, ndng cao vai trd, tr6ch nhiQm
rtung dAu trong viQc t6 chfc tri6n khai thUc hiQn nhiQm vq c6i c6ch hdnh chinh; lAy
k"et qua thgc hiQn ldm thudc ilo cI€ ctanh gi6 mirc dQ hoan thdnh nhiQm vu cria c6c
tO chuy6n m6n vd hiQu qu6 trong c6ng t6c chi cdchhdnh chinh ndm2025.
' - Ti6p tpc x6y dgng n€n hanh chfnh trong linh nuc gi6o dpc: trong s4ch vfing
m?nh, chuy6n nghiQp, hiQn dai, hogt tlQng c6 hiQu lgc, hiQu qu6; t4o di0u kiQn
thudn lgi cho phu huynh; c5n bQ, gi6o vi6n, nh6n vi6n (CB, GV, NV) nhd tntlng,. r t J ) -.7 e

c6c t0 chtlc, c6 nhdn li6n quan trong viQc y6u c6u gi6i quy6t thri tpc hdnh chinh
(rrHC).

2. YGu'ciu
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- Viec tri6n khai thgc hiQn c6ng t6c CCHC phii cluqc thUc hiEn thudng xuyOn,

1i0n t.uc, d6m b6o thdi gian, chdt lugng, nQi dung nhiQm vp- dugc ph6n c6ng; dAm

b6o c6 sU phOi hqp ch?i ch6 gifia c6c 6 chuyCn m6n, c5c t6 chric dodn thO, c6c bQ

chric ndng, CB, GV, NV, circt$p the lop trong nhd trudrng.

-Ndng cao chi sO CCUC cria nhd truong.

- TiCp nhan, xrl li c6c yOu cAu vC henh chinh ci.r^ cd nhan, tO chric d6m b6o

dfng quy dinh, thdm quy0n.

- N6ng cao ch6t lugng gi6o dpc; tnp trung chi d4o, hu6ng ddn, kiem ffa, giitm
,, -Asar oe nang cao cdng t6c CCHC tqi cdct6, bO phfln chfc ndng trong nhd truong.

rr. NHrFM vu cAr cAcn HANH cHiNH G

1. Cei cfch th6 ch6

- Xdy dtmg, ban hdnh c6c v6n ban ph6i dim b6o ctring quy dinh vd c6 ch6t

luqng; nat g .uo nhdn thrlc cho vi€n chrlc, ngudi lao dQng, hQc sinh vC

Hi6n ph6p, ph6p luflt.

- T6 chrlc triiSn khai thUc hiQn kip thdi, dAy <hi, dirng quy dfnh cdc vdn bAn quy

pham ph6p luflt li6n quan ct6n Hnh vgc gi6o dgc do citc co quan c6 thAm quydn ban

hdnh.

- - DOi mdi, ndng cao hiQu lgc, hi-6u qu6 c6ng tdc xdy dUrlg vdn b6n chi dao,

cti6u hdnh, ki5 hoach trien khai thUc hiQn chi dao cria cAp tr6n; chfi trgng
ban hanh cdc vdn b6n cU th6 h6a co chti, chinh s6ch cria Edng vdr Nhd
nu6c, cria nganh-philn ctAy mpnh chi cdchhdnh chinh, t6rg cao hiQu qui qudn ly
vd chi d4o cdng t6c chuy6n m6n; Clon gian h6a TTHC, h6 so giAy to, thgc hi6n rirt
ng6n thdi gian gi6i quy€t h6a TTHC.

- Xdy dpng dAy dri c6ck6hopch, v6n ban theo yeu cAu cria c6p tren; sap *6p,
quin lf, luu ttr v[n b6n di, vdn b6n diSn khoa hgc dring quy dinh

2. CAi cich thri tgc hirnh chinh (TTHC)

- DAm b6o c6c TTHC thuQc thdm qry6n gi6i quy6t cfia dcrn vi dugc cflp nhpt,

ni6m y6t, c6ng khai, kip thdi, day chi tr0n Jrang th.o"g tin diqn tu cira

trudng; dey manh clcrn gi6n ho6 tht tUc hdnh cbinh, rut ngdn thdi gian, quy trinh,
gi6y td giai quy6t thti qc hdnh chinh; gi6i quytit t4rc tuy6n theo dring hu6ng d6n

cta cdp tr€n.

- T6ng cymg c6ng t6c tuy6n truy€n v6 tqi ich dich vp c6ng tryc tuy6n d0

ngult aaritri€u rO-vd ttt gi6c thUc hiQn; han ch6 viQc ti6p nhfln h6 so tr.uc titip d5i
vfi c6c thri tpc dd cung cdp dich vg c6ng tryc tuy6n.

- XAy dUng vd cdng khai quy trinh, thoi hiQu gi6i quy6t c6c thti tuc hdnh chinh;

phdn c6ng c6n bQ, gi6o vi6n, nh6n vi6n php tr6ch, bO tri co sd vflt ch6t phUc vU gi6i
quy6t c6c thri tgc hinh chinh thuQc pham vi tr6ch nhiQm cta nhd trudng.

- Ndng cao ch6t lugng c6ng t6c rd"so6t, ddnh gi6 TTHC thuQc linh vgc gi6o

dpc theo q"V Oi"fr; thUc hfn stia dOi, bO sung, thay th6 hoac b6i b6, huli b6 TTHC

r.l

\g
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ruom rd, kh6ng cAn thi6t; giim chi phi, rur ngin thdi gian gi6i quyiit, d6m b6o tinh
cdng khai, minh b4ch vd n6ng cao trilch nhiQm c0a nhd trucn g i.ong viQc xri ly vd
giAi quytSt thri tsc hdnh chinh.

- Ticp nhan vd giai quy6t kip thoi nhiing phan 6nh, ki6n nghi cria c6 nh6n, t6
chric theo pham vi chric ndng trong nhd trudrng; tham mtru, OA iuat, kien nghi c6p
tr€n xri ly, giiti quy€t theo th6m quy6n.

- Ndng cao kf lupt, kj'cuong hanh chfnh; tdng cudng rlng dung CNTT trorft
luay[; khuyi5n khich viQc xdy ou,re c6c silng kien,-giai ph6p *oi, rn*g lai lqi ic[
thi6t thyc trong viQc thuc hiQn c6c nhiQm vg, nQi d,r.rg uiu Corg tac chi c6ch hdnh
chinh.

3. Cei cdch td chri'c bQ miy nhh trulng
- XAy dung quy ch6 ldm viQc, trong <16 ph6n c6ng c6ng t6c 16 rdng cho cilc

thenh viOn trong nhd trudng. Thuong xuy6n rd so6t, <1i6u chinh chrtc ndng, nhiQm
vu nhd trudng, cbc t6, chuyon m6n,- c6c bO phAn chric ndng trong nhd
trudng. XAy dpng quy ch6 phoi hqp gifra nhd trudng v6i t6 chric b6ng dodn,

Eodn Thanh ni6n theo tirng n6m hgc.

- Tdng cudng chi u6n phuong thrlc ldm vi6c, ring dung mdnh ,m6 c6ng
nghQ th6ng tin tr-glg xri ly c6ng viQc cta nhd trudng tr6n m6i t*Ong sO, t6 chric
hQp, hQi nghi bdng hinh thrlc tryc tuy6n nhim n6ng cao ndng tuc itri dBo di€u
hdnh, hiQu qu6 hopt dQng c0 quan.

4. Chi cdch c6ng vU

. ,. I NAng 
9a9 leng lgc dQi.ngfi can bQ, vi€n chric cria don vi theo hudng ddo tao,

b6i dudng c6 ch6t lugng, thi6t thgc, phu hgrp v6i vitrf, chric danh c6ng vif,c. '

Xdy dyng vd tritin khai kti ho4ch uoi auong c6n b0, gi6o vi6n; rd so6t quy
ho?ch dQi ngfr can b0 quhn!!,, cdn b0 tO chuy6n m6n vd c6c dodn thii; quan t-6m
ddo tao b6i dudng <lQi ngfi t<6 tfrtra.

- Thpc hiQn tot ch6 dQ.chfnh s6ch cho c6n bQ, gi6o viOn, nh6n vi6n grn vdi
viQc thr,rc hdnh tirit kiQm, ch5ng l6ng phi, tham nhfiG.'

- Thpc hiQn ct6nh gi| cdnbQ, vi6n chric,ngudi lao ilOng theo quy <linh hiOn
hdnh, d6m b6o chinh x6c, kh6ch quan, dring quy trinh, theo cic ti€u chicu thti, gln
1dr] 

ch6t luo.ng, hiQu qu6 cong viQc, i.orrfab ad .uo,rie. tnor tie" iOJ.Gla.
9,ctc,. c6_tdc dulg dOng vi€n ctQi ngfi c6n bQ, c6ng chfc, vi6n chfc n6 lgc prr6n
ilau hodn thdnh tdt nhiQm vp dugc giao, ph6t huy uu di6m, khic phgc tdntai han
ch€.

PhAn c6ng chuy6n m6n vd c6ng t6c ki6m nhiQm cho gi6o vi6n, nh6n vi6n ho-p
ly, th..g 9f"g vi Jri vi6c ldm, d6m b6o c6ng b6ng, d6n cht, phpc vu muc ti€u nang
cao chAt luqng gi6o dpc vd ho4t clQng nhd truong.

- Ndng cao tr6ch nhiQm, kli luQt, kf cuong hanh chinh vd dpo drlc cria c6rr bQ,
vi6n chric trong ngdnh gi6o dpc; t6ng culng c6ng t6c ki6m ffa, chdn chinh kj, lu0t,
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cuong nhim ph6t hiOn vd xrl ly kip thli d6i v6i cdctrudrng hqp sai pham, kh6nghodn thenh nhiQm vU.

5. CAi cdch tii chinh c6ng
- Ban henh euy chi5 chi ti6u nOi b0; thgc hiQn d6n chri, c6ng khai, minh bachtrong quan ly, sri dpng tdi chfuh c6ng; thlrc hiQn drirrg quy dinh c6-c kho6n thu trongnhd trudrng.

- Thuc hiQn cong t6c ki6m 
.k6, qu6n ly tdi. s6n c6ng theo quy <rfnh; b6oqu6n, khai thdc, sri dung thitit bi aai hgc c6 'hiOu qua vd dring quy dinhhiQn hdnh.

- Tdng cudrng c6ng t6c ki6m tr". $i b0.viQc quin !!,, sri dpng tdi chinh, tdi Jan,viQc thu, chi trong nhd trudrng, thgc hdnh tict mern, .r,org lang. 
"

6. Xf,y dgng vir ph6t tri6n Chinh phri iliQn tri

- - Tii5p gc <l6y m?nh [ns duns i6re nghe th6ng tin trong qu6n ly, di€u hdnhnhd trudrng th6ng qua hQ th6ng ttru Aien to, ,ian b6n iliQn tu.
- cri crin bQ, gi6o vi€n, nh6n vi6n tham giat\phu6n day dri.
- ]hong qua website, bang tin ctanhd truong, thulng xuyen ddng t6i c6c vdnp1n, th6ng tin hopt dong, cac bai vi6t hay ud "ffi t6c chic6ch hdnh chinh v0 c6ihdnh chfnh; xdy dpg vd duy tri c6c danh muc 

"d "7i.a.h 
hdnh chfnh.

7. COng t6c chi tl4o, tlidu hinh

Jifp q: gd3 cong tdc cCHc.vdi cdng tdc thi dua, khen thu&ng vi6n chric,
Lg".tllao dQng,-lTg^.**g c6ng t6c ki6m tL viQc thgc hiQn c6ng t6c ccHc, tri6nkhai thFc hiQn c6 hiQu qu6 t6"g t6c tuycn t*G; ccnc ndm 2025 d6m bao tinhhi-6u qu6, thiiSt thgc, t6 chric t.u d-6nh gid cli6m ccHC cria dcrn vi

rrr. PHAN 
-qoNq 

cu rH_E gtg-ylEM vU vA rRrEN KHAI rHUcHrEN cAr cAcn nAuri cHiNH NAM zois(theo phu lsc rrinh kim)
vr. To cHr]lc TrnI. c HIEN
1. Lflnh d4o trulng
- Xdy dUng vd ban hdnh c6c vdn b6n thpc hiQn kC ho4ch cdi c1chhdnh chinh;

fr duns kti hoach vd chi rrao ki6m ffa hoa; tr.u;t6; k;5;^;'"* titc chi c6chhdnh ghfnfr trong nhd trucrng; ph6n c6ng trich nhiQm'cho cfn bQ, giTo vi€n, nh6nvi6n thuc hiQn cii c6ch hdnh 
"nfnf, 

trong nhd trudrng.
- TO chric tuv6n tpyen cho c6n bQ, gi6o vi6n, nh6n vi6n, hgc sinh vd cha mehgc sinh hiriu dtng, hid il;'laila.r, hdnh chfnh. 

r'1, vrc,' rec smn

,,
- T6 chr?c ro,,,9rr* 

5ct,.a.1rr gi6 rhlrc.hipn c6ng t6c ciri c6ch hdnh chinh tai
9T "i' thsc hiQn .ya9\a9 itirr, ry,-Jo;rdffit 

-lo"ciao 
duc vd Edo tao vd c6ptr€n v0 c6ng t6c chi cdchhdnh chfnh trong nhd trucrng.

2. Citc ti5 chuy6n m6n vi t6 Ven phdng

,$
IC,E.
,W
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- Thudng xuyOn tham muu dA xu6t v6i tanh ct4o nhi trudrng thuc hdnh c6i
c6ch hdnh chinh, tham muu quy trinh gi6i quyi5t c6c thri tuc hanh chinh trong linh
vgc chuy6n m6n dugc phdn c6ng.

- C6 trdch nhiQm thUc hiQn CCHC trong lInh v.uc chuy6n m6n ctugc ph6n
c6ng; nh6t ld trong viQc thlrc hi6n c6c TTHC, c-6ng t6c'tdi chinh.

- Thgc hiQn ch6 dQ th6ng tin, b6o c6o theo quy dinh, c16m b6o c6 ch6t
lugng, kip thdi cg th6 nhu sau: t

+ 86o c6o quy I: tr) ngdy 15/12/2024 d6n ngey Al3l2O25. ,

+ 86o c6o 6th6ng: tt ngdy 151312025 cttin ngdy 141612025

+ B5o c6o quy III: tir ngey $/612025 ctiin ngdy l4/g/2025.

+ 86o c6o ndm: tu ngiy 1519/2025 ctiSn ngdy l4lt2l2o25.

3. Cdng dohn vir Ban thanh tra nhffn dffn

Ph0i hgp nhd trudng tflp hudn, tuy6n truyAn vd thanh tra, kii5m tra c6ng t6c
CCHC trong nhd trudng theo ctung chrlc ndng nhiQm vU; thUc hign ch6 itQ thdng
tin, b6o c6o theo quy cfinh.

TrCn ddy ld kiS hoach chi cdchhdnh chinh ndm2025 cta trudmg THPT Le Quf
EOn, y6u cdu todn th6 c6n bQ, gi6o vi6n, nh6n vi6n vd hgc sinh nghiCm tric
thgc hiQn. Trong qu5 trinh thUc hiQn niSu c6 worrg milc, c6c b0 phfln 1i6n h0 Higu
trudng d6 dugc hu6ng ddn .1.

Noi nlrQn:

- Phdng TCCB;

- HT vd PHT;

- Chct6 chfic (OC fZfD;

- Website cta trudrng;

- Luu: VT.


