TRUONG DAL HOC LUATHANOI  CONG HOA XA HQI CHU NGHIA VIET NAM
PHONG TO CHU'C CAN BQ DPéc lip - Tu do - Hanh phiic

sé: {4 1cv-TCCB Ha Ngi, ngay 21 thng 8 nam 2017

Kinh giri: Thi trudng cac don vi
Thuc hién K& hoach sé 2450/KH-DHLHN ngay 18 thang 8 niam 2017, Truong
Dai hoc Luat Ha Nbi td chic tip huén nghidp vu v& cdng tic soan thio vin ban, x4y
dung hd so cng viée va cdng téc chinh Iy tai lidu luu trit nm 2017, cy thé nhu sau:

1, Thoi gian, dia diém:

Thoi gian: Séng tir 8:00-11:30, Chidu tir 13:30-16:30 ngay 23/8/2017 (thtr Tu).
Dia diém: H6i trudng A403, Dai hoc Luat Ha Noi, 87 Nguyén Chi Thanh, Ha Noi.

2. Thanh phin: Toan thé cén b, vién chirc cia cic don vi thude Trudng.

3. N¢i dung:

- Tép huin ndi dung k¥ ning soan thao vin ban hanh chinh va 13p hd so cong
viéc, vi du thuc t& mdt s 18] thuong gip vé thé thirc va k¢ thudt trinh bay vén ban
hanh chinh; soan thio mét sé van ban hanh chinh thong thudng (cong vén, to trinh,
bdo cdo, ké hoach va cach ghi bién ban); huéng din 14p hd so cdng viée va giao nép
tai liéu vao luu trit co quan.

- H3 trg cho cac don vi ¢ co s& x4c dinh nhiém vu cbng tic van thu  luu trit
tir d6 x4y dung ké hoach cu thé d thyuc hién céng tic van thu -fuu trir theo diing quy dinh.

Néng cao k¥ ning soan thao vin ban, k¥ ning lap va quan Iy hd so cong
viéc; k¥ ning phan loai, xdc dinh gid tri, théng ké va sip xép bio quan tai liéu cho
toan thé can b, vién chirc trong viée quan 1y, chi dao, didu hanh, thuc hién cc hoat
déng van thu, Tuu trit tai co quan, don vi.

Pé nghi thi trudng cic don vi thong bio dén toan thé can bd, vién chirc don vi
minh duge biét dé tham gia tdp hufn ddy du, nghiém tic va ding gid. Danh sach tham
gia tap huén giri vé Phong Té chitc c4n bd qua dia chi thu dién tir: tecb@hlu.edu.vn
chim nhit 14h00 ngay 22 thang 8 nim 2017 (Thir Ba). Nhimg trudng hop khéng
tham gia phai ¢6 Iy do chinh dang dé Phong tdng hop bao céo Linh dao Nha trudng.

Xin trin trong cam on./.
Noi nhin: TRUONG PHONG

Nhr trén;
Ban Gi&m hiéu (dé b/céo)
Lani; VT, TCCB.

Trin Ngoc Dinh
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