
TRITONG 04d HOC LUAT HA NO1 CONG Hem Xik MN CHI) NGHiA VIST NAM 
PRONG TO CHITC CAN BO 	 Dec lAp - Tv  do - Hanh phtic 

Se: 	/CV-TCCB 	 Ha Ni, ngay 21 thong 8 nam 2017 

Kinh giri: Thu twang the don vi 

Thpc hien Kt hoach se 2450/KH-DHLHN ngay 18 thing 8 Warn 2017, Throng 
Dai h9c that HA Nei th chat tep huAn nghiep vi ve ding tac sop thao van ban, xay 
dimg hes so ding viec va ding tee chinh ly fai lieu ltru trir nam 2017, cp the' nhu sau: 

1. Theri gian, dja diem: 
- Thin gian: Song tir 8:00-11:30, Chien tir 13:30-16:30 ngay 23/8/2017 (thir Ttr). 
- Dia diem: Hi truang A403, Di hoc Luet HA Nei, 87 Nguyen Chi Thank HA Noi. 
2. Thanh phAn: ToAn the can be, vien chirc cM cat thin vi thuoc Trueng. 
3. Nei dung: 
- Tap hudn nei dung Icy nang sop thao van ban hanh chinh va lep he sa cong 

viec, vi d thirc te mot s6 161 thuOng gap ye the thirc va ky thuet trinh bay van ban 
hAnh chinh; sop thao met WO van ban hanh chinh theng thuOng (ceing van, RI trinh, 
bao cao, kg hoach va cach ghi bien ban); hueng dAn lOp hes so ding viec va giao nOp 
tAi lieu vao hit frit ca quan. 

- HqchocácdanvjcocusOxácdjnhnhim9icongtácvAnthu-1uutrit  
tir do xay dung ke hoach co tht de thy° hien ding tac van thtr —Ian tnt theo dUng quy dinh. 

- Nang cao k5 nang sop thao van ban, lc, nang lep va quan 19 h6 sa Gong 
viec; ky nang phan loai, xitc dinh gid trj, theng 1(8 va sap xep bao quan tài lieu cho 
toan the can be, vien chirc trong viec quan ly, chi do, dieu hanh, thpc hien cac hoat 
deng van thu, luu Ut tai ca quan, don vt. 

nght thit tru&ng the don vi thong bao ddn toAn the can be, vien chirc don vi 
minh dup bitt de than gia t3p hudn dy dU, nghiem rim va Ming gia. Danh sach tham 
gia tap huAn giri v Pheing To chic can be qua dia chi thu then 	tccb@hlu.edu.vn  
chAm nhAt 14h00 ngly 22 thing 8 nim 2017 (Thir Ba). Nhiing truing hop IchOng 
tham gia phai c6 ly do chinh dang de PhOng teng hop bao cao LAnh dao Nha tracing. 

Xin tran trang earn an./. 

Nol nhen: 
- Ninr tren; 
- Ban Giant hiu 	b/cao) 
- Ltru: VT, TCCB. 

TRUtiNG PHONG 

 

TrAn Nor Dinh 
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