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KE HOACH 

T4p htia'n nghiep vi ye cong tac son thao van ban, xay &Lyng hO so.  cOng 
yiec ya cong tac chinh 15Ttai lieu tau tar nam 2017 

Can ca Ke hoach dog tac nam 2017 dm Twang Dai hgc Luat Ha Ni; 
Can ca d xuat cüa Phong Ranh chinh -TOng hgp; 
Tr-gang Dai hgc Luat Ha Ni t chac lop Tap huan nghiep vg ye cong tac 

soan thao van ban, xay dgng hO so' cong viec và cong tac chinh 13'7 tai lieu lull -Ira 
nam 2017, cg the nhu sau: 
I. MITC DiCH, YEU CAU 
1. Mtjc dich 

- Tap huan n9i dung ky nang soan than van ban hanh chinh va lap he) so 
cong viec, vi dg thgc te m9t sO 16i thueng gap ve the thac vakythuat trinh bay 
van ban hanh chinh; soan thao m9t sti van ban hanh chinh thong thuong (cong 
van, to trinh, bao cao, ke hoach va each ghi bien ban); hugng d'an lap 1-16 so' cong 
viec va giao n9p tad lieu van ltru tra co quan. 

- H trg cho cac don vi có Co sor xac dinh nhiern vg ding tac van thu — hru 
tra ta do xay dgng.ke hoach cg thed thgc hi'en cong tac van thu — ltru tra theo 
dtang quy dinh; 

- Nang cao ky nang soan dia.° van ban, ky nang lap va quan 13'7 h6 so* cong 
viec; k-37-  nang phan loai, xac dinh giá trj, thing ke va sap xep bao quan tai 
cho toan the can b9, vien cline nha tnxong. Neu cao tinh than trach nhi'em cüa 
can b9, vien chac trong viec quan 13'7, chi dao, dieu hanh, thgc hi'en cac hoat 
deng van thu, tau tra tai co quan, dun 

2. Yeu cOu 

- Cong tac tap huan tap trung v ky nang thgc hanh; Tao di'eu kin cho cac 
dun vj dugc tap huan, thgc hanh true tier, nghiep vg, nam bat nhanh chong quy 
dinh de trien khai thgc hi'en tai don vi minh; 

- Lop tap huan phai to chac tit kiem, hieu qua, dat dugc nage dich d ra. 

II. NOI DUNG 
1. Di ttrçrng tham dkr 
- Di racing: Toan the can b9, vien chirc cüa cac dun vi thuec Tragng. 

2. Thel gian va Ilia diem Cal) hua'n 



- Thai gian: 01 ngay:23/8/2017. 
- Sang tir 8h - 11h30, Chieu tir t-3h30 - 16h30. 
- Dia diem: Hi tnrang A.403. 
III. TO CITUC THV'C HItN 
1. Phong Ranh chinh - Tiing hup 
- Chiu trach nhi9m t9 chirc lop, dang 1(3'T lich; mai va don tip chuyen gia, 

phat tai 1iu cho khoa tap huan. 
- Lap chi tra kinh phi va thgc hi9n thanh toan, quy9t toon kinh phi khoa tap 

Man theo quy dinh. 
- Chun bi hi truang, may chieu. 

2. Phong Tai chinh - Kê toan 
- Tham dinh kinh phi t6 chirc lap tap huan; 
- Huang clan vi9c tharih toan, guy& toan kinh phi theo quy dinh. 

3. Phong T6 chiic - Can b0 
- Phi h9p lap danh sach va diem danh vien chirc tham dir t'ap huan. 

4. Cac dun vi, ca nhan khac 
- Cac dan vi quail triest n9i dung tap huan d9n toan the vien chirc dm don vi 

minh. L'ap danh sach vien chirc cña dan vi khong tham c14 (co 13'7 do chinh clang) 
giri ve Phong T chute can b9 truac ngdy 23/8/2017. 

Tren day la K hoach t chirc lap tap huan nghiesp vi v soan -Litho van ban, 
xay ching 119 so cong vi9c va cang tac chinh 17 tai 1iu kru trit nam 2017 dm 
Twang Dai h9c Luat Ha Ni. De nghi cac don vi nghiem -bac trien khai, thvc 

hi9n.We- 
Nal nh 
- Cac dan vi thu0c Throw (de t/h*); 
- Hiu truang (c16 báo cap); , 
- Ca.c pho Hiu truorng (de Net); 
- Lau: VT, HCTH. 
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