
CONG HOA xA ROI CHU NGHIA VEST NAM 
Dc 14p - Tv do - Ranh phtic 

BO TU.  PHAP 
THLIONG HQC LUAT HA NO 

S&45 c0 /KH-DILIIN 	 Ha Akii, ngayji theing 	?Om 2017 

ICE ROACH 

Tp huan nghiep vy v cling tic chinh I tii 1iu lull frit 

Can cir Luat ltru 	s6 01/2011/QH13 ngay 11 tharig 11 nam 2011; 

Can cir Nghi dinh sá 1I0/2004/ND-CP ngay 08 thkig 4 nam 2004 cita 

Chinh phü v cOng tac van thu luu frit; 

Can cn.  Th8ng tu se 07/2012/TT-BNV ngay 22/11/2012 cin Be Nei vv ve 

huemg dan quart 19 van ban, lap he scr va nep luu trir he so, tai lieu vao Ltru tra 

ca quart; 

Can cir kA hoach ceng tic nam 2017 dm Truemg Di hoc Luat Ha NW; 

Can cir d xuAt cüa Phong Hanh chinh - TOng hop 

Truong Di hoc Luat Ha Nal t6 chirc lop Tap huan nghiep vv ve cOng tac 

van thu, hru tr thu sau: 

I. MIX BICH, ytu cAu 

1. Mc dich 

Viec tap huan chinh 19 tai lieu nham giüp cho ck don vi trong toan truang 
biet: Lap va quan ly he so ceng viec„ v?t ky nang phan Ion, xac dinh gia tri, thong 
ke, sap xep, Mo quan tai lieu met each có W theng, kheng bi mat mat hu hong tai 
lieu, no dieu kin thuan Igi cho viec quart 19, Km hit, tra Su phat hay gia tri ala 
tai lieu Km till va Km MI tai lieu theo ding quy dinh ala phap KS. Qua do, no 
tin d thuan lqi trong viec tra thn nham nang cao chat hrong ding viec. 

2. Yeu cku 

Thong qua viec trien lchai quan triet cac nei dung neu tren, gitip cho dOi 
nge can bo truc tip lam cong tic quart I/ van thu, Km ter a cac Phong, Khoa 

chuyen mon nam vi-mg nghiep va itru tra. Tren ca s& do, tham muu cho Lanh 

dao t6 chirc quan 19 tat Ice sa, tai lieu Mu trir tai don vj minh. 

II. TROI GIAN TO CHtIC TAP ERJAN 

1. SO Itrvng va at); tuvng tham dv 



TRUbN 

Dip HOC LUA 

1nU TRITONG 
U TRICONG 

TS. Timing Quang Vinh 

2 

- se thong: lchoang 60 nguai. 

- Dei tugng: Truang cac don vi, chuyen vien true tip lam cong tic van 

pheng cüa cac don vi thu(ic Truang 

2. Thai gian ve ilia diem tOp hun 

- Thai gian: 02 ngay: 15- 16/ 5/ 2017 

- Sang Ur 8h - 11h30, Chieu tit 13h30- 16h30 

- Dia diem: Hai truang A.402. 

Ill. TO CHirC THVC FlItN 

1. Phong Hinh chinh - TOng hqp 

- Chiu trach nhiem t6 chat lap, dang k$T lich; mai bao chuy6n gia, phat tai 
lieu cho dot tap huAn. 

- Lap dv tit kinh phi va lion he' phong Tai chinh - KA than thvc hien thanh 
than, quyet toan kinh phi theo quy dinh. 

- ChuAn bi hOi trthang, may chieu. 

2. Phong Tai chinh - Ke roan 

- ThAm dinh kinh phi tó clthe lap tap huan; 

- Huang dAn viec thanh toan, quyet toan kinh phi theo quy dinh. 

3. Phang TO chic Cin ho 

- Phei hop lap danh sach vien ethic tham dv tap ham. 

4. Cfic dot vi, ca nhan khfic 

- Cat dun vi quart triet nig dung tap huAn den the cá nhan co lien quan caa 
don vi Ichi tham gia hipc tap nghiem the. 

- Thanh vien tham gia chuong trinh có trach nhiem chAp hanh nghiem nOi 
quy chuang kith tap huAn. 

Noi nhOn: 
- Clic don vi [bubo Tnreng (de tihien); 
- [lieu truth% (de b/cao); 
- Cac ph6 !lieu trtrong (de biet); 
- Ltru: VT, HCTH. 
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