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LIEN H1$pcAc HOI KH&KTVI$T NAM CONG HOA xA HOI em)NGHIA VI¥T NAM
TRUNGTAM KHOAHQCHANHCHiNH

VAVANTIIl1-LUiJTRU
BQc I~p - T\f do - H~nh phuc

S6: 60 /TB - TTKHHCVTLT Ha N(Ji, ngay 06 thang 6 nam 2019

so Y TE'THlrA THIEN IIUE' ",
: CONG YAN;9EN, TH?N~ BAO
:', So: 0jU.....y.e .vi~ to chirc cac lap t~p huan ngan h~n thang 07 va thang 08/2019
Ngay thang ··;.fnam.. ..

Voi muc tieu nang cao chuyen mon, nghiep VI) cho d9i ngii can b9 trong cac co quan, t6
chirc va doanh nghiep, Trung tarn Khoa hoc Hanh chinh va Van thir - Liru trtr (ten TiSng Anh
viSt t~t la SCARMA) thong bao t6 chirc cac lap t~p huan thang 07 va thang 08/2019 nhu sau:

1.Thiri gian, dja di~m va kinh phi lop t~p huin
Thiri gian va kinb phi

TT Ten 16'p t~p buin Kinb phi Thiri gian

1 Ky nang soan thao van ban hanh chinh 2217 - 2417/2019
thong dung (30 tiit - 03 ngay)

2.500.000d

2 Quan If hA SO', tai li~u di~n tif va xay
dung, tfi clnrc dl! an hru trfr (20 tiit - 02 2.000.000a 25/7 - 2617/2019 I

ngay)

3 Nghiep V\l cong tac van thu - IU'u trfr 30/7 - 02/8/2019
(40 tiit - 04 ngay)

2.800.000d

4 Nghi~p V\l cong tac banh cbinb van

phong (40 tiit - 04 ngay)
2.800.000d 06/8 - 09/8/2019

5 Ky nang, nghi~p V\l danh cho can bQ
tham muu, tAng hQ'P(30 tiit- 03 ngay)

2.500.000d 14/8 - 16/8/2019

Ghi cbu: Kinh phi tren bao g6m: tiSn hQc phi (thu lao giang d~y, phong hQc, tai li~u,
chung nh~n cu6i kh6a, teabreak gifra gia, qUEm1)'phi). Kinh phi di l~i, an nghi va sinh ho~t
trong thai gian t~p hufrn do cO'quan cong tac cua hQc vien ho~c hQc vien (truang hgp hQCvien
khong du<),ccO'quan Clidi t~p hufrn) tv chi tn'1,thanh toa.n.

Thiri gian bi~u va dja di~m lOp t~p huin
- Trong gia hanh chinh, bu6i sang tu: 08hOO- Ilh30, bu6i chiSu tu 13h30 - 17hOO
- M6i bu6i nghi gilii lao 01 lfrn,thai gian nghi gilii lao: 20 - 30 phut.
- Bja di~m t~p huin: Trung tarn LUll trfrQu6c gia I - s6 18VUPh~ Ham, phuang Yen

Hoa, qu~ CfruGifry,thanh ph6 Ha N9i.



2. D8i nreng tham d1}'
- Lop t~p huan s5 01: Can bQ lam cong tac van thir - l~ trfr chuy n trach hoac kiern

nhiem; can bQ lam cong tac hanh chinh, van phong va cac can bQ lam cong ac chuyen mon tai
cac co quan, t6 chirc, dan vi phai thuc hien hoac tham gia soan thao, ban ha van ban.

- Lop t~p hu§n s5 02: Can bQlam cong tac van thu; can bQ lam cong tac hru tru chuyen
trach hoac kiem nhiem; can bQ lam cong tac thong tin - thir vien; can bQ am cong tac hanh
chinh, van phong; can bQ cong nghe thong tin va cac can bQ lam cong tac uyen men tai cac
co quan, t6 chirc, dan vi.

- Lop t~p huan s5 03: Can bQ lam cong tac van thir; can bQ lam cong tac hru tnr chuyen
trach ho~c kiem nhi~m; can b9 lam cong tac thong tin - thu vi~n; can bQ am cong tac hanh
chinh, van phong; cac can bQlam cong tac chuyen mon t~i cac ca quan, t6 c uc, dan vi.

- L&p t~p hu§n s5 04: Chanh van phong, Ph6 chanh van phong; (mg phong, ph6
phong Hanh chinh; can bQ trong ngu6n quy ho~ch lam lanh d~o Van pong, phong Hanh
chinh; can bQ lam cong tac hanh chinh, van thu, l~ Hin,can bQlam cong tac chuyen mon trong
ca quan, t6 chuc, dan yi.

- L&p t~p hu§n s5 05: Can bQ lanh d~o, qmm ly van phong, phong anh chinh, phong
t6ng hQ'pva chuyen vien trong cac ca quan, t6 chuc va dan vi.

3. NQi dung chU'ong trinh va dQi ngu giang vien
- NQi dung chuang trinh t~p hu§n dUQ'cthi~t k~ va xay dt,rngdl,!ava m\lc tieu dao t~o,

sat vai thl,!ct~ cong vi~c duQ'cbien so~ thanh cac chuyen d~ C\lth~ (ph\ll\lc kern theo).
- Chuang trinh ~p:Q'vg~ang 9~y .b,aidQingu :chu;:el1gia:llY tin., gia!}ki h nghi~m c~lUyen

mon, va tht,rcti~n (chi ti~t ph\ll\lc kern theo). .
4. Chung nh~n: Trung tam Khoa h9CHanh chinh va Van thu - L tru dp thea quy

dinh.
5. Tham quan, hQC t~p kinh nghi~m th1}'c t~: T~i Trung tam Luu tr- Qu6c gia I.
6. Thong tin lien h~, dang ky 16'p t~p hu§n
Trung tam Khoa h9CHanh chinh va Van thu - Luu tm - S6 08, ng5 3 ph6 Phung

Khoang, phuc:mgTrung Van, qu~n Nam Tu Liem, thanh ph6 Ha NQi.
S6 di~n tho~i, Fax: (0243) 200.7715, di dQng: Email:

daotaoscarma@gmail.com, Facebook: Scarma HN.
Quy ca quan, dan vi c6 th~ gui phi~u dang ky qua duang buu di~n, E ail ho~c lien h~

di~n tho~i trl,!cti~p d~n Trung tam d~ duQ'ctu v§n va h6 trQ'.
Tran trQng cam O'n.

No'i nhpn:
- Cae ca quan, t6 ehue, DN

- Luu: BT, KT, VT.
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PHl) LUC L6p TAP HuAN so 03_ )t.. , .... _

NGHI~P VV CONG TAC VAN THU - LUU TRU
(Thoi !u971g: 04 ngay)

I

Thol
IU'O'ngTT NQi dung chuyen d~

PHAN I. NGHI~P VV CONG TAc VAN THU

Chuyen d~ 2. T6 clnrc va quan If van ban d~n, van ban di r 05 ti~t
1. Khai niem va giai thich mot so til ngir: van ban di, van ban den, dang ky van ban,
van thu co quan, van thu don vi.
2. Nguyen tac quan ly van ban
3. Quan ly van ban dSn
4. Quan ly van ban di
Thao luan va giai dap vurmg m~e ciia hoe vien
Chuyen de 3. Quan Iy va sir d\lng eon dau eo' quan
1. Nguyen t~c quan ly va sir dung con dau; cac hanh vi nghiem earn
2. Nhan biet cac loai con dau cua cO'quan Nha nuac va cac t6 chuc 05 ti~t
3. Dang ky m~u con dfru; thu h6i, huy con dfru va huy gia tf} su d\mg con dfru
4. Trach nhi~m cua cO'quan, t6 chuc, ca nhan trong vi~c quan ly va su d\lng con diu
Thao luan va giai dap vU'o'ng m~c eua hoe vien ' , '

~-4~C~-fi~u~y~e~~n~~~e~4~.~L~a~.p~h~OLS~0'~V~a~'~g~ia=o~n~Q~P~h~o~sO'~,~t~a~i~r~i~~u-~-a~'o~I-U'-u-·-t-rU'--~---~~~7~---~~..-;~~·-.-__-=~~------~1

1. L~p h~ SO'
1.1. Ma ho sO'
1.2. Thu th~p, c~p nh~t van ban, tM li~u VaGh6 sO'
1.3. KSt thuc h6 sO'
1.4. Huang d~n phan lo;;tih6 sO';s~p xSp van ban, tai li~u trong h6 sO';Danh s6 ta; Bien
m\lc h6 sO';ViSt chung tU kSt thuc ·10 ti~t
1.5. Th\Ic hanh l~p h6 sO'm9t s6 lo;;tih6 sO'thong d\lng trong cO'quan, t6 chuc
2. Giao nQp h6 SO',tai li~~ va~ IU'utrfr hi~n hanh va Ill'll trfr lieh sir
2.1. Thai h;;tnva thanh phan ho sO',tai li~u giao nQP
2.2. Tnich nhi~m cua cac dan vi, ca nhan
2.3. Trach nhi~m cua van thu cO'quan, luu trfr cO'quan, luu tm lich su
ThU'e hanh, thao luan va giai dap vU'6'ng miie eua hoc vien

1

Chuyen de 1.Tong quan ve eong hie van thir
1. Khai niem, noi dung va yeu c~u cong tac van thu
2. NQi dung va yeu c~u cua cong tac van thu
3. Vi tri, y nghia cua cong tac van thu
4. Trach nhiem thirc hien cac nhiem vu cong tac van thu

2

. 3

4

PHAN II. NGHI~P VV CONG TAc LUU TRU

1

Chuyen de 1.Tong quan ve eong tae IU'u trfr
1. Khai ni~m va giai thich mQt s6 tai li~u lien quan: luu tm, tai li~u luu tm, phong luu tm,
cong tac luu tm
2. Nhi~m V\lcong tac luu tm 05 ti~t
3. M\lCdich, Y nghla cua cong tac luu tm
4. T6 chuc, quan ly cong tac lu tm
5. Trach nhi~m, t6 chuc th\Ic hi~n cong tac luu trfr
Thao luan va gi:.ii dap vU'O'ngmiie eua hoe vien
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Chuyen d~ 2. TA chirc cdng tac l~ tan co quan .

1. Vai tro va mdt s6 nguyen t5c co ban l~ tan co quan

2. T6 chirc don tiep khach tai co quan
;

2 _ 3. Tiep khach qua 4i~n thoai
~

L

PHl) Ll)C LOP TAp HuAN so 04
NGHI:E:P VV CONG TAc HANH CHiNH vAN PHONG

(Thoi luang: 04 ngay)

4
3. Trang phl,lc, cach an m~c trong giao tiep

4. Huang d~n phep lich Sl! trong giao tiep: cach chao, b5t tay, S11 d\lng danh thi~p, nuac
hoa; t~ng hoa, t~ng qua cho d6ng nghi~p, d6i tac; giao tiep qua di~n tho~i; chieu dai, ..

T hilo lu~n va ghli dap vuOng m~c clla hQc vien

NQi dung chuyen d~

Chuyen d~ 1. TAng quan v~ cong tac hanh chinh van phong
1. Khai niem van phong

2. Clnrc nang, nhiem vu cua van phong

1 3. T6 chirc van phong

4. Vi tri, moi quan h~ c6ng tac cua van phong voi cac dan vi khac

5. Khai niem vS hanh chinh, phan biet biet giira hanh chinh va van phong

6. Phan biet quan tri van phong va quan tri hanh chinh van phong

4. Giai khat trong tiep khach

5. D~t tiec va t6 clnrc tiec chieu dai khach

Thao lu~n, giai dap vmmg mac Clla hQc vien

Chuyen d~ 3. Xay dt,mg chuO'Dg trinh k~ ho~ch lam vi~c, k~ ho~ch cong tac

1. Khai ni~m, phan lo~i va y nghTa l~p ke ho~ch

3 2. Phuang phap l~p ke ho~ch

3. Huang d~n xay dl,Illgke ho~ch lam vi~c, kS ho~ch c6ng tac cho co quan va lanh d~o

Thao lu~n, giai dap vuOng m~c clla hQc vien

Chuyen d~ 4. Ky nang giao ti~p himh chinh

1. Khai ni~m giao tiSp, cac lo~i giao tiSp

2. Cac nguyen t5c co ban trong giao tiep

2. Oic nghi thuc trong giao tiep

7

Tho;

lU'Q'Ilg

05 ti~t

05 ti~t

05 ti~t

10 ti~t
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Chuyen d~ 5. Ky nang tAclurc thong tin va tham muu eho lanh dao

1. Khai niem, muc dich va yeu c~u cua thu thap, phan tich tong hQ'Pva xu ly thong tin

2. Ky thuat thu thap, xu ly thong tin, dii lieu lien quan toi cong viec

5 3. Tham rmru la gi ? Muc dich va y nghia cua tham rmru cho lanh dao

4. Huang d~n phuong phap tham rmru cho lanh dao

5. Xu ly cac tinh huong khi thuc hien tham rmru cho lanh dao

Thao lu~n va giai dap vmrng m~e ciia hoc vien

Chuyen d~ 6. Ky nang tAclnrc cac eUQehQP,hQingh], hQithao

1. Khai niem va y nghia cua cuoc hQP,hQi nghi, hoi thao

2. Dieu hanh cuoc hQP, cac van dS lien quan d~n dieu hanh cuoc hQPva cad xu ly
3. Ngh~ thu~t diSu hanh cUQchQP, xu ly cac vin dSu xung dQt, mau thuftn

4. Xu ly cac tinh hu6ng lien quan d~n cac khau chuAnbi, t6 chuc cUQchQP

Thao lu~n va giai dap VU'ongm~e eua hQe vien

7

Chuyen d~ 7. Ky nang quan If thm gian va tA ehue eong vi~e hi~u qua

1. Khai ni~m quan ly thai gian va t6 chilc cong vi~c ca nhan

2. D~c diSm clla quan ly thaj gian va t6 chilc cong vi~c ca nhan

3. Vai tro va lqi ich clla quan ly thai gian va t6 chilc cong vi~c hi~u qua

4. Nguyen t~c quan ly thai gi an va t6 chuc cong vi~c ca nhan

5. Quy trinh quan ly thai gian va t6 chilc cong vi~c ca nhan

6. Phuong phap, mQt s6 cong C\lquan ly thai gian va t6 chuc cong vi~c hi~u qua

to • '- •

05 ti~t

05 ti~t

05 ti~t

DQi ngii giang vien, ehuyen gia dt,r ki~n:

1. PGS.TS. Vii Thi Ph\lng - Giang vien cao cip, Nguyen TWOng khoa --'uutrU hQCva Quan

tri van phong - Twang D~i hQc Khoa hQcXa hQiva Nhan van - D~i hQc C u6c gia Ha NQi.

2. PGS.TS. Tr§n Thi Thanh Thuy - Giang vien cae) cip, Ph6 Vi~n twemg Vi~n Lanh d~o hQC

va Chinh sach cong - HQc vi~n Chinh tri Qu6c gia H6 Chi Minh.

3. PGS. TS. Dao Due Thu~n - Giang vien cao cip, TruOng khoa Luu tri hQCva Qmin tri van
phong - Truang D~i hoc Khoa hoc Xa hQi va Nhan van - D~i hQc Qu6c gi ~Ha NQi.

4. TS. Cam Anh TuAn - Ph6 TruOng khoa LUll tm hQCva Quan tri van phong - Twang D~i

hQcKhoa hQcXa hQi va Nhan van - D~i hQc Qu6c gia Ha NQi.
5. TS. Dinh Thi CAm Le - Khoa van ban va cong ngh~ Hanh chinh - -IQCvi~n Hanh chinh
Qu6c gia.
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PHl) Ll)C L6p TAP HuAN so 05
KY NANG, NGHI~P VV nANH CHO CAN BO THAM MUU, TONG HQP

(Thin !u911g:03 ngay)

TT NQi dung chuyen d~ Thiri
hrong

Chuyen d~ 1.Ky nang tham mtru cho Uinh d~o
- Khai niem, y nghia cua cong tac tham rmru

1 - Noi dung cua cong tac tham rmru
- Trach nhiem trong cong tac tham rmru 05 ti~'
- Nghe thuat tham rmru cho lanh dao co ~uan, dan vi
Chuyen d~ 2. Ky nang thu th~p, xu Iy, tAng hQ'Pthong tin
- Ky nang thu thap, phan loai thong tin
- Ky nang xu ly thong tin, kiem tra d<)tin c~y cua thong tin 10 ti~t

2 - Ky nang phan tich thong tin
- Ky nang tong hop thong tin
- Ky nang trich d&n,chu thich thong tin
Thuc hanh, trao dAi va giai dap vUOn_g_mic
Chuyen d~ 3. Ky nang xay dl}'ng k~ hoach, churrng trinh cong tac
1. Cac loai kS hoach, chuang trinh cong tac

3 2. Yeu cAuchung d6i voi cac loai kS hoach 05 ti~t
3. Phuong phap l~p kS ho~ch dinh ky (nam, quy, than g)

-_-
4. Phuang phap l~pkS ho~ch t6-chuc s\I ki~n~phong ffaa - - - -- ~ -_
5. Phuang phap l~p chuang trinh cong tac va lich tu~n
Thl}'c hanh, trao dAi va giai dap vuOng mic
Chuyen d~ 4. Ky nang ghi bien ban va tAng hQ'P thong tin cae eUQchQp
1. Yeu c~u chung clla vi~c ghi bien bim

4 2. Phuang phap ghi bien ban hQPHinhd~o 05 ti~t
3. Phuang phap ghi bien ban h<)inghi, h<)ithao
4. Phuang phap t6ng hqp thong tin cac cu<)chQP I
Thl}'c hanh, trao dAi va giai dap vuOng mic
Chuyen d~ 5. Ky nang xay dl}'ng va vi~t cac Io~i bao cao
1. Yeu c~u chung clla vi~c viSt bao cao

5 2. Phuang phap viSt bao cao t6ng kSt dinh ky (nam, quy, thang)
3. Phuang phap viSt bao cao chuyen dS 05 ti~t
Thuc hanh, trao dAi va giai dal! vUOn_g_mic
DQi ngii giang vien, ehuyen gia dl}'ki~n:
1. PGS.TS. Vii Thi Phy.ng - Giang vien cao c~p, Nguyen TruOng khoa Luu tm hQCva Quan
tri van phong - TruOng D~i hQcKhoa hQcXii h<)iva Nhan van - D~i hQcQu6c gia Ha N<)i.
2. TS. Doan Thi Ttl Uyen - Ph6 TruOng khoa Phap lu~t hanh chinh Nha nuac - TruOng D~i
hQc Lu~t Ha N<)i.
3. TS. Dinh Thj CAm Le - Khoa van ban va cong ngh~ Hanh chinh - HQc vi~n Hanh chinh
Qu6c gia.
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Chirc Di~n
vl} thoal

Dang ky
lop t~p hu~n

PHIEU DANG KY
DANH SACH HQC VIEN THAM DVLOP T~P HU "N

Kinh giri: Trung tam Khoa hoc Hanh chinh va Van thir - LUll tn

Ten co quan: .

Dia chi: .

se dien thoai co quan: .

Dang ky cho can b<)co ten duoi day tham gia cac chuang trinh t~p t.uan:

1

Email
TT

Ghi chu

2

THU TRl1ffi~GDON V1
(Ky ten, d~ngdiu)
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