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TONG QUAT VE MON HOC
m S tin chi: 2 (30 tiét 1y thuyét)
m Chuong trinh mon hoc: 2 Phan 9 Chuong
m Tiéu luan: Nhém 3 - 7 SV (ndp TL va
thuyé&t trinh trén 16p)
m Hinh thic thi: Tric nghiém / Ty ludn
e Giira ky: Tric nghiém (40 cau/45p)
e Cudi ky: Khoa QTKD quyét dinh
m Nehi hoc > 6 ti€t: Cam thi cudi ky
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CHUONG TRINH MON HOC (1)
Phin 1: Tong quan vé QTVP
Chuong 1: Khdi quit vé QTVP
Chuong 2: Quan tri thong tin & ho so
Chuong 3: T6 chirc cong tdc 18 tin
Chuong 4: Quan tri hoi hop & xay dung
chuong trinh, k& hoach

Sunday, September 02,
2012
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CHUONG TRINH MON HQC (2)
Phan 2: Ky thuit soan thao, trinh bay VB
Chuong 5: Khii quit vé VB
Chuong 6: Thé thifc, k§ thuit trinh bay VB
Chuong 7: Phong cdch ngdn ngit trong VB
hanh chinh - cong vu
Chuong 8: Quy trinh soan thao ban hanh VB
Chuong 9: K¥ thuit soan thdo, trinh bay mdt
s0 VB thong dung.

Sunday, September 02,
2012 4
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MUC TIEU CUA MON HQC

m Vé kié&n thife

e Hiéu chifc ning, nhiém vu, cd ciu to chic,
hinh thic t6 chitc VP.

e Hiéu hé th6ng VB QPPL, VBTP, VBHC

m Vé k¥ niing

e Biét cich to chic, quan 1y VP

e Soan thao, trinh bay VB hanh chinh thong
dung: Quyét dinh, thong bdo, tJ trinh, bdo
cdo, cong van...

Sunday, September 02,
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TAI LIEU MON HQC

m Gido trinh Quan tr1 vdn phong_Khoa
QTKD_Trudéng BPHCN TPHCM, 2011.
VAN BAN QUY PHAM PHAP LUAT

m Hi€n phdp 1992.

m Luit Ban hanh VB QPPL 3/6/2008
(01/01/2009).

m Ludt Ban hanh VB QPPL cua HDND,
UBND 3/12/2004 (1/4/2005)

Sunday, September 02,
2012

" S
m ND 58/2001 Quan 1y con dau
m ND 82/2001 Nghi 1€ Nha nudc
m ND 110/2004 Cong tdc van thu
m ND 24/2009 Luat Ban hainh VBQPPL
m ND 31/2009 Stra d6i ND 58/2001
m ND 9/2010 Stra d6i NP 110/2004

mTT 9/2011_B0 Noi vu: Thdi han bao quan
ho so, tai liéu ctia CQ, TC

Sunday, September 02,
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m Thong tu lién tich
55_6/5/2005 BNV-VPCP: Hudng
dan vé thé thirc va k¥ thuat trinh bay
van ban.

m Thong tu 01_19/1/2011 BNV:
Hudng dan thé thire va k¥ thudt trinh
bay van ban hanh chinh.

Sunday, September 02,
2012
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PIA CHI TAI BAI GIANG PIEN TU

m www.hui.edu.vn / Cac khoa / Quan tri

kinh doanh / Bai giang gido vién / Nguyén
Nam Ha / Mon QTVP.
PJA CHI TAI VAN BAN LUAT
m www.gov.vn / Hé thong van ban / Thong
tu / Nam ban hanh / 2011 / Thong tu s6 01
ctia BO Noi vu Huéng dan vé thé thirc va
k¥ thuat trinh bay VBHC.

Sunday, September 02,
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WEBSITE THAM KHA O
m http://www.na.gov.vn (Qudc hoi)

m http://www.gov.vn (Chinh phu)
m http://www.hui.edu.vn (BHCN TPHCM)

Sunday, September 02,
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PE TAI TIEU LUAN
1. VP 30: Thuc trang & gidi phap phat trién.

2. Giao tiép VP - tiép khdch qua dién thoai:
Thuc trang & ki€n nghi.

3. Giao tiép VP - tiép khéich truc tiép: Thuc
trang & kién nghi.

4. Van dé phong thdy trong Iwa chon vi trf diit
VP: Thyc trang & ki€n nghi.

5. Van dé phong thiy trong bai tri VP: Thuc
trang & kién nghi.

Sunday, September 02,
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6. TS chifc cong tdc VP trong doanh nghiép:
Thuc trang kién nghi.

7. St dung khong gian VP: Thuc trang & kién
nghi.

8. Anh sdng trong VP: Thuc trang & kién
nghi.

9. VP “Xanh”: Thyc trang & ki€n nghi

10. Van dé lya chon vat dung trong VP (td,
ban, gh€...): Thyc trang & ki€n nghi.

11. VP & van dé bdo vé moi trudng: Thuc

srett¥E & ki€n nghi 12
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12. VP & van dé tiét kiém ning lugng: Thuc
trang & ki€n nghi.

13. VP m¢: Thyc trang & kién nghi PHAN1

14. Quén tri thong tin: Thyc trang & ki€n nghi 0 A 0

15. Quan tri thdi gian: Thyc trang & ki€n nghi TONG QUAN VE QUAN TRI
16. L& tan ngoai giao: Thyc trang & kién nghi V A N PHONG

17. L& tan kinh doanh: Thyc trang & kién nghi
18. Quan tri 5S.
19. K¥ ndng lam viéc theo nhom

Sunday, September 02,
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NOQI DUNG BAI GIANG
CHUONG 1 m Khai niém, churc ndng, nhiém vu VP

m Co ciu to chiac VP

KHAI QUAT VE QUAN TRI e Nguyén thc hoat dong

A & e T6 chirc vin phong
VAN PHONG

m Phuong phap quan ly VP

m Phuong phép b6 tri VP
m Céc hinh thurc hoat dong cia VP

Sunday, September 02,
2012 16
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1. Khdi niém, chiic ndng, nhiém vu

1.1. Khai niém VP

m Nghia hep: Tru s lam viéc ctia CQ, TC

m Nghia rong: Bo6 mdy diéu hanh tong hop
cua CQ, TC, ndi thu thip, xu 1y thong tin
phuc vu diéu hanh va bdo ddm céc diéu
kién vat chat, k§ thuat cho hoat dong clia
CQ, TC.

Sunday, September 02,
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1.2. Khai niém QTVP
m Hoach dinh, t6 chiic, 1anh dao, ki€m tra cOng
tic VP
m Chiic nang cua QTVP:
(1) Hoach dinh cong tic VP
(2) TS chite thyc hién cong viéc VP
(3) Lanh dao cong tic VP
(4) Kiém tra cong viéc VP
(5) Dich vu hanh chinh VP (cép gidy t5 c6 gid
tri Phép 1y trong linh vuc quan 1y, khong
ngnkLémrmUC tiéu 1o1 nhuan).
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1.3. Chidc nang cua VP
(1) Chtrc ning tham muu, tong hop
(2) Chuc nang hau can
(3) Churc nang dai di¢n

Sunday, September 02,
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"
1.3.1. Chiéc nidng tham muu, tong hgp
m Tham muu: P& xuit gidi phdp gidp
lanh dao x& 1y cong viéc.
m Tong hop: Ti€p nhin, x& 1y, cung cip
thong tin phuc vu quan 1y.

Sunday, September 02,
2012 20




"
1.3.2. Chifc niing hiu can
m Quan 1y tai chinh (thu chi)
m Quan 1y tai san
m Bdo ddm cd sd vat chit, phuong tién va
di€u kién lam viéc cta CQ, TC
1.3.3. Chiic nang dai dién
m DAu m&i giao ti€p cia CQ, TC.
m Cong thong tin ctia CQ, TC

Sunday, September 02,
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1.4. Nhiém vu cua VP

m XAy dung chuong trinh, k& hoach cong tc

m Chuin bi tai liéu cho 1anh dao gidi quyét cong
viéc, hoi hop

m Soan th3o, ban hanh VB, dé xuat bién phdp
bao dam thi hanh

m TS chitc hoi hop

m TS chife giao ti€p d6i ndi, ddi ngoai

m Quan ly, luu trit VB

m Quén 1y nhan sy, lao ddng, tién luong

m Quan ly tai san

Sunday, September 02,
2012 22

* JEE
2. Cd cu, to chifc cia VP
2.1. Nguyén tic hoat dong

m Theo nguyén tic hanh chinh (thd trudng
lanh dao)

m VP CQ, TC cip trén huéng din, ki€m
tra chuyén mdn VP CQ, TC cap dudi.

Sunday, September 02,
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2.2. T6 chite viin phong

2.2.1. Hinh thifc td chife: Tap trung mot
dau moi & Tap trung theo chifc nang.

Tap trung mot dau méoi:

m Moi hoat dong ctia VP dit dudi su diéu
hanh ctia nha quan tri hanh chinh

e Uu diém: D& diéu hanh, kiém tra, diéu
dong nhan sy, phan bd phuong tién

e Nhuoc diém: Khé chuyén mon héa.

Sunday, September 02,
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Tap trung theo chic ning:

m Hoat dong cua VP dit tai cac BO phan
chuyén mon dudi su gidm sdt cia nha
quan tri hanh chinh

e Uu diém: Chuyén mon héa cdng viéc

e Nhuoc diém: D& din dén vi pham ché
dd thu trudng

Sunday, September 02,
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2.2.2. Co cu td chic

m Ldanh dao Vdn phong:
e Chanh Vin phong
e Pho Chanh Vian phong

m Cdc By phdn truc thujc:
e B{ phan Vin thu
e BO phan Téng hgp
e B6 phan Quan 1y nhin su
e Bo phan K€ to4n
e Bo phan Quan Iy co s& vat chat (Quén tri)

sns®B@phan Bdo vé, LE tan, Tap vu ...
2012
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3. Cac phuong phiap quanly VP
(1) Quan 1y theo cach tng phé.
(2) Quan ly theo cach 1ap chuong trinh, k&
hoach.

Sunday, September 02,
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m Quan ly theo ciach @ng phoé:

e Khong c6 k& hoach cu thé cho cong viéc

e Dinh diu lam d6, phdn tng, d6i phd

e Bi dong trong quan ly

e Quyét dinh quin 1y ludn thay ddi vi khi
lam thi chua chon dugc gidi phdp t6i uu

e Nhan vién dé mat long tin d6iInh dao.

Sunday, September 02,
2012 28
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m Quan Iy theo cach lap chuong trinh,
ké& hoach:

e C6 k& hoach cu thé cho cong viéc

e C6 phuong 4n giai quyét tinh huéng

e Giao quyén han, trach nhiém cho nhan
vién

e Nhan vién chu dong trong thuc hién
cong viéc.

Sunday, September 02,
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Thuec t&

m Khong 4p dung thuin tiy mot phuong phap

m Can két hgp hai phuong phap

m Cong viéc phai dugc 1ap k& hoach

m Tinh hudng bat ngd ngoai du ki€n: Ung phé

m Thong qua @ng phd, nha quan tri ¢6 thém
kinh nghiém, sang tao.

m Ung pho - tiéu chuin danh gid ning luc cdn
bo.

Sunday, September 02,
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4. B0 tri vin phong
4.1. Muc dich, yéu cau
m Muc dich:
e Tao mdi trudng lam viéc t6t nhat
e Thun tién ti€p khich
e Dam bdo gilf gin bi mat van ban, tai liéu
m Yéu cau:
e Tan dung t6i da, co dong dién tich VP
e Giam thi€u thdi gian di chuyén giita cdc
bo phan.

Sunday, September 02,
2012 31

" J

4.2. Cac phuong phap bo tri VP

m VP b tri theo khong gian déong (VP chia
nhd): Tirng bd phan bd tri phong riéng,
clra ra vao dong kin.

a Uu dié¢m:
* Bdo mit cong viéc
* Bdo dam tinh riéng tu cia nhin vién
e Phi1 hop codng viéc can tip trung cao

a Nhuoc diém: Ton dién tich, ting chi phi

..4Jién. thi€t bi VP.

2012 32




" JE
m VP bo'tri theo khong gian mé: Cic bo
phan VP bo tri trong mot phong 16n.
a Uu diém:
e Tiét kiém chi phi, dién tich
e Thuan tién trong giao ti€p giita cdc bd
phan
e D& quan ly nhan vién vé thdi gian
n Nhugc diém:
e Khong phil hdp cong viéc cin tap
trung cao

Sunday, September 02,
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MO HINH VAN PHONG MO

" JE

4.3. Trang thi€t bi VP

m Thi€t bi VP: Pién thoai, mdy fax, Mdy
photo-copy, mdy vi tinh ...

m Do dung VP: Ban, ghé, ti dung hd so,
gid d€ tai lidu ...

m Hién dai hoéa cong tdc VP: Tin hoc hoa,
vién thong hoa

m X4y dung VP khong gidy, vin thu dién
tu.

Sunday, September 02,
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5. Cac hinh thirc hoat ddng cua VP

m VP truyén théng: Hoat ddng thuc té tai VP

m VP ao (Vitual office): Khéng hoat ddng
thee té tai VP

e VP cho thué O0m? vé&i dich vu: Dia chi dang
ky tru s& hoat déng, dat bang tén Cty, dién
thoai, fax, nhan thuw bao cung cac tién ich
khac thué theo nhu cau nhw: ché ngdi,
phong hop, photocopy, may in, Internet...

e VP 4o chi thich hgp VPBD, DN nhé.

Sunday, September 02,
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CAUHOI ON TAP
1. Van phong 1a gi?
2. Cédc chic ning c¢d ban cua van phong?
3. Co cu td chitc vin phong?
4. C4c hinh thifc t6 chifc vin phong?
5. Phan tich vai tro clia viin phong d6i vé6i co
quan, t6 chic?
6. Néu cac phuong phdp quan 1y van phong,
vu nhugc diém clia titng phuong phap?

CHUONG 2

QUAN TRI THONG TIN
& THOI GIAN

SO TIET HQC: 3
"
A 1. Téng quat hé thdng théng tin
NOI DUNG & qUAtA¢ Hons Thons

m Tong quat hé thong thong tin
m Xt 1y vin thu dén

m XU ly van thu di

m Quan tri hd so

m Quan 1y con dau

m Quan tri tho1 gian

Sunday, September 02,
2012 2

1.1. Khai ni¢m thong tin

m Thong tin 13 sy truyén tin hiéu, tin tc vé
nhirng su ki¢n, hoat dong da, dang, s€ xay
ra cho nhi¢u nguoi cung bict.

1.2. Khai niém quan tri thong tin

m Hoach dinh, t6 chuc, luu gilr va kiém tra
sao cho h¢ thong thong tin phuc vu cong
viéc quan ly hi€u qua nhat.

Sunday, September 02,
2012 3
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1.3. Pic diém ciia thong tin (1)

m Thong :[in lé} dai lru’(_)’ng vO hinh, khong
nhin thay, cam nam dugc.

m Con nguoi chi nam duoc “vit mang tin”:
tai liéu, hinh v€, phuong tién dién tir .v.v.

m Chi c6 gia tri khi duoc st dung, pho bién

m Thong tin 1a két qua Eéng hop, phan tich,
danh gia dir li¢u c6 san.

Sunday, September 02,
2012
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1.3. Pic diém ciia thong tin (2)

m Thong tin 1a dit liéu da duge xu 1y

m Di¥ li€u 1a co sé cua thong tin

m Dir liéu - dau vao; thong tin - dau ra

m D lidu 1a su kién, sO liéu dugc ghi lai tir
ket qua C}’ia nghién ctru, khao sat, tham
do, suu tam...

Sunday, September 02,
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1.4. Tinh chit ciia thong tin

m Kho ton tai khi tach roi vat chat (gia do)

m Dudi goc do quan tri, thong tin la san
pham, tai san vo hinh (két qua cua lao
dong tri tu€: thu thap, xur ly)

m C6 thé duoc mua bén, trao doi, tich liy,
luu trix, ;(éc lap quyef:n s& hitu (béng phat
minh, bang sang che, ban quyen)

u Kt}éng can kiét, cang str dung, cang pho
bién

Sunday, September 02,
2012

"
1.5. Vai tro cua thong tin
m Phuong tién qudn ly: thdng nhat hoat dong
ctia t6 chiic nhim dat muc tiéu chung.

m Cd 53 dé ban hanh cic quyét dinh quan 1y

m COng cu quan trong ctia nha quan tri trong:
e XAy dung chuong trinh, k€ hoach
e T6 chitc quan 1y cdc ngudn luc
e Chi dao, diéu hanh, huéng din, kiém

tra.

Sunday, September 02,
2012
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1.6. Phin loai thong tin (1)

m Theo cdp qudn ly: Ti trén xudng, tir dudi 1én,
thong tin chéo.

m Theo linh vuc hoat dpng: Chinh tri, kinh t€&,
phép luat, vin hda - xa hodi, khoa hoc - k§
thuat, an ninh - qudc phong ...

m Theo tinh chdt phdp ly: Chinh thic, khong
chinh thic.

m Theo hinh thitc truyén tin: Vin ban, 15i néi,
hinh anh

u Theg tinh chdt truyén tin: Lién tuc, rdi rac

unday, September 02,
2012
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1.6. Phan loai thong tin (2)

m Theo thoi gian: Qua khu, hién tai, tuong lai

m Theo yéu cdu qudn Iy: Chién luoc, diéu hanh.

m Theo doi twgng thong tin: Pai ching, ca nhan

m Theo mivc dp xit Iy ndi dung: Cip mot (phat
sinh truc ti€p), cap hai (tong hgp thong tin clp
mot)

m Theo chit lwgng: t6t (hitu ich, kip thoi, chinh
xac, day du), khong tot (khong hiru ich)

Sunday, September 02,
2012 9
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1.7. MO HINH HE THONG THONG TIN

Co quan, to
chire bén ngoai

Thong tin dau vao  Thong tin dau ra
(Van thw den) (Van thw di)

Co quan, t6 chirc
(Thong tin ndi b))

Sunday, September 02,
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1.8. An toan thong tin

m Hoat dong quan 1y, nghiép vu ddi véi hé thong
thong tin nhim bao vé noi dung thong tin trudce
nguy co tu nhién hodc do con ngudi gay ra.

m An toan thong tin: Bdo v¢ va bao mat thong
tin, an toan dit li€u, an toan may tinh va an
toan mang.

m Muc tiéu: Bao dam hé théng thong tin thyuc
hién dung chtrc nang, phuc vu dung d6i tuong,
kip thoi, chinh xéc va tin cdy.

Sunday, September 02,
2012 1
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2. Xir 1y viin thw dén
2.1. Cac bwée xir Iy vin thw giay:
m Phan loai van thu.
m Mg thu.
m Dong ddu cong van dén va ghi ngay nhan
m V3o so cong vin dén.
m Trinh cap trén duyét.
m Soan phiéu chuyén.
m Phan 0ph(‘)i van thu.

Sunday, September 02,
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2.2. Phan loai van thw

m Thu khin: dién tin, thu phat nhanh, thu
bao dam, thu c6 dau “Khan”.

m Thur cd nhén hoic thu cé in dau “mat”.

m Thuw hang mot: cac loai thu, buu anh,
buu kién, hoa don, thu trong ndi bo.

m Thu hang hai: bao va tap chi.

m Thu logi ba: cac Catalogue va cac an
pham khac.

m Thuw hang bon: gbi va kién hang

Sunday, September 02,
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2.3. Mé thw

m Thu ky, nhan vién vdn phong khong duoc
quyén mé céc loai thu c nhan va thu ¢6
ky hi¢u “mat”.

2.4. Péng dau cong viin dén

m Xac dinh ngay nhan.

m Xac dinh tho1 han tra 101 van thu.

m Cac dé nghi giao két hop dong, tai liéu du
thau c6 thé c¢6 ngay hét han.

Sunday, September 02,
2012 14

Mau dau cong van dén *

TEN CO QUAN, TO CHUC

CONG VAN PEN
G L

Sunday, September 02,
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Mau s6 cong vian dén

- S
3. Xir Iy viin thw di

Neay |Trich m (1) Ki€m tra: ‘
Ngay | . .| <« . yéu |Ngwoi| Ky e Vin thu da dé ngay thang chua.
STT| ;" |Noigwi| So | thang ne A " . L ] R
den e nol | nhan | tén e Dia chi ¢6 chinh x4ac khong.
dung e Dia chi bén trong c6 phu hop voi dia chi
1 [1/1/12| Cty A |9/CV |5/12/11 | Moi bén ngoai.
dy e Vin thu d3 ky tén, dong d4u chua.
lli;i \ ;l A 4 *
: m(2 n n di.
nghi (2) Vao Sf) cong van d
m (3) Chuyén phat.
"
Mau s6 cong van di 4. Quin trj ho so
4.1. Khai niém ho so
. | Ngay ' Pon vi m Ho so 13 téng hop céc tai lidu co lién quan
SO thang Trich yéu| Noi Hodc Ghi v6i nhau vé mot su viéc, mot van dé hodc
ky higu| . | noidung nhan ngedi nhan | €Y mot ¢4 nhan, hinh thanh trong qua trinh giai
' quyét cong viéc.
4.2. Khai niém quan tri hd so
ey |1z Moi dw Cty A m Quan tri ho so 14 viée hoach dinh, to chuc,
Hoi nghi sap x€p, luu trit tai liéu bao dam hé thong tai
liéu phuc vu hoat dong cua to chirc hiéu qua

Sunday, September 02,

2012
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"
4.3. Cac nhém ho so:
(1) Tai liéu tong hop
(2) Tai liéu quy hoach, ké hoach, thong ké
(3) Tai liéu td churc, nhan sy
(4) Tai liéu lao dong, tién luong
(5) Tai liéu tai chinh, ké toan
(6) Tai liéu xay dung co ban
(7) Tai liéu khoa hoc cong nghé
(8) Tai liéu hop tac qudc té
(9) Tai liéu thanh tra, gidi quyét khiéu nai, t6 cdo

Sunday, September 02,
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(10) Tai li¢u thi dua, khen thuéng

(11) Tai liéu phap ché

(12) Tai liéu vé hanh chinh, quan tri cong
SO

(13) Tai liéu cac linh vuc chuyén mon
nghiép vu

(14) Tai li¢u cua to chirc Pang va cac Poan
thé co quan.

Thoi han bao quan tai liéu *
(Thong tu 9/2011/TT-BNV_3/6/2011)

Sunday, September 02,
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5. Quan Iy con déu ciia to chire
5.1. Khai niém
m Con d4u 1 thanh phan thé thirc vin ban
m Thé hién vi tri phap 1y cta td chuc, chitc danh
nha nudc.
m Khing dinh gi4 tri phap 1y ctia vin ban.
5.2. Hinh thire con ddu: hinh tron
m Con diu c6 hai logi:
e C6 hinh qudc huy
e Khong c6 hinh quéc huy

Sunday, September 02,
2012 22

T TR

/4
A

au khong c6 hinh qudc huy:

ff-’ldm ot T\ T
of DIENLYC |*)

©\ VIET NAM /8
O

Sunday, September 02,
2012 23




* JEE

5.3. S6 lwong con dau:

m Mdi co quan, td chirc, chirc danh Nha
nudce: 1 con dau

m Co quan, t6 chirc cap vin bang, ching
chi, thé, CMND, thi thuc, visa c6 dan
anh: c¢6 thém dau noi, dau thu nho.

m Mau dau phai diang ky tai Cong an va
duoc cap “Gidy chung nhan da ding ky
mau dau”.

Sunday, September 02,
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5.4. Quan 1y con dau

m Co quan, to chirc: nhan vién vin thu gii.

m Doanh nghi€p nho, si€éu nho: chii doanh
nghi€p quan ly va str dung.

m Nhén vién viin thw giit con dau:

e Tu tay dong dau vao vin ban

e Chi Qéng d?u} khi da co6 chir ky cua nguoi
c6 tham quyén

e Khong dong dau khong chi (chua ky)

Sunday, September 02,
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5.5. Cach déng dau

m Ngay ngin, dang chiéu, muc dau do

m D4u trim 1én 1/3 chit ky vé phia trai

m Dong dau phu luc vin ban chinh: dong
lén trang dau, trum 1én mot phan tén co
quan, to chirc hodc tén cda phu luc

m Dong dau giap lai, dau noi: theo quy dinh

cua Co quan quan ly nganh.

Sunday, September 02,
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5.6. Cac trwdong hop Con diu ciia té chirc
bi thu hoi

m T6 chuc giai thé, chia tach, hop nhat, sap
nhép

m Doanh nghiép bi thu hoi Gidy chirng nhan
dang ky kinh doanh

m Nguoi dimg dau to chirc phai ndp con
dau va Giay chirng nhan ding ky mau
dau cho Cong an.

Sunday, September 02,
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6. Quan tri thoi gian
6.1. Khai niém
m Quan tri thf)’i gian la viéc hoach dinh, td
chirc va ki€ém soat viéc st dung hi¢u qua
quy thoi gian.
6.2. Pic di¢m ciia thoi gian

m Lién tuc khong thay doi

m Gia tri phu thudc vao chu thé sur dung

m Thudc v€ moi nguoi

m Tai nguyén quy hiém khong thé tich lity,
di muén hay khong thi chung ta déu phai
ti€u dung nd vadi toc do 60 gidy trong 1

m ToOn tai khach quan phut.

m Mang tinh mdt chi€u, khong ldp lai

m Co gid1 han

Sunday, September 02, Sunday, September 02,
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6.3. Pic di¢m quan tri thoi gian

m Muon to chl'rc‘ sur dl;mg tho1 gian cho
nguoi khac, can bi€t to churc s dung quy
tho1 gian ctia chinh minh.

| Sép xép lich lam vi€c sao cho tan dung
triét d€ quy thoi gian.

m U tién thoi gian cho viéc 16n, quan trong

m Thich trng v61 ap luc cong viée

m Kiém soat viéc str dung quy thoi gian

Sunday, September 02,
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SO PO QUAN TRI THOI GIAN TOI UU

1. NHAN BIET NHIEM VU
PE RAMUC TIEU CU THE

y

2. PHAN TICH

NHUNG PIEU CAN LAM

- Giao tiép kém

Sunday, September 02,

SU DUNG HIEU QUA QUY

THOI GIAN

3. LOAI BO 4. SAP XEP CONG
YEU TO LAM VIEC THEO THU'
MAT THOI GIAN TU UU TIEN
YVYY YYY
- Khéng biét néi 5. LAP KE HOACH THUC - Khin
“Khong” HIEN - Quan trgng
- Qm dom, khong puny - it quan trong
biét giao viéc 6. TIET KIEM - Chu dong

- Giao nguoi khac

2012
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6.4. Nguyén nhan mat thoi gian
m Khong lap hoic 1ap ké hoach khong tot.
m Khong phan quyén, phan cong hiéu qua.
m Ton thoi gian vao vi¢c 1at vat.
m Noi chuyén dién thoai dai dong
m Tiép khach qué 1au
m Vin phong bira bon, qua nhiéu tai liéu
m Doc ta1 liéu cham.

m Khong tap trung trong cong viéc.
Sunday, September 02,
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6.5. Cac bién phap tiét kiém thoi gian
m Lap ké hoach, lich 1am viéc.
m Gi0 nao viéc do - dung theo ké hoach
m Tap trung vao cong viéc dang lam.
m Li¢t ké cong vi€c theo thur tu vu tién.
m Phai biét n6i “Khong” khi can thiét.
m Tan dung su giap d& cliia moi nguoi.

m Lam vi¢c theo nhom, siéng nang.

Sunday, September 02,
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6.6. Nguyén tic quan trj thoi gian

m Suy nghi cham, tich cuc, quyét dinh
nhanh.

m Noi it di, 1am nhiéu hon.

m N6i, nghi, 1am phai di lién v&i nhau.
m Bam sat cong vi€c theo lich trinh.

m Dau tu thoi gian mot cach khoa hoc.
m Ludn hudng t¢1 cac muc ti€u da dinh.
m Ton trong thoi gian./.

Sunday, September 02,
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CAUHOI ON TAP
1. Néu khéi ni€ém thong tin?
2. Néu cdc buéc xit Iy cong vin dén?
3. Cac bién phap gidp st dung hi€éu qua
tho1 gian?

Sunday, September 02,
2012
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CHUONG 3

TO CHUC CONG TAC
LE TAN

SO TIET HQC: 3

" JE
NOI DUNG CHINH
m Gi6i thiéu tong quat vé cong tac 1& tan.
m Don, tiép khach tai don vi

m Tiép khach qua dién thoai.

Sunday, September 02,
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1. Tong quat vé cong tac 18 tan

1.1. Khai niém 1¢ tan

m L& tan 1a tong hop cac hoat dong dién ra
trong qua trinh tiép xuc, trao doi, lam
viéc giita cac to chirc, ca nhan.

m Hoat dong 1€ tan dién ra trong moi linh
vuc doi séng x4 hoi.

Sunday, September 02,
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1.2. Phén loai 1€ tan
= L& tAn ngoai giao.
m L& tan ndi bo quoc gia.
= L& tan kinh doanh.

Sunday, September 02,
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1.2.1. Lé tan ngoai giao
m BO phan ctia h¢ théng nghi thirc nha nu’('rc~(lé
tan ngoai giao, ky niém cac ngay I€ lon, 1€
tang cap nha nudc.)
m GOm cac hoat dong d6i ngoai gitta cac qubc
gia, vung l1anh tho.
m Quy dinh diéu chinh: Thong 1& qudc t€; phap
luat, tdp quan quodc gia.
m Nji dung:
e Thiét 1ap quan hé ngoai giao.
e Thim chinh thtic c4p nha nudc.

Sunday, September 02,
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1.2.2. L& tin ndi bd qudc gia

m Cac hoat d(f)ong dién ra trong qua tri?nh tiép
xuc, trao doi gilra cac co quan, t0 chirc,
ca nhan trong nudc.

1.2.3. Lé tan kinh doanh

m Cac hoat dgf)ng dién ra trong qua trinh tiép
xuc, trao doi gifra cac to chirc kinh te.

m Hoat dong 1€ tan dugc thuc hién trén co
s& quy dinh cta phap luat, tap quan.

Sunday, September 02,
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1.3. Vai tro ciia cong tac 1€ tan
m T6 chure tot cong tac 1€ tan gitp:
e Tiét kiém thoi gian cho lanh dao.
e Tao an tuong tot dep cho khach

e Tao thuan loi cho quan hé ddi tac

Sunday, September 02,
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1.4. Nguyén tic co ban ciia cong tac 1¢ tan
m Tuén tha thong 1¢ quéc té.
m Ton trong ludt phap qudc gia.
m Ton trong phong tuc, tdp quan dia phuong,
vung, mién.
m Binh dang, khong phan biét doi x.
m D6i dang, phan biét ngoi thu.

Sunday, September 02,
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m Tap quan: Thoéi quen hinh thanh tir 1au
trong doi song, dugc moi ngudi lam theo.
Vi du: St dung am lich, gia dinh nhiéu
thé h¢ ...
m Phong tuc: Thoi quen xa hoi cua mot dia
phuong, mot nudce. Vi du: Tét, gid chap,

“ JEE
2. Cong tac don, tiép khach tai co quan,
doanh nghiép
2.1. Phan loai khach
m Khéch ngoai co quan, doanh nghiép: lién
h¢ cong tac, khi€u nai, to cdo ...

m Khéch trong co quan, doanh nghiép: lién

Cuo”i héi * o 0 A A /4 * ~ /4 \ o ~
h¢ cong tac giita cac phong ban, gap lanh
dao ...
gg:gay, September 02, ° gg:gay, September 02, 10
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2.2. To chirc d6n, tiép khach

m Chao héi: thai d§ vui vé, niém né, lich su

m Bay t6 sy quan tam: tra 1oi ddy da cac cau
hoéi cua khach

m Chu dong tim hiéu tén, noi lam viéc, muc
dich cua khach.

m Mo1 khéach vao phong doi

m Thuong truc tai noi lam viéc

] th bién ban lam vi€¢c khi lanh dao yéu
cau.

Sunday, September 02,
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2.3. T6 chitc cac cudc hen gip

m Sip def}t Chl’l’O’Ilg trinh cho céq budi xin
hen: sdp x€p quy thoi gian ti€p khach cua
lanh dao.

| Th)u xép cé4c budi xin hen: thoi gian, dia
di€m.

m Huy bé cac budi xin hen: >§in 161 khéo 1éo0
& thong bao cho khach biét.

m Tiét kiém thoi gian cho doanh nghiép.

Sunday, September 02,
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2.4. Phwong chiam ng xir khi tiép khach

m Binh tinh, tu tin, kién nhan.

m Nha nhan, lich su.

m Linh hoat, khong tu &i ca nhan.

m Khong hach dich v&i nguoi ¢ dia vi thap

m Khong qué ha minh vé1 nguoi ¢6 dia vi
cao.

m Diat lc_)’,i ich & uy tin cia doanh nghi€p 1én
trén het.

Sunday, September 02,
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2.5. Quy tic ng xir khi giao tiép (1)

m An cin: Thé hién su quan tam va ton trong
khach, tranh té ra tho o, lanh nhat.

m Ngay ngiin: Trang phuc hop cach, khong
tuy tién, ludm thudm, tac phong dung muec.

m Chuyén tam Khong lam viéc riéng trong
khi giao tlep nhu cit mong tay, trang
diém. ..

m Pinh dac: Tra 16i ngin gon, ddy du, khong
noi coc 1dc, nhat ging.

Sunday, September 02,
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2.5. Quy tic rng xir khi giao tiép (2)

m Pong cam: Thé hién cam xuc dung lic, dung
chd, mét ludn hudng vé nguoi ddi thoai bay to
su quan tam, déng cam.

m On hoa: Khong vung tay tuy tién, chi ngon tay
vé phia khéach.

m R0 rang: Khong noi qua to, qué nhd hodc noi
qua nhiéu. Tranh néi kiéu li nhi khién nguoi
nghe phai cdng tai méi nghe ro.

m Nhiét tinh: Thé hién su sin sang phdi hop
gitip d nguoi khac khi can thiét.

Sunday, September 02,
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2.5. Quy tic wng xir khi giao tiép (3)

m Khiém nhwong: Tranh tranh luén khong
can thiét, hodc thich boc 1§ su hiéu biét, su
khon ngoan ctia minh hon nguoi, don khach
vao thé bi dé danh phan thing vé minh.

m Nhét quan: Khong phat ngon bat nhat, thay
doi y kién tuy tién, chdi phing nhitng didu
vira madi noi.

Sunday, September 02,
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3. Tiép khach qua dién thoai

3.1. Pic diém:

m La phuong ti€én k¥ thuat lién lac hitu ich

m Cong cu giao tiép ding gﬁu vé muc do
tién lgi (nhanh chong, dé sir dung)

m Phong céch giao tiép qua dién th9ai thé
hién nhan cach cia nguo1 giao tiep.

Sunday, September 02,
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3.2. Gigng noi qua dién thoai:
m Lich su
m RO rang
m Toc d6 vira phai
m C6 am dicu

m Nhan manh nhiing cdu quan trong

Sunday, September 02,
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3.3. Cach ung xir khi nghe dién thoai

m Tdc d6 nghi nhanh hon néi 3 — 4 1an

m Ling nghe, cd ging khong cit ngang 1i
nguoi doi thoai

m Khong 16, khong hiéu c6 thé yéu cau nguoi
do1 thoai n61 chdm hodc nhac lai

m Danh tht;i gian, cho nguoi ddi thoai ci mo,
boc 1§ hét ¥ kién ctia minh.

m Chit loc thong tin bd sung kién thirc, kinh
nghiém cho ban than.

Sunday, September 02,
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& Nhirng nguyén tic nghe dién thoai:
m Tra 101 ngay: sau hoi chuéng dau tién
m Ty xung danh:
e Cty Rang Pong kinh chao quy khach!
e Da, Cty Rang Pong xin nghe!
m Ghi s0 dién thoai va tén khach hang.

Sunday, September 02,
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3.4. Cach irng xir khi goi di¢n thoai

m Khong goi vao dau hodc cudi gid lam
viéc

m Khong goi vao gio dn hodc nghi trua

m Khong vao thoi gian qua sdm hoac qua
tré dén nha riéng, néu c6 viéc khan cép
can xin 16i trude khi vao noi dung.

m Goi ra nudc ngoai phai tinh mui gio dé
tranh 1am phién nguoi doi thoai.

Sunday, September 02,
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# Nhirng nguyén tic khi goi dién thoai:

m Chuén bi trudc ndi dung cudc goi

m Kiém tra sO may

m Ty xung danh

m Trinh bay dé hiéu, tu nhién, 1o rang muc
dich cudc goi./.

Sunday, September 02,
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CAUHOI ON TAP
1. Néu y nghia clia cong tac 1€ tAn doi
vdi hoat dong clia cd quan t6 chiic?
2. Lap k& hoach d6n ti€p mot doan

khach nuéc ngoai dén Trudng PHCN du

hoi thao khoa hoc?
3. Trinh bay cdch ung xu khi goi va
nhin dién thoai?

Sunday, September 02,
2012

CHUONG 4
QUAN TRI HOI HOP
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NOI DUNG CHINH
m T6 churc cac cudc hoi hop
m Cac loai hoi nghi
m Chuan bi hdi nghi
m Diéu khién hoi nghi
m Lap chuong trinh, ké hoach

Sunday, September 02,
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1. Té chifc hoi hop

1.1. Khai niém hgi hop

m Hoi hop 12 sy tip hop nhiéu ngudi trong
mdt thdi gian nhat dinh dit duéi sy diéu
khién cﬁa‘ mot ngudi (chu tri, chu tich
doan), nham muc dich:
e Ban thdo vé mot hay nhiéu van dé
e Tim gidi phdp tdi vu dé giai quyét
nhitng van dé do.

Sunday, September 02,
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1.2. Y nghia cia hoi hop

m Tao su thong nhit vé nhan thiic, quan
diém.

m Tao su phoi hgp hanh dong trong cong
viéc

m Kich thich tranh luin dé tim ra nhitng gidi
phép t6i uu

m Pho bién chinh sdch, cong viéc

m Thio gd kho khin

m Khic phuc sai s6t trong qud trinh thuc hién

Sunday, September 02,
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1.3. Cac loai hgi hop

m Hop noi bo khong nghi thirc va Ho1 nghi
theo nghi thirc

1.3.1. Hop nyi by khong nghi thirc

m Hop gidi quy€t cong viéc clia ban lanh
dao, phong ban chic nang ...

m Khong nghi thuc khai mac, bé mac

m C6 thu ky ghi bién ban.

Sunday, September 02,
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1.3.2. HQi nghi
m Co 4 loai hoi nghi gom:
e Hoi nghi chi huy
e Ho1 nghi giao ban
e Hoi nghi tham do (Ho1 thao)
e Hoi nghi quyét nghi (quyét dinh)

Sunday, September 02,
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Hoi nghi chi huy
m Muc dich: Truyén dat quyét dinh, gidi phdp da
thdong qua, giao nhiém vu cho cap du6i
m Dic diém:
e Ngudi chd tri 12 1dnh dao co quan, t6 chifc
e Hoi nghi mang tinh doc thoai, cdc quyét dinh
ctia héi nghi da dugc xac dinh trudce.
e Tham du: Trudng, phé phong ban, b6 phan,
don vi truc thudc.
e Ngudi tham du khong cin phat biéu.
#.Khong.cian thu ky ghi bién ban.

2012 7
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Hoi nghi giao ban

m Muc dich: Gitp lanh dao danh gia viéc thuc
hié‘n nhiém vu, rat kinh nghi€m, chi dao kip thoi
nham hoan thanh muc ti€éu chung

m Dic diém:

e L2 loai hoi nghi chi huy td chire dinh ky hang
thang, quy hodc 6 thang.

e Ngudi chu tri hoi nghi 1a 1anh dao

e Tham du: Truéng, ph6 phong ban, don vi truc
thuoc.

e Nguoi tham du bao céo ti,nh hinh, két qua thuc
hién, kho khan, vuéng mac.

Sunday, September 02,
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Hoi nghi thim do (Hoi thao)

m Muc dich: Tim ki€m thong tin, gidi phdp
gidp nha quén tri quyét dinh mdt van dé nao
do.

m Dic diém:

e Chu tri hdi nghi khong nhat thi€t 1a 1anh dao
t6 chifc

e Tham dy: GOm ca ngudi ngoai td chifc

e Nhitng ngudi tham dy tham gia thdo ludn

e C6 thu ky ghi bién ban hdi nghi.

Sunday, September 02,
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Hoi nghi quyét nghi (Quyét dinh)
m Muc dich:
e Kiém diém viéc thuc hién ké hoach nim
e D¢ ra phuong huéng, nhiém vu cho nim sau
m Dic diém:
e Chu tri hoi nghi 14 1anh dao t6 chic
e Tham du: Can bd, nhan vién, khach maoi
e Ngudi tham du c6 quyén phdt bi€u y kién,
tranh luan.
e K&t thiic hoi nghi phai dua ra quyét nghi -
dwa vao vin ban tr§ thanh nghi quyét.
w3 thrky ghi bi€n ban hoi nghi. w0

2012
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1.4. Hinh thirc t6 chic hdi nghi
m Tép trung tai mot dia diém (truyén thong)
m Tir xa - truyén hinh truc tuyén da phuong
tién (hién dai): Nguoi tham du tdp trung tai
cac diém cau Hoi nghi dugc dat tai cac dia
diém nhat dinh.

Sunday, September 02,
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1.5. Chuan bi hoi nghi
m Thanh 14p ban t6 chic hdi nghi *
m Xac dinh:
e Tinh chat hdi nghi, hinh thic td chic
e Thanh phian tham dyu
e Dia diém, thdi gian t6 chifc, kinh phi.
m L4p chuong trinh nghi sy *
m Chuén bi tai liéu phat cho ngudi tham du.
m Sip x&p nhan sy 1& tAn, phuc vu.
m Chuan bi cd s vat chat cho hoi nghi.
m Lap phuong an bao dam an ninh.

Sunday, September 02,
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1.6. Tién hanh hi nghij

m Kiém tra sy 6 mdt cua dai biéu, khach moi
(Ban t6 chuc)

m Phat tai liéu hoi nghi (Ban td chirc)

m Chao cd, hat qubc ca (MC)

m Doc 10i khai mac (Ban t6 chirc)

m Gidi thiéu Chu tich doan, Chu tri hdi nghi
MC)

m Gi6i thidu dai biéu, khach moi, thanh phan
tham du (MC)

m Trinh bay bao c4do hoat dong (Ch tri)
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m Hoi ngh1 thao luan phat biéu ¥ kién dong
gop, biu quyét thong qua bao cdo

m Trinh bay phuong huéng, nhiém vu (Chu tri)

m Hoi nghi thao luan, phét bicu y kién dong
gbp, biéu quyéet thong qua phuong huong,
nhiém vu

m Cong bd cac quyét dinh khen thuéng (Ban to
chtre)

m Phat biéu ¥ kién tong két (Chu tri)

m Doc 101 bé mac (Ban t6 chiic)

Sunday, September 02,
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1.7. Piéu khién hoi nghi:

m Trung 14p, khach quan, tao niém tin cho
ngudi tham du.

m Khong nghiéng y ki€n clia minh vé mot
bén nao khi c6 nhi€u y ki€n doi lap.

m Khong tranh luin tay doi, thi€n vi trong
chi dinh ngudi phat biéu.

m Khong ap dity chi ca nhan.

Sunday, September 02,
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m Khong phé phén y ki€n ctia ngudi tham
gia ho1i nghi.

m Huéng dan moi ngudi tp trung phat
biéu vao chi dé hoi nghi.

m Ngin chiin nhitng y ki€n cong kich, phé
phédn c4 nhan tranh gdy mat doan két
trong va sau hoi nghi.

m Tom tit y ki€n phdt bi€u, tdng k&t hoi
nghi.

Sunday, September 02,
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Nhiém vu cua thu ky

m Ghi lai ti€n trinh, dién bién Hoi nghi.

m Ghi trung thyc, chinh xdc y kién phét biéu

m Khong dugc ghi nhan xét, binh luan theo quan
di€m chi quan cia minh

m Két thiic bién ban: Thu ky & Chi toa ciing ky
vao bién ban.

% Vai tro ctia bién ban:

m Chung ct phap ly

m Cin cit ban hanh nghi quyét, quyét dinh.

m Ngudi phdt bi€u than trong khi néi.

Sunday, September 02,
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1.8. Cong viéc can lam sau hdi hop
m Cudc hop thong thuong: luu gitt bién ban
cudc hop

m Cdc hji nghi: 1ap hd so luu trit
e Gidy mdi, gidy triéu tip
e Danh sich dai biéu
e Danh sdch nguGi tham dy ho1 nghi
e LJi khai mac, Ldi b& mac
e Cac bdo cdo, tham luin, 151 phét bi€u
e Nghi quyét cudc hop, Bién ban hoi nghi

Sunday, September 02,
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2. Lap chuong trinh, k& hoach

2.1. Khadi niém

m Chuong trinh, k& hoach 1a tai liéu du bdo
muc tiéu, dinh huéng va phuong thic thuc
hién cic muc tiéu, dinh huéng d6 cda to
chiic trong mot khodng thGi gian nhat dinh.

m Ldp k& hoach: Dy kién cong viéc cuia td
churc trong khoang thoi gian nhat dinh véi
muc ti€u xac dinh.

Sunday, September 02,
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m Chuiong trinh: D& ra nhitng muc tiéu ¢
tinh phuong huéng, chu truong cho mot
khodng thdi gian dai, nhiéu nim.

m K& hoach: Hoat dong cu thé nhim trién
khai nhitng muc tiéu da x4c dinh trong thoi
gian ngén.

m Lich cong tdac (lich 1am viéc): nhitng cong
viéc cu th€ clia mdi tuan.

Sunday, September 02,
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22.Y nghia ctia chuong trinh, k& hoach
m T3 chifc ¢6 muc tiéu rd rang
m Tao su chu dong trong quan 1y
m Tién liéu céc tinh hudng qudn ly
m Viéc diéu hanh thong nhat, tip trung
m Nha quén Iy nim dudc ti€n dd cong viéc
m Phdi hop dudc cdc ngudn Iyc hiéu qui
m Ung phé v6i nhitng thay ddi ctia mdi trudng
bén ngoai.

Sunday, September 02,
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2.3. Co s¢ xdy dung chuwong trinh, ké hoach
m Chu truong, chinh sach, phap luat
m Tinh hinh kinh t&, x4 hdi ctia dt nu6c
m Chirc ndng, nhiém vu cu thé cua té chure
m Két qué hoat dong cac ndm trudc do
m Cac nguén luc hién ¢6 cua td chire.
m Céc tién bd khoa hoc k¥ thuat

Sunday, September 02,
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2.3. Yéu cau xay dung chwong trinh, ké
hoach

m Phu hgp chu truong, chinh sach, phap luat

m Bdo dam tinh kha thi

m Muc ti€u phu hop v6i khd nang

m Cong viée hoach dinh c6 hé thng, theo thir
tu uu tién, c6 phuong an va bién phap thuc
hién.

Sunday, September 02,
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2.3. Phuong phap xdy dung chwong trinh, ké
hoach

m Xdac dinh muc tiéu, y nghia va anh huéng doi
V01 to chtc.

m X4ac dinh nd1 dung cong viéc (quy mo, khoi
lugng, sO luong, chat lugng, ky thuat, dia
di€m, thoi gian, thoi han hoan thanh)

m Xac dinh cach thirc thuc hién

= Quy dinh phuong phap kiém tra, giam sat (quy
trinh, thAim quyén, thoi gian, ché tai, bién phap
khéc phuc J)

m Phan ph01 cac nguon luc dé bao dam thyc hién
cong viéc (con nguoi, tai chinh, nguyén vét
ligu, may moc, thiét bi...)./.

Sunday,
2012 24
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CAUHOI ON TAP
1. Néu y nghia ctia hodi hop do6i véi hoat
dong quan tri van phong?
2. Phan loai hoi nghi?

Sunday, September 02,
2012 25




PHAN II

KY THUAT SOAN THAO
& TRINHBAY VAN BAN

CHUONG 5
KHAI QUAT VE VAN BAN

* JEE
NOIDUNG CHINH
1. Khai niém van ban.
2. Céc hé thdng vin ban.
3. Hé thong vin bdn quy pham phdp luat.
4. Hé thong vin ban hanh chinh.
5. Hé thdng vin ban tu phép.

Sunday, September 02,

2012 3

"
DANH MUC TU VIET TAT:
m VB: Vin ban
m QPPL: Quy pham php luét
m HC: Hanh chinh
m CQ: Co quan
m TC: T chirc
= UBTVQH: Uy ban Thudng vu Qudc hoi
m TANDTC: Toa 4n nhan dan tdi cao
m VKSNDTC: Vién ki€m sat nhan dan toi cao

Sunday, September 02,
2012 4




* JEE
1. Khdi niém vin ban (1)
m Nghia rong:
e VAt bat ky c6 chita dung tin

e Dugc ghi biang ky hiéu hodc ngdn ngi

nhAt dinh

e Muc dich: Ghi nhan, truyén dat tin ti
chii thé nay dén chi thé khic.

Vi du: Sach v3, bia dd, cau doi, khau
hiéu, ban vé ...

Sunday, September 02,
2012
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1. Khdi niém vian ban (2)

m Nghia hep:
e Tai liéu (gidy, dién ti) hinh thanh
trong qu4 trinh hoat dong clia cd quan, to
chic, don vi, ca nhan

m Ngon ngir:
e Viin ban la bdn vi€t hodc bdn in, mang
ndi dung 12 nhitng gi cAn dugc ghi d€ luu
lai 1am biing chiing vé sau.

Sunday, September 02,
2012 6
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2. Cac hé thong vin ban

m Van ban quy pham phap luit:
e Vin ban luat
e Vin ban dudi luat

® Vin ban hanh chinh:
e Vin ban hanh chinh ca biét
® Vin ban hanh chinh thong thutng

® Vin ban tu phap:
e Vin ban clia Co quan diéu tra
e Vin ban clia Vién ki€m sit

- 2 2 N 2
Sunda}’Sep\te]m%'eIr]OZban cua Toa an

2012

"

3. Hé thong viin ban QPPL

m Chii thé ban hanh: Cd quan, chtc danh nha
nuGe ¢6 tham quyen (Qudc hdi, Chinh phu ...)

m Thii tuc, trinh tu ban hanh: Luit Ban hanh
van ban quy pham phép luat quy dinh *

m Nji dung: Quy dinh quy tic xi sy chung

m Muc dich: Diéu chinh cic quan hé xa hoi

m Bi¢n phdp bao dam thi hanh: Mang tinh
cudng ché Nha nudc gom cac ché tai: hinh sy,
hanh chinh, kinh té

m Hiéu luc thi hfmh: Pham vi ca nuGc hodc dia

<RYdng cu the.

ember 62,
2012 8
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3.1. Phan loai vin ban QPPL

m Vian ban luat:

® Qudc hoi: Hién phép, Luat (BJ luat)

e UBTVQH: Phip 1énh

m Vian ban dudi luat:

e CQ nha nudc trung wong (Chinh pha, Bo, Co
quan ngang B§ ...) ban hanh: Nghi dinh,
Thong tu...

e CQ nha nuéc dia phuong (UBND, HDND)
ban hanh: Nghi quyét, Quyét dinh...

Sunday, September 02,

2012 9
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3.2. Co quan ban hanh vin ban QPPL
m Quoéc hdi: Hién phép, luat, nghi quyét.
m UBTVQH: Phép Iénh, nghi quyét.
m Chii tich Nuéc: Lénh, quyét dinh.
m Chinh phii: Nghi dinh.
m Thii twéng Chinh phii: Quyét dinh.
m Hoi ddng Tham phan TANDTC: Nghi quyét
m Chanh an TANDTC: Thong tu.
m Vién treong VKSNDTC: Thong tu.

Sunday, September 02,
2012 10
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m B trwomg, Thu trwong CQ ngang Bo:
Thong tu.

m Tong Kiém toan Nha nwéce: Quyét dinh.

m UBTVQH/ Chin}l phu - Cac TC chinh tri -
xa hoi: Nghi quyét lién tich.

m Chanh an TANDTC - Vién truwong
VKSNDTC - B§ truwong, Thi truéng CQ
ngang Bg: Thong tu lién tich.

m Hji dong nhan dan: Nghi quyét.

m Uy ban nhan dan: Chi thi, Quyét dinh.

Sunday, September 02,
2012 1
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3.2.1. Vian ban do Qudc hoi ban hanh

# Hién phap

m Hi€n phdp 1a dao luat co ban cia Nha nuéc,
c6 hiéu luc phdp 1y cao nhat.

m Bao gém cédc quy dinh mang tinh nguyén tic
vé ch€ @6 chinh tri, kinh t&, vin héa, xa hoi,
an ninh, qudc phong, quyén va nghia vu clia
cd ban ctia cong dan...

Sunday, September 02,
2012 12
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# Luat
m Cu thé héa quy dinh ctia Hién phap
m Bao gdm cédc quy pham phép luat nhim diéu
chinh cdc linh vuc quan hé xa hoi:

° T§ chuc, hog}t ddng cia bQ mdy nha nudc (Luat
T6 chirc Quoc hoi, Luat To chirc Chinh phu ...)
® Quan hé xa hdi va hoat ddng cia cong dan (Bo

luat Dan su, Luat Hon nhan & Gia dinh ...)
e Quan hé ddi ngoai (Luat Ky két gia nhap diéu
ude quoc t€ ...)

Sunday, September 02,
2012 13
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# Nghij quyét ciia Quoc hoi
| Quyét dinh nhi€ém vu phéat trién kinh té,
xa hoi.
m Phan b6 ngén sich trung uong.
m Phé chuan diéu uéc quoc té.

Sunday, September 02,
2012 14
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3.2.2. Vian ban cua UBTVQH

# Phap lénh:

m Diéu chinh nhitng quan hé xd hdi ma
chua cé ludt diéu chinh.

m Co gia tri phap ly nhu Luat

m Sau mOt thdi gian thuc hién sé dugc
Qudc hdi xem xét ban hanh thanh Luit.

Sunday, September 02,
2012 15
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# Nghi quyét cuia UBTVQH

m Giai thich Hién phdp, luat, phdp 1énh

m Gidm sat thi hanh Hi€n phdp, luat

m Gidm sat Chinh phu, TANDTC,
VKSNDTC

m Gidm sét, huéng dan hoat dong ctia Hoi
dong nhan dan.

m Quyét dinh tuyén bd chién tranh, tong
dong vién, ban bo tinh trang khin cap.

Sunday, September 02,
2012 16
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3.2.3. Van ban cua Chu tich nuéc
# Lénh
m Cong bd Hién phap, luat, phdp 1énh.
m Tong dong vién.

m Ban bd tinh trang khan cap.

Sunday, September 02,
2012 17
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# Quyét dinh ctia Chu tich nuéc
m BG nhiém Pho Thii tuéng, BY trudng
m Phong ham si quan cao cAp LLVT *
m Tang thudng huan, huy chuong
m CU, triéu hoi Pai st
m Phé chuin, gia nhip diéu udc quoc t&
m Quyét dinh cho nhap, thdi qudc tich VN
m Quyét dinh dic x4, an x4.

Sunday, September 02,
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3.2.4. Nghi dinh cia Chinh phi

m Quy dinh chi tiét thi hanh luat, phdp
1énh.

m Quy dinh cic bién phdp cu thé dé thuc
hién chinh sach kinh té, xa hdi, an ninh,
qudc phong, van héa, gido duc...

m Quy dinh nhi€m vuy, quyén han, to chirc
b0 may cua cac By, Co quan ngang B9,
Co quan thudc Chinh phu.

Sunday, September 02,
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3.2.5. Quyét dinh cia Thu tuéng
m Ban hanh trong qua trinh thyc hién chuc
ning, quyén han ctia Thii tuéng:
e Lanh dao cdng tac Chinh phu
e B& nhiém, mién nhiém cic thit trudng

e Phé chuin viéc bau ctt, diéu dong,
cach chic Cha tich, phé cht tich UBND
tinh, thanh phd truc thudc trung uong.

Sunday, September 02,
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3.2.6. Thong tu cua B truéng, Thu
truéng cd quan ngang Bo:

m Quy dinh chi tiét thi hanh Luat, Phap
1énh, Nghi dinh.

m Quy dinh vé quy trinh, quy chuan k¥
thuat cua nganh.

m Quy dinh bién phdp dé thuc hién chirc
nang quan ly nganh.

" J
3.2.7. Vin ban cua Toa 4n ND téi cao
# Nghi quyé&'t ctia Hoi dong Tham phan
m Huéng dan Toda 4n cic cap 4p dung
thdng nhat phap luat
m Tong két kinh nghiém xét x.
# Thong tu cua Chanh 4n TANDTC

m Hudng din cong tdc xét x{t ciia Tda 4n

céc cap.
Sunday, September 02, Sunday, September 02,
2012 21 2012 22
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3.2.8. Thong tu cua Vién truong Vién 3.2.10. Nghi quyé&'t cia Hoi dong nhan
. I\" Ve A A I\’.
kiém sat nhian dan toi cao dan

m Quy dinh nhiém vy, k& hoach cong tic
kiém sdt trong nganh ki€m st.

3.2.9. Quyét dinh ciia Tong Ki¢m todn
Nha nwéc

m Quy dinh, huéng dan cdc chuan muc
ki€ém todn nha nudc.

m Quy dinh cu thé quy trinh kiém todn, ho
so ki€m toan.

Sunday, September 02,
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m Quyét dinh chil truong, chinh sich, bién
phdp bdo ddm thi hanh Hién phép, luit,
vin ban cla cd quan nha nudc cap trén.

m Quyét dinh k& hoach phit tri€n kinh t& —
x4 hoi, ngan sdch, an ninh, qudc phong
§ dia phuong.

Sunday, September 02,
2012 24
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3.2.11. Viin ban cia Uy ban nhan dan

m Quyét dinh

e Ban hanh cdc bién phap cu thé thyc hién
cha trudng, chinh sach cua Cd quan Nha
nuéc Trung uong, Nghi quyét cia HDND
cung cap

m Chi thi

e Chi dao thyc hién cac chd trudng, chinh
sdch cua Trung uong, nghi quyét HDND
Giao nhiém vu cho ¢d quan cap dudi.

Sunday, September 02,
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4. Vin ban hanh chinh

m Chil thé ban hanh: Ngusi ding diu co quan, t&
chic, don vi.

m Trinh tu, thu tuc ban hanh: Do B6, Cd quan
ngang bd quy dinh

m N¢i dung: Thyc thi cdc van ban phdp luat

m Muc dich: Thong tin, thuc hi€n chuyen mon,
nghlep vu, g1a1 quyét nhu’ng cong viéc theo
thAm quyén clia ¢d quan, to chifc

m Bi¢n phdp bdo ddam thi hanh: Bién phap hanh
chinh

m Hi¢u lyc thi hanh: Trong pham vi nganh, dia
A d}Iehu’dng2 co quan, td chirc, d6i tugng cu thé.

, September’
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4.1. Phan loai van ban hanh chinh
m Hai loai: Ca biét va thong thudng
m Viin ban ca biét: Ap dung mot lan cho mot
c4d nhan hodc mot vu viéc cu thé

o Vi du: Quyet dinh vé nhan sy, ché dd, chinh
sdch ctia ngudi ding dau cd quan, t& chc.

m Vin ban hanh chinh thong thuong: Dung
dé trao, ddi thong tin, tac nghi€p trong hoat
dong cua cd quan, t6 chic.

a Co 2 loai van bdn hanh chinh thong thuong:
® Khong co tén logi: Cong vian
* Co tén loai: Thong bdo, bdo cdo, bién ban...

Sunday, September 02,
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4.2. H¢ thong viin ban hanh chinh

m Nghi quyét, quyét dinh, chi thi, quy ché,
quy dinh, thong cdo, thong bao, huéng dan,
chuong trinh, ké hoach, phuong an, dé an,
du an, bao céo, bién ban, to trinh, hop déng,
cong van, cong dién, bén ghi nh¢, ban cam
két, ban thoa thuan, glay chung nhén, glay
uy quyén, glay moi, gidy glm thi€u, gidy
nghi phép, gidy di duong, gidy bién nhan hd
s0, phiéu gtri, phiéu chuyén, thu cong.

Sunday, September 02,
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m Cong vin: Trao d6i cong viéc, triéu tap hoi
hop gitta cdc cd quan, td chiic hoic giita co
quan, t3 chiic v6i cong dan.
m Cong dién: Hinh thdc dac biét cia cong van
dudc st dung trong trudng hdp khan cap, can
thong tin nhanh mot ménh 1énh, mot quyét
dinh hoic mot cong viéc can thuc hién.
m Bao cao: Vin ban phan dnh hoat dong cua
co quan, td chifc trong mot khoang thdi gian cu
thé nhim ki€n nghi cdc gidi phdp hoic phuong
huéng xi 1y.

Sunday, September 02,
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m P& 4n: Trinh bay dy dinh, muc tiéu, k&€ hoach
thyc hién mot nhi€ém vu cong tac trong mot thdoi
gian nhat dinh
m Phuong an: Néu du kién vé cdch thic, trinh
tu ti€n hang cong viéc trong hoan canh, diéu
kién nhat dinh
m T& trinh: CJ quan, t6 chic cap dudi dé xuat
vdi cd quan, t6 chic cap trén phé chuin hay xét
duyét mot vadn dé€ méi ma minh khong thé tu
quyét dinh dudc

Sunday, September 02,
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m Thong cao: Vian ban clia co quan lanh dao
Pang, Nha nudc dung d€ cong bd mot quyét
dinh, mot su kién quan trong vé ddi ndi, doi
ngoai clia qudc gia.
m Thong bdo: Thong tin vé tinh hinh, k&t qua
hoat dong, cdc quyét dinh clia cd quan, to chic
dé cdc ddi tuong lién quan biét hoic thuc thi.

Sunday, September 02,
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m K& hoach: Xay dung phuong huéng, nhiém
vu, chi tiéu cong tic cla cd quan, td chic trong
mot thdi gian nhat dinh.
m Bién ban: Ghi lai sy viéc da xdy ra hodc dang
x4y ra. Bién ban gdm 2 loai: bién bdn hoi hop
va bién ban vu viéc
m Hop dong: Vin ban ghi nhin sy thda thuin,
giao u6c gifta cic bén quy dinh vé quyén va
nghia vu clia cdc bén tham gia hgp dong (Hdp
ddng dan su, lao dong, thuong mai ...).

Sunday, September 02,
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5. Van ban tu phap

m Chii thé ban hdnfl: Cd quan, chirc danh tu phap
(Toa an, Vién ki€m sat, Co quan di€u tra)

m Trinh ty, thi tuc ban hanh: Do phap luat t&
tung quy dinh.

m N¢i dung: Thuc thi cdc quy dinh cia vin ban
quy pham phép luat.

m Muc dich: Gidi quyét nhitng vu viéc thudc linh
vuc tu phép.

m Bi¢n phdp bdo dam thi hanh: Mang tinh cudng
ché€ Nha nu’(’iq gdom céc ché€ tai: hinh sy, hanh
chinh, kinh té.

m Hiéu luc thi hanh: Trén pham vi ca nuéc.

Sunday, Sebtember 02,
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Viin ban tu phap bao gom:

m Co quan diéu tra: Quyét dinh khdi t& vu 4n,
quyét dinh khdi t6 bi can, 1énh tam giit, 1énh
tam giam, l€nh truy na ...

m Vién kiém sdt: Ban cdo trang, quyét dinh ...

m Toa dn: Bin 4n, quyét dinh ...

Sunday, September 02,
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CAU HOI ON TAP
1. Néu khdi niém van ban?

2. Trinh bay hé thong viin ban quy pham phép
luat?

3. Trinh bay hé thong vin ban hanh chinh?

4. Trinh bay diém giong va khdc biét giita vin
ban quy pham phdp luit va van ban hanh
chinh? Néu vai tro cda vian ban hanh chinh
ddi v6i co quan, td chife néi riéng va ddi véi
ddi séng x4 hoi n6i chung?

Sunday, September 02,
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CHUONG 6
THE THUC & KY THUAT
TRINH BAY VAN BAN

SO TIET HQC: 3




“ JEE
NOI DUNG
m Vin ban quy pham phép luat diéu chinh
m Thé thirc vin ban
m K¥ thuat trinh bay van ban
m Thé thure, k¥ thudt trinh bay ban sao vin

" JE
VAN BAN QPPL PIfU CHINH:
m Thong tu lién tich 55_06/5/2005 cia B Noi
vu va Vin phong Chinh pht “Huéng din vé
thé thiic va ky thudt trinh bay vdan ban” *
m Thong tw 01_19/1/2011 ctia BY Noi vu
“Huwdng ddn thé thirc va kj thugt trinh bay

ban vdn bdn hanh chinh” (c6 hiéu luc tir 8/3/2011
thay thé cac quy dinh vé thé thuc va ky thuat
trinh bay van ban hanh chinh quy dinh tai
TTLT 55) *

"

1. Thé thifc viin ban
1.1. Khai niém
m L3 tap hop cdc thanh phan ciu thanh vin ban,
bao gdm:
e Nhiing thanh phén chung: Ap dung d6i vé6i
tat cd cdc loai vin ban
e Thanh phdn bé sung: Ap dung d5i v6i mot
sO loai viin ban nhat dinh
1.2. Pic di€m
m Quy dinh phép ly
m ATP dung bit budc

02/09/20

1.3. Pham vi ap dung

m Vin ban quy pham phdp luit

m Vian ban hanh chinh

m Vian ban tu phap

m Ban sao vin ban.

1.4. Doi tugng 4p dung

m CJd quan nha nuGc

m T6 chic chinh tri, xd hoi, kinh t&...
m Don vi luc lugng vii trang.

02/09/2012




1.5. Thé thirc viin ban gdm céc thanh phén sau:

(1) Quéc hiéu

(2) Tén co quan, td chic ban hanh

(3) S6, ky hiéu ctia vin ban

(4) Dia danh & ngay, thang, nim ban hanh

(5) Tén loai & trich yéu ndi dung

(6) NO1 dung véan ban

7 Chﬁc vu, ho tén, chit ky ctia nguoi c6 thim
quyén

(8) D4u cuia co quan, to chtic

02/09/2012 6

(9) Noi nhan

(10) D4u chi muc d6 khan, mat

(11) Chi dan pham vi Iuu hanh

(12) Chi dan dy thao vin ban

(13) Ky hiéu ngudi danh may & sb luong ban
phat hanh

(14) bia chi co quan, td chirc; §ﬁa chi E-Mail; dia
chi Website; sO dién thoai, s Fax.

ok ok

02/09/2012 7

2. Ky thuat trinh bay vin ban
2.1. Kho gidy

m Trinh bay trén khd gidy A4 (210mm x
297mm)

m Gidy gidi thiéu, bién nhin ho so, phi€u
chuyén, phi€u gdi c6 thé trinh bay trén kho
gidy A5 (148mm x 210mm)

02/09/2012 8

2.2. Ki€u trinh bay

m Trinh bay theo chiéu dai trang gidy.

m Céc bang, bi€u c6 thé trinh bay theo chiéu
rong trang giay.

2.3. Phong chit (Font)

m Phong chir tiéng Viét ctia bd mi ky tu
Unicode theo TCVN 6909:2001.

02/09/2012 9
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2.4. Pinh 1€ viin ban (gidy A4):
m Trang mdt trudc:
e L¢é trén (Top): 20 — 25 mm
e L& dudi (Bottom): 20 — 25 mm
e L& trai (Insize): 30 — 35 mm
e L& phii (Outsize): 15 — 20 mm
m Trang mdt sau:
e Lé trén (Top): 20 — 25 mm
e L& dudi (Bottom): 20 — 25 mm
e L& trdi (Insize): 15 — 20 mm
e L& phdi (Outsize): 30 — 35 mm

02/09/2012 10
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2.5. Panh sé trang:
m Kiéu 56> S6 A-Rap (1,2,3...)
m Vi tri: Chinh giita 1€ trén hoidc géc phdi cudi
trang.
m Bit dau ddnh so tir trang 2 trd di.
m Vin ban ¢6 1 trang: Khong d4nh so.

02/09/2012 11

« N
QUOC HIKU

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap — Tu do — Hanh phic

m Dong trén: Chir in hoa, ¢& chit 12-13, kiéu chir
dimg, dam

m Dong dudi: Chit in thuong, c& chit tir 13-14, kiéu
chit dirmg, ddm

m Dudng ké ngang, nét lién, dai bing dong chit (st
dung Iénh Draw, khong dung 1énh Underline)

02/09/2012 12
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TEN CO QUAN, TO CHUC BAN HANH VAN BAN

BO CONG THUGONG
TRUONG PHCN TP.HCM

m Chit in hoa, ¢& chit: 13-14, kiéu chir: dirng, ddm
m Phia dudi c6 duong ké ngang, nét lién, c6 do
dai bang tir 1/3 dén 1/2 d6 dai cuia dong chit

02/09/2012 13




S0, ky hiéu viin ban quy pham phép luat

Yéu cau: SO thir tu/Nam ban hanh/Loai
van ban - co quan ban hanh

Vidu: S6: 55/2005/TTLT-BNV-VPCP

S6, ky hiéu viin ban hanh chinh

Yéu cau: SO thir tu/Loai vin ban - co
quan, chic danh ban hanh
Vidu: S6: 10/QD-Gb

02/09/2012 14
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m SO viin ban: S6 thir ty dang ky tai vin
thu, bat dau tir s6 01 vao ngay 1/1 va két
thic ngay 31/12 hang nam.
m Ky hiéu vin ban: Chir viét tit tén loai
van ban va chif viét tat tén to chuc (churc
danh) ban hanh van ban

02/09/2012 15

Dia danh ghi trén vdin ban

m Tén don vi hanh chinh (tén tinh, thanh
pho truc thude Trung wong; huyén, quan,
thi xa, thanh phé thudc tinh; xa, phuong,
thi tran) noi co quan, to chirc dong tru sé.

m Chit in thudng, nghi€ng, cd chir 13-14

02/09/2012 16
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m Dia danh ghi trén vidn ban cua cd quan,
t6 chiic Trung wong 13 tén tinh, thanh
pho noi dong tru s
Vidu: Ha Noi,
Thanh phé” Hé6 Chi Minh,
Binh Duong,
Tay Ninh,

02/09/2012 17
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m Pdi v6i co quan, td chide cAp tinh: Tén
cua thi xd, thanh phd thudc tinh ndi co
quan, td chitc déng tru sé.

m Vidu: Thii Dau Mo,

Bién Hoa,

m D0i véi co quan cAp quan, huyén: Tén
ciia quan, huyén.

m P41 vé6i to chie cap xa, phudng: Tén
ctua xa, phuong.

02/09/2012 18

ngay, thang, ndm ban hanh vdn bdn:

m Vin ban QPPL cia Qudc hoi,
UBTVQH, HDND: Ngay thong qua

m Vin ban QPPL khidc & vidn ban hanh
chinh: Ngay ky ban hanh.

m Chir in thudng, nghi€ng, cd chir 13-14

02/09/2012 19

"
TEN VAN BAN

m Tén cu thé loai vin ban dugc ban hanh.

m T4t cd vin badn QPPL & vin bdn hanh
chinh déu c¢é tén loai, trir cong van.

m Chir in hoa, dam, c¢& chir 14-15
mVidu:
QUYET PINH

02/09/2012 20

e
TRiCH YEU NOI DUNG VAN BAN

m Ghi khdi quét ndi dung chti yé&u ctia viin
ban, gidp xac dinh nhanh chong ndi
dung vidn ban va thuar} tién 9h0 vi€c
theo doi, tra tim khi can thiét.

m Chtf in thuong, c¢G chit 13-14, dam

mVidu:

V& viéc nang luong thudng xuyén
ddi véi dng Nguyén Vin A

02/09/2012 21




NOI DUNG VAN BAN

® Phu hgp vdéi hinh thdc van ban

m Phu hgp chinh sach, phap luit

m St dung ngdn ngit viét, d& hiéu

m Dung tif pho thong, khong dung tir dia
phuong va tir nglt nudc ngoai

m Khong viét tit cum tir khong thong dung.

02/09/2012 22

“ JEE

‘ CHUC VU, HOQ TEN, CHU KY

m Ngudi ky viin ban chiu trach nhiém vé
van ban minh da ky.

m Cdc hinh thitc ky vidn ban:
a Ky truc tiép
o Ky thay (KT)
g Thay mat (TM)
a Thira 4y quyén (TUQ)
o Thira 1énh (TL)

02/09/2012 23

* JEE
3. Thé thitc, k¥ thuit trinh bay ban sao
3.1. Cac loai ban sao:
m Sao y ban chinh: Bin sao day di, chinh
xac ndi dung cua ban chinh.
m Trich sao: Bdn sao mot phan ndi dung
cua van ban dudc thuc hién tir ban chinh.

m Sao luc: Bin sao diy di, chinh xdc ndi
dung cta vin ban tir ban sao y ban
chinh.

02/09/2012 24

" JE
3.2. Ky thuit trinh bay ban sao:

TEN CQ, TC SAO Y BAN CHINH

S6: /SY Dia danh, ngay thdng ndm
Noi nhan: CHUC VU NGUOI KY

Chit ky, dau

- Luu Ho va tén

02/09/2012 25




" S
VIET HOA
TRONG VAN BAN HANH CHINH

Hwéng dan cu thé tai
Phu luc VI

VIET HOA TRONG VAN B;AN HANH CHINH
(Kem theo Théng tw s6 01/2011/TT-BNV
ngay 19/01/2011 cua B Néi vu)

02/09/2012 26

“ JE
CAUHOION TAP
1. Néu thé thifc trinh bay vin bin hanh
chinh — cong vu?
2. Néu k¥ thuit trinh bay van ban hanh
chinh — cong vu?

02/09/2012 27

CHUONG 7
NGON NGU
TRONG VAN BAN HANH CHIiNH

SO TIET HOQC: 1

“ JE
NOI DUNG
m Phong cach ngdn ngir
m Phong cdch ngdn ngtt hanh chinh — cong
vu
m K§ thuit st dung tiéng Viét trong viin
ban hanh chinh — cong vu

Sunday, September 02,
2012 2




"

1. Phong cach ngoén ngir

1.1. Khdi niém: 1a cach lya chon, két hgp
va van dung phuong ti€n ngbdn nglf li€n
quan dén nhiém vu giao ti€p.

1.2. Pac diém

m Hoan canh giao tiép: mdi vin ban phdi
tuAn theo mot chuin muc ngdn ngit phit
hdp véi thé loai vin ban.

m Muc dich giao tiép: mdi vin ban gin véi
muc dich nhat dinh.

Sunday, September 02,
2012 3

“ JEE
m Doi tuong giao tiép: Ngon ngit vin ban
phdi phi hop v6i doi tugng clia viin ban
m Quan hé ciua nguoi tham gia giao tiép:
Ngon ngit van ban phai phu hdp véi noi
dung cua van ban.

Sunday, September 02,
2012 4

" JE
1.3. Phin loai phong cach ngoén ngit
(1) Phong cich hanh chinh — cOng vu
(2) Phong cich khoa hoc — k¥ thuat
(3) Phong cich bédo chi — cong luin
(4) Phong céich chinh luin
(5) Phong céch sinh hoat hang ngay

Sunday, September 02,

2012 5

“ JEE

2. Phong ciach ngéon ngit hanh chinh —
cong vu

2.1. Khai niém

m L3 khudn miu dé€ xay dung vin bin
hanh chinh — cong vu thé€ hién vai tro, vi
tri clia nguGi to chic, quan 1y, dieu hanh
co quan, to chic.

2.2. Pic diém

m Chuin muc ngdn ngit viét, phi nghé
thuat, khong mang tinh bi€u cam.

Sunday, September 02,
2012 6




“ JEE

m Mang tinh nghiém trang, khong tu do,
tuy tién.

m Khong mang yéu t6 cd nhan: chit ky
clia ngudi c6 thAm quyén ban hanh
van ban chi xdc nhan gid tri phdp ly
ctia van ban, khong mang tinh xac
nhan tac gia cua van ban.

m Dugc st dung trong hoan canh theo
nghi thic: ditng ddn, nghiém tic.

Sunday, September 02,
2012

“ JEE

2.3. Chuc ning

m Chifc ndng théng tin: truyén dat thong
tin phuc vu hoat dong quan ly, diéu
hanh va giao dich clia co quan, td chifc.

m Chiic ndng phdp ly:

e Quy dinh cdc nguyén tic (tng Xt chung
trong cdc quan hé xa hoi.

e Ching ct phap ly trong qua trinh hoat
dong clia co quan, to chic.

Sunday, September 02,
2012 8

m Chiic ndng quan ly: cong cu chi yéu
trong hoat dong clia cd quan quan ly
hanh chinh nha nudc.

m Chiic ndng vin héa: truyén dat thong
tin, thuy€t phuc moi ngudi chap hanh
céc quy dinh clia nha nudc, quy tic dng
XU chung cua xa hoi

Sunday, September 02,
2012

" JE
m Chic niing xa hi: nhin nhan va giai
quyét cdc van dé phat sinh trong xa
hoi trong thdi di€m va pham vi cu thé.
m Chifc niing giao ti€p.
m Chiic nang s liéu.
m Chifc niing thong ké.

Sunday, September 02,
2012 10




2.4. Tinh chat cia phong cdch hanh
chinh — cong vu

m Tinh chinh xdc: chinh xac trong su
dung tu, dat cau; tinh xac dinh, don
nghia trong ndi dung van ban; chi cho
phép hi€u theo mot c4ch.

m Tinh nghiém tic, khdch quan: khong
biéu hién cdm xic, ¥ chi chii quan.

m Tinh khuén mdu: thé thic, ky thuat
trinh bay phai theo mau do phdp luat
quy dinh.

Sunday, September 02,
2012 1

3. K§ thuat sit dung ti€ng Viét trong

van ban hanh chinh - céng vu

3.1. T, ngi¥ trong vin ban

m SU dung nhém tur thong dung, don nghia:
chi ¢6 thé hi€u theo mot cach duy nhat
nhim bdo ddm tinh chinh x4c cla vin
ban.

m Khong st dung tr nglt van chuong béng
bay, tu dia phuong, ti€ng 16ng, tU ngit
mang y nghia dic biét, tt mdi chua co
nghia on dinh.

Sunday, September 02,
2012 12

m St dung nhém tif ngit hanh chinh: t6
chitc, quyén han, quan 1y ...

m Khi st dung tir Hin-Viét can nim o
nghia cua tir.

m St dung nhém thuat ngit phdp ly va
thudt ngit thong thudng: chi st dung
nhitng thuit ngf ma cich hi€u da
dudc thong nhat va dudc sit dung pho
bién.

Sunday, September 02,
2012 13

3.2. Cautrong vian ban

m Chi st dung ciu k€ va ciu ciu khién

m Khong st dung cau hoi, cdu cam va ciu
than.

m Can st dung cau don c6 day di hai thanh
phan chu ngif va vi ngg.

m C6 thé dung cau khuyét chi ngit khi chd
ngit da dudc xac dinh trude do.

m Khong st dung 15 néi truc ti€p, trit bién
ban.

Sunday, September 02,
2012 14




“ JEE
3.3. Doan vin trong vin ban:
m Dién dat mdt y twong d6i tron ven
m S& luong ciu trong doan vin khong han
ch€&, nhung cin phdi c6 cAu mang y
chinh, cdc cau con lai dién y phu.

Sunday, September 02,
2012 15

“ JEE
Phueng phap 14p ludn phé bién:

m Phuong phap dién dich: dua ra nguyén
ly 1am tién dé, sau d6 phat trién, gii
thich 1am rd van dé do.

m Phuong phap quy nap: dua ra nhitng
luan ching (chiing ¢ thyc t€ 1am cd s
cho 14p luan) bing su viéc hoic s6 liéu,
sau d6 phan tich, khi quat, tdng hgp lai
va két luan.

Sunday, September 02,
2012 16

"
m Phuong phap song hanh:
Dua ra nhitng luan ching c6 gid tri
nhu nhau trong viéc thé hién cha dé
cua doan vin.

Sunday, September 02,
2012 17

“ JEE
3.4. CAu tric viin ban
m Thong thudng gdm 3 phan:
e Phan md dau
e Phan noi dung
e Phan két thic./.

Sunday, September 02,
2012 18




CAUHOI ON TAP CHUONG 8
1. Phan tich phong cdch ngdn ngtt hanh R )
chinh - cong vu? QUY TRINH SOAN THAO
2. Phan tich k¥ thuat st dung ti€ng Viét TH{J TUC BAN HANH VAN
trong vdn ban hanh chinh - cong vu? BAN
- "
NOIDUNG: DANH MUC TU VIET TAT

m Nguyén tic soan thdo viin ban
m Trinh tu soan thao & ban hanh vin ban

Sunday, September 02,
2012

m VB: Vin ban

m VBQPPL: Vin ban quy pham phép luit
m VBHC: Vin ban hanh chinh

m VBTP: Vin ban tu phap

Sunday, September 02,
2012




1. Nguyén tic soan thio VB 1.1. Noi dung phai hgp hién & hgp phap
(1) Noi dung phai hdp hi€n & hdp phép m Phit hdp nguyén tic cia Hi€n phip &
(2) Puing thé thiic quy dinh cta phap luat.

(3) Ping thim quyén m Bdo ddm tinh thong nhat, thi bac hiéu
(4) Bdo dam tinh kha thi luc phdp 1y trong h¢ thong phdp luat.

(5) Trinh bay theo phong cdch ngon ngi m VB cap dudi khong trai VB cap trén

hanh chinh - c6ng vu

Sunday, September 02, Sunday, September 02,
2012 4 2012 5

- N " JE
a Th&m quyén bii b6, dinh chi thi hanh QUOC HOI
VBQPPL vi hién: m Cé quyén bdi bé vin ban QPPL cua:
e Qudc hoi e Qudc hoi
e Uy ban Thudng vu Qudc hoi e Uy ban Thudng vu Qudc hoi
e Thu tuéng Chinh pht e Cha tich nudc
e Chinh phu
\ Tr(zng tu’(i’,ng lai: ’ e Thi tudng
TOA AN HIEN PHAP e Toa 4n nhin dan ti cao

A - pe A A A
® Vién ki€m sat nhan dan to1 cao.
gggay, September 02, 6 gg?gay, September 02,




" JEE
UY BAN THUONG VU QUOC HOI
m C6 quyén hiiy bo van ban QPPL ciia:
e Chinh phu
e Thu tuéng
e Tda 4n nhin dan tdi cao
e Vién ki€m sdt nhan dan toi cao

e Nghi quyét Hoi dong nhan din cap tinh.

Sunday, September 02,
2012 8

" A
THU TUGNG CHINH PHU
m C6 quyén bdi bo, dinh chi thi hanh vin
ban QPPL ciia:

® B trudng
® Thu trudng co quan ngang B

e Uy ban nhan dan cdp tinh

Sunday, September 02,
2012 9

* JEE
m Tham quyén hiy bé VBTP:
e Co quan ban hanh van ban
e Co quan cap trén
m Tham quyén hily bé VBHC:
e Co quan, td chirc ban hanh
e Co quan, to churc cap trén

e Toa an nhan dan

Sunday, September 02,
2012 10

* JEE

1.2. Ping thé thic *

m Thé thiic trinh bay do phdp luit quy dinh

1.3. Piing thAm quyén

m Thim quyén ban hanh VB quy dinh bi:
e Phép luat
e Diéu I¢é cua t6 chic.

1.4. Bao dam tinh kha thi

m Phi hop linh vuc, doi tugng diéu chinh.

m Cin ct diéu kién thuc té.

Sunday, September 02,
2012 1




* JEE
1.5. Trinh bay theo phong cach ngon
ngill hanh chinh — c6ng vu:
Phong cdach ngdn ngir dung trong linh
vuc phdp luat, quin 1y nhia nudc va td
chitc hanh chinh.

Sunday, September 02,
2012 12

"

2. Trinh ty soan thao & ban hanh VB

2.1. Chuan bj

m Xdc dinh:
B Muc dich cua VB
g Tén loai & ndi dung VB.
n Ddi tugng clia VB.

m Chudn bi dit kién (thu thap & x ly
thong tin) cho ndi dung VB.

m Danh gia tac dong (tich cuc, ti€u cuc)
cuia VB

Sunday, September 02,
2012 13

" J
2.2. X4y dung dé cuong VB
m Tom tit cdc ¥ chinh ctia VB

m Lira chon thong tin dé€ dua vao ting
phan cia ciu tric VB

Sunday, September 02,
2012 14

* JEE

2.3. Vi€t du’ thao ndi dung VB

m Dya vao dé cuong & miu VB.

2.4. Duyét & ky VB

m Trinh 1anh dao duyét VB.

m Noi dung cin duyét: Thim quyén, thé
thi'c, ndi dung, muc dich ban hanh.

m Noi dung ngudi duyét ghi: Duyét, s6 ban
ban hanh, ngay duyét, chir ky.

Sunday, September 02,
2012 15




* JEE

2.5. Ban hanh vin ban

m Bin goc vin ban: Co chit ky truc tiép
ctia ngudi c6 tham quyén ban hanh.

a Bin goc 13 co s phap 1y dé hinh thanh
ban chinh.

m Ban chinh van ban: Khong co6 chit ky
true tiép clia ngudi co tham quyén ban
hanh.

Sunday, September 02,
2012 16

“ JEE
m Déng dau
m Vio SO cong vin di
m Phat hanh vin ban
m Luu van ban:
e Ban goc luu tai Vin thu
e Ban chinh luu trong ho so
m Theo doi viéc thuc hi€n:
e D€ kip thdi diéu chinh
e Rut kinh nghi€ém

Sunday, September 02,
2012 17

“ JEE
CAUHOI ON TAP
1. Néu cédc yéu cau doi vé6i viéc soan thdo

va ban hanh vin ban?

2. Néu cac budc soan thao va ban hanh
van ban?

Sunday, September 02,
2012 18

" JE

Cau 1: Van dé nao sau day khong phai I3
nguyén tac xay dwng, ban hanh van ban
QPPL:

A. Bam bao tinh hop hién, hop phap.

B. Tuan th( thdm quyén.

C. C6 hiéu Iwc cham nhat 15 ngay sau ngay
dwec thdng qua, céng bd ban hanh.

D. Bao dam tinh kha thi.

Sunday, September 02,
2012 19




NOI DUNG
CHUONG 9 m Bai 1: K§ thuat soan thio Quyét dinh
_ A m Bai 2: K§ thuat soan thao Thong bdo
KY THUAT m Bai 3: Ky thuét soan thao T trinh
SOAN THAO & TRiNH BAY m Bai 4: Ky thuit soan thao Bdo cdo
VAN Bz&N HANH CHiNH m Bai 5: K§ thuat ghi Bién ban

m Bai 6: K§ thuat soan thio Hop dong
m Bai 7: Ky thuit soan thao Cong van
m Bai 8: K¥ thuat soan thdo Pon thu ca nhan

Sunday, September 02,
2012 2

"
NOI DUNG
BAI 1 a Khai niém

~ . Y = Tham quyén ban hanh
KY THUAT SOAN THAO

& TRINH BAY QUYET PINH

= Cau tric cia quyét dinh

SO TIET HOC: 1

Sunday, September 02, Sunday, September 02,
2012 3 2012 4




" JEE

1. Khai niém

1.1. Quyét dinh quy pham phap luat

m Quy dinh ch& do, chinh sdch, nhiém vu
quyén han t6 chiic bd mdy nha nudc.

1.2. Quyét dinh hanh chinh

m Quy dinh ch& do, chinh sich trong ndi
b6 té chic.

m Quyét dinh cong tdc nhan sy, lao dong
tién luong, sdn xu4t kinh doanh ...

Sunday, September 02,
2012

“ JEE

2. ThAm quyén ban hanh

2.1. Quyé&t dinh quy pham phap luat

m Chu tich nuéc, Thu twéng C}iinh phu,
Tong Ki€m todn Nha nudc, Uy ban nhin
dan céc cap.

2.2. Quyé&t dinh hanh chinh

m Ngudi ditng dau cd quan, td chifc.

Sunday, September 02,
2012 6

" JEE
3. Cau tric cua quyét dinh
m Gom hai phan:
(1) Can ct ban hanh
(2) Noi dung diéu chinh

Sunday, September 02,
2012

= JEE
3.1. Cian cd ban hanh (1) CAN CU
THAM

QUYEN

CAN CU

PHAP LY
CAN CU CAN CU
BAN HANH APDUNG

CAN CU

THUC TE

Sunday, September 02,
2012 8




“ JEE

3.1. Can ca ban hanh (2)

m Ciin cif thAm quyén: Chiing minh
quyén han cta chi thé ban hanh QD.

m Can cd 4p dung: Cd sG phép 1y st dung
trong ndi dung di€u chinh cta QD.

m Cin cif thue t&: Dicu kién hoic cd s
thuc tién d€ ban hanh QD.

Sunday, September 02,

2012 9

" JE
3.2. Noi dung diéu chinh (1)
QUYET PINH

Vé nang luong, khen thuéng (2 Piéu)*

Piéu 1: Quy dinh vé hanh vi, d6i tuong,
muc do va thdi gian diéu chinh.

Piéu 2: Piéu khodn thi hanh (ngay c6 hiéu
clia quyét dinh; ngudi ¢é trach nhiém thi
hanh Quyét dinh)

Sunday, September 02,
2012 10

- E—
3.2. Néi dung diéu chinh (2)
QUYET PINH
Vé bo nhiém, diéu dong,
cho théi viéc (3 diéu):

Piéu 1: Quy dinh vé hanh vi, ddi tuong,

muc d6 va thdi gian diéu chinh.
Piéu 2: Quy dinh vé luong, phu cip
Dicu 3: Diéu khodn thi hanh

Sunday, September 02,
2012 1

" JEE
3.2. Noi dung diéu chinh (3)
QUYET PINH
Vé thanh lap toé chite, don vi (4 Piéu) *
Piéu 1: Quy dinh vé hanh vi, d6i tuong,
muc do va thdi gian diéu chinh.
Piéu 2: Quy dinh chiic ning, nhiém vy,
quyén han clia t8 chifc.
Piéu 3: Quy dinh vé cd ciu td chifc, nhin
su cua to chiurec.
Piéu4r:Diéu khoan thi hanh.

12




TONG CTY SONG PA CONG HOA XA HOI CHU NGHIA VIET NAM
CONG TY TNHH HOA BINH Poc lap - Ty do - Hanh phic

S6: /Qb-Gb Dia danh, ngay ...... thang ...... ndm ...

QUYET PINH
Vé viéc nang ludng, khen thuéng

GIAM POC CONG TY
Cin ct quy dinh ctia Ludt Doanh nghiép nim 2005;
Cin ctt Piéu Ié Cong ty;
Theo dé nghi ctia Trudng Phong Nhén su,

QUYET PINH

Piéu 1: Quy dinh vé hanh vi, d&i tugng, pham vi, thdi gian diéu chinh.
Piéu 2: Piéu khoan thi hanh.

TONG CTY SONG PA CONG HOA XA HOI CHU NGHIA VIET NAM
CONG TY TNHH HOA BINH Poc lap - Ty do - Hanh phic

-

So: /Qb-Gb Dia danh, ngay ... thang ... nam ...

QUYET PINH
V& viéc b8 nhiém, diéu dong

GIAM POC CONG TY
Cén ctr Luat Doanh nghi€p nam 2005;
Ciin ctt Diéu 1¢ Cong ty;
Cin ct thyc t€.., i
QUYET PINH

Piéu 1: Quy dinh vé hanh vi, d6i tugng, pham vi, thdi gian diéu chinh.
Piéu 2: Quy dinh vé luong va phu cap, ch& do.
Piéu 3: Piéu khodn thi hanh.

Noi nhn: GIAM POC Noi nhén: GIAM POC
~Luu VT, (6).H. ~Luu VT, (6).H.
" A

TEN CQ, TC CAP TREN CONG HOA XA HQI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC Poclap - Ty do - Hanh phiic

’

So:

/Qb- ... Dia danh, ngay ... thdng ... nam ...
QUYET PINH
Vé viéc thanh lap t3 chic, don vi

THAM QUYEN BAN HANH
Cin c thim quyén ..;

Cén ct dp dung ..;
Cin cd thyc €.,
QUYET PINH

Piéu 1: Quy dinh vé& hanh vi, d6i twgng, pham vi, thdi gian diéu chinh.
Piéu 2: Quy dinh vé chifc ning, nhiém vu, quyén han ctia don vi.
Piéu 3: Quy dinh vé co ciu 8 chifc, nhin sy ctia don vi.

Piéu 4: Biéu khodn thi hanh.

Noi nhén: CHUC VU QUYEN HAN NGUOI KY

- Luu VT, (6).H.

BAITAP
1. Soan Quyét dinh bé nhiém Truéng
Phong Kinh doanh ciia Gidm doc
Cong ty TNHH Hoa Binh *

Sunday, September 02,
2012 16




BAI2
KY THUAT SOAN THA O
TRINH BAY THONG BAO

SO TIET HOC: 1

“ JEE
NOI DUNG BAI GIANG
m Khai niém thong bao
m Yéu cau cua thong bao
m C4u tric cta thong bao
m Cac loai thong bao

Sunday, September 02,
2012

" JEE
1. Khai niém
m L2 loai van ban hanh chinh da nidng
m NOi dung:
° Truyén dat quyét dinh, tin tdc, su viéc
e Thong tin vé hoat dong ctia CQ, TC
e Truyén dat chd truong, chinh sich

Sunday, September 02,
2012 3

“ JE
2. Yéu cau
m Thong tin nhanh chdng, kip thoi
| Ngén gon, cu thé&, dé hiu
m Khong lap luian, nhan dinh dai dong
m X4c dinh rd ndi dung cin thong bio
m X4c dinh muc dich va thAim quyén ra

thong bao.

Sunday, September 02,
2012




“ JEE

3. Cau triic thong bio

m Phdn mé dau: Néu muc dich, chi thé,
thAm quyén ra thong bdo, doi tugng
nhan thong bdo.

m Phdn néi dung: Noi dung can thdng bio

m Phdn két thiic: Nhan manh noi dung
can thdong bdo, xdc dinh thdi han ¢é hiéu
luc va quy tic xU sy s& dugc dp dung
néu ¢6 vi pham.

Sunday, September 02,

2012 5

" J
4. Cac loai thong bao
4.1. Thong bdo vé mét sy viéc
m Vi du: Thong bdo vé hdi nghi, hdi cho,
trién 1am, sy kién...
m N§i dung chinh cdn thong bdo:
n Chd thé ti€n hanh, muc dich, thoi
gian, thoi han, dia di€m, thanh phﬁn,
ddi twgng tham du...
a Quyét dinh, két qua.

Sunday, September 02,
2012

“ JEE
4.2. Thong bdo vé viin bin méi, chu
truong, chinh sach

m Nji dung cén thong bdo:
o Chi thé ban hanh
o Tén goi, thdi gian ban hanh
a Tém tit ndi dung
a Thai gian, pham vi thuc hién.

Sunday, September 02,

2012 7

" JE
4.3. Thong bao vé hoat dong quan ly
m N§i dung cdn thong bdo:
o Noi dung ctia hoat dong quan ly
a Ly do tién hanh hoat dong quan 1y
a Thai gian, pham vi ti€n hanh.

Sunday, September 02,
2012




" J
4.4. Thong bao vé nhiém vu dugc giao
m Nji dung cén thong bdo:
n Tom tit nhi€m vu dudc giao
a C4c yéu cau khi thyc hién nhiém vu

a Bién phdp cin 4p dung d€ hoan thanh

TEN CQ, TC CAP TREN CONG HOA XA HOI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC Poc lap - Ty do - Hanh phiic
S6: /TB Dia danh, ngay ...... thang ..... nam ...
THONG BAO
V& VIBC.ovoreomeeersseesseesesersse

Phian mé dau: Néu muc dich, chi thé, thim quyén thdng bdo

Phan ndi dung: Nhitng ndi dung cin thong bao

nhlem vi. Phan k&t thic: Yéu ciu thyc hién, thdi gian t3 chifc va hig¢u
Iy thi hanh, quy tic x{ sy sé dudc 4p dung néu vi pham.
Noi nhan: QUYEN HAN, CHUC VU NGUOIKY

Sunday, September 02, o

2012 2 - Luu VT, (6).H.
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A 2 A A
CAUHOIONTAP
1. Néu céc yéu cau cua thong bdo? BAI3

2. Cau tric clia thong bdo va nhitng ndi
dung chinh cta cac loai thdng bdo?

3. Soan Thong bdo vé k&t qua cudc hop
dau ndm tri€n khai k€ hoach san xuat
kinh doanh cua cong ty?

4. Soan Thong bao vé viéc chuyén tru
s6 lam viéc Cong ty?

Sunday, September 02,
2012 1

KY THUAT SOAN THAO
TRINH BAY TO TRINH

SO TIET HOC: 1




" JE
NOI DUNG BAI GIANG
m Khai niém TJ trinh
m Yéu ciu ctia T trinh
m C4u trdc cda T§ trinh

Sunday, September 02,
2012 2

" JE
1. Khai niém
m L4 loai vian ban hanh chinh
m Ding cho CQ, TC cap dudi
= Noi dung: bé xpéft, xin phé duyét van dé
thu(f)c, tham quyén quyé€t dinh ctia CQ,
TC cap trén.

Sunday, September 02,
2012 3

* JEE

2. Yéu cau

m Néu tinh cap thi€t clia vAn dé xin phé
duyét, dé xuat.

m Van dé xin phé duyét, dé xui't phdi dudc
dién gidi bing phuong 4n.

m Cdc giai phap thuc hién phai mang tinh
kh4 thi.

Sunday, September 02,

2012 4
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3. C4u triic cua to trinh

m Phdn mé ddu: Nhan dinh chung vé tinh
hinh thuc t& (thuin lgi, khé khin) tir d6
chi ra tinh cAp thiét clia van dé xin phé
duyét, dé xuat.

m Phdn néi dung: Noi dung clia dé xuit,
phuong an thyc hién.

m Phdn két thiic: Y nghia, tic dung cta dé
XUAt.

Sunday, September 02,
2012 5




TEN CQ, TC CAP TREN CONG HOA XA HQI CHU NGHIA VIET NAM
TEN CG QUAN, TO CHUC Péclap - Ty do - Hanh phic

S&: /TT Dia danh, ngay ...... thang ..... nam ...
TGO TRINH

Kinh g&i:

Phin mé diu: Nhén dinh tinh hinh, phén tich nhitng thuin 1¢i, kh6 khin
1am co s& cho viéc dé xudt van dé.

Phin ndi dung: Néu noi dung clia dé nghi méi, @€ xuit cdc phuong 4n
thyc hién, dy ki€n nhitng van dé c6 thé phat sinh khi thuc hién.

- Néu nhitng kho khén, thudn loi (cht quan, khdch quan) khi trién khai
thuc hién va du kién bién phap khic phuc.

Phin k&t thiic: Néu y nghia, tic dung clia dé nghi méi; dé nghi cip trén
xem xét chap thuin d€ sém trién khai thuc hién.
Noi nhan: QUYEN HAN, CHUC VU NGUOI KY

- Luu VT, (6).H.

" JEE
CAUHOI ON TAP
1. Néu céc yéu cau clia td trinh?

2. CAu tric cla tJ trinh va nhitng ndi dung
chinh cta tG trinh?

3. La Gidm déc Chi nhanh Cong ty CP
Hoa Mai tai tinh Binh Duong, em hay
soan T¢ trinh géi Giam doc Cong ty
xin tuyén dung thé m nhin sy’ va mua
mot 6-td6 phuc vu cho cong viéc kinh
doanh cua Chi nhanh *

Sunday, September 02,
2012

BAI 4

KY THUAT SOAN THA O
TRINHBAY BAO CAO

SO TIET HOC: 1

" JEE
NOI DUNG BAI GIANG
m Khai niém bao cao
m Yéu cdu cua bao céo
m Phan loai bao céo
m CAu tric cua bao céo
m Phuong phép soan bao céo

Sunday, September 02,
2012




" J

1. Khai niém

m Vin ban hanh chinh

m Chi dung cho CQ, TC cap du6i

m N§i dung: Phan anh sy viéc, hoat dong
cua CQ, TC trong mot khoang thgi gian
cu thé.

m Chiic nang: Gitip CQ, TC c4p trén ddnh
gid dugc tinh hinh thuc t&, kip thdi dé ra
chinh sach, bién phap quan 1y phu hop.

Sunday, September 02,
2012 3

" J

2. Yéu c4u cua bdo cdo

m Trung thuc, khdch quan, chinh xdc:
Chi tiét, sd liéu phai ding thuc t€.

m Cu thé, ¢6 trong tam: Gidp cap trén
d4nh gi4 ding tinh hinh thuc t€ d€ ban
hanh cdc quyét dinh qudn ly.

m Kip thoi, nhanh chong: Vi bdio cio phuc
vu ¢dng tic qudn ly, diéu hanh.

Sunday, September 02,
2012 4

3. Phan loai bao cao

Sunday, September 02,

2012 5
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3. Phan loai bao cao (2)

m Bdo cdo cong tdac: So két, tong két

m Bdo cdo chuyén dé: Mot van dé trong
hoat dong ciia td chiic

m Bdo cdo chuyén mén: Tai chinh, thu€ ...

m Bdo cdo chung: DEé cip tit ca cdc miit
hoat dong ctia td chiic

m Bdo cdo thuc té: Thyc t€ cong tic va dé
xuat bién phdp gidi quyét van dé.

Sunday, September 02,
2012 6




“ JEE

4. CAu tric cia bdo cdo

m M§ dau: Nhiém vu dudc giao, thuin Igi
va kho khan trong qua trinh thyc hién

m Noi dung: K&t qud thuc hién; cong viéc
da lam dugc, chua lam dudc; nguyén
nhan chui quan — khach quan.

m K&t thidc: Muc tiéu, nhiém vu mdi, bién
phdp thuc hién, ki€n nghi cap trén

Sunday, September 02,

2012 7

“ JEE

5. Phuong phap soan bao cao

5.1. Chuan bi:

m X4c dinh muc dich cta bao cdo.

m Thu thap dif liéu cin bdo cdo: Ddi chiéu
thong tin thu nhian dugc dé ki€m chiing
do xdc thuyc cta thong tin.

m Sip x€p, tdng hdp dif liéu bdo cdo.

m Tong két hoat dong, kinh nghiém, y kién
can dé xudt Ién cp trén.

Sunday, September 02,
2012 8

"
5.2. Vi€t bao cdo
m Bdo cdo so két (6 thdng):
e Cong viéc da lam dugc, chua lam dudc.
e Nguyén nhan chd quan, khach quan.
e Bié¢n phap thuc hi€n cOng vi€c con lai.
m Bdo cdo tong két (12 thdng):
e Tdng hgp nhiém vu di hoan thinh, chua
hoan thanh (két qua cu thé).
e Nguyén nhan chua hoan thanh.
e Phuong huéng nhi€ém vu cho ndm sau.

Sunday, September 02,

2012 9

TEN CQ, TC CAP TREN CONG HOA XA HQI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUC Poclap - Ty do - Hanh phiic
S6: /BC Dia danh, ngay ...... thang ...... nam ...
BAO CAO
Véviee............
Kinh géi:

Phin mé dau: Pic diém tinh hinh; nhiém vu dugc giao; thuan 1gi khé khin
Phan ndi dung: - Kiém diém nhiing viéc di lam dugc, nhitng ton tai cu thé,
nguyén nhdn chii quan - khdch quan

- Pédnh gig két qui kém theo s6 liéu thuc t&€ (dat bao nhiéu % chi tiéu,
nhiém vu dugc giao)
Phan két thic: Myc tiéu, nhiém vy sdp t6i; cdc bién phap thyc hién; Kién nghi,
de xuat vdéi cap trén.

Noi nhan: QUYEN HAN, CHUC VU NGUOI KY

-Luu VT, (6).H.
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CAUHOION TAP
1. Néu céc yéu cau clia bdo cdo?
2. Cau tric ctia bdo cdo va nhitng nodi
dung chinh ctia bdo cdo?

3. Soan Bdo cdo vé hoat dong cia 16p
em nam hoc vira qua?

Sunday, September 02,
2012

11

NHUNG NOI DUNG CHINH

1. Khai niém bién ban

2. Phan loai bién ban

3. Phuong phéap ghi bién ban
4. CAu tric cla bién bin

1. Khai ni¢ém bién ban

[J Vian ban ghi lai nhitng su viéc, vu viéc
da xay ra / dang dién ra dé lam ching
clr phap 1y vé sau

[0 Yéu cau: Ghi trung thuc, khach quan,
chinh xac va day du.




4. Cau truc cua bién ban

[0 M6 dau: Thoi gian, dia diém 13p bién ban,
thanh phan tham du
[ Noi dung: N
B Bién ban hoi hop / vu viée dang dién ra: ghi
theo tién trinh
B Bién ban su viéc da xay ra: mo ta lai hién
truong, ghi 101 khai nhan chung
[0 Két lu@n: Ghi thoi gian, dia diém két thuc viéc

1ap bién ban, bién ban duoc doc thong qua
nhiing nguoi tham duy, s6 ban duoc 1ap.

CAU HOI ON TAP
[0 Phan loai bién ban?

O Néu phuong phédp ghi bién ban?

O CAu tric ctia bién ban?




BAI 6

KY THUAT
SOAN THAO & TRINH BAY

HOP DONG

SO TIET HOC: 1

"
NH(’NG NOI DUNG CHiNH:

m Khai niém hop déng

m Diéu kién cé hiéu lwc clia hop ddng

m C4c loai hop dong

m C4u truc cla hop déng

= Nhiing diéu can Iuu y khi soan thao hop
dong

m Céc 16i thwong gép khi soan thdo hop
dong.

02/09/2012 2

* JEE

1. Khai niém hop dong

m Théa thuan gilra cac bén trén co s& tu
nguyén, khdéng vi pham diéu cdm cla
phap luat va khong trai dao dirc xa hoi
nham xac lap, thay déi hoac chdm dirt
quyén va nghia vu clia cac bén.

m Hop ddng c6 tinh rang budc dbi véi cac
bén vé mat phap ly.

02/09/2012

" JEE

2. Piéu kién cé hiéu lwc ctia hop dong

m Chu thé hop déng co6 thdm quyén ky két

= Muc dich, néi dung hgp dong khong vi
pham diéu cam cua phap luat, trai dao
dure xa hoi

= Chu thé tw nguyén tham gia quan hé
hop dong

m Hinh thirc hop déng phu hop quy dinh
cua phap luat

02/09/2012 4
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. Cac loai hop dong
Hop déng dan s
Hop déng kinh doanh, thwong mai
Hop déng lao déng

H E B W

02/09/2012

" JE
4. CAu truc cua hop dong: 3 phan
m Phan cén ctr phép ly va thuc té:
e \Van ban phap quy lam co s& cho hop ddng
e Can cl thyc té trao dbi gitra cac bén
m Phan chu thé giao két:
e Tén chd thé giao két
e Thong tin lién quan dén chu thé (dia chi,
chtrc vy, tai khoan, ma so thué, dién thoai)
m Phan néi dung théa thuén:
e Cac diéu khoan hop dbng

02/09/2012 6

" J

5. Nhitng diém can Iwu y khi soan hop
dong

m Tén hop déng: Theo ndi dung thda thuan

m Khéng st dung tén “Hop déng kinh té”.

= D&t tén hop dong theo ndi dung thda
thuén va doi tweng hgp dong.

m Tao thuan loi cho cong tac quan ly, gidi
han pham vi van ban phap luét diéu chinh.

m Vi du: “Hop dbng gia cong”, “Hop dbng
mua ban hang héa”.

02/09/2012

" J
m Diéu khoan thanh toan ré rang
e S tién dwoc no lai
e Th¢i gian duwgc ng

e Ché tai sé dwoc ap dung trwdng hop vi
pham thanh toan (VD: ché&m thanh toan)

m Trach nhiém thanh toan cac khoan thué,
phi, bdo hiém ...

02/09/2012 8
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m Chu trong diéu khoan tuy nghi:
e Cac trieng hop mién trach nhiém do vi
pham hgp déng
e Murc phat vi pham
e Bén thua kién phai tra chi phi thué luat
sw cla bén thang kién
¢ Viéc stra dbi clia hop ddng phai dwoc
|&p thanh van ban
e Quyén chuyén nhwong hop ddng cho
bén thr ba ...
e Rui ro déi voi déi twong hop déng

02/09/2012

" JEE
m Tinh chét ché, cu thé ctia hop déng
e May mac, thiét bi can quy dinh rd phan
mém hay phu tung kem theo.
e Nhirng thiét hai cu thé do giao hang cham.
e Ngudi chiu chi phi van chuyén.
e Diéu khodan vé giai thich hop dbng

02/09/2012 10

" J
Vu tranh chap hop déng bao hiém giira
Cty Bao hiém AAA va NH Pai Tin:

a NH Dai Tin ky v&i Cty Bao hiém AAA hop
ddng bao hiém xe 6-t6 Mercedes voi
pham vi béo hiém nhw sau: am va, lat d,
hda hoan, chay né, bao, 10 lut, sut 1&, sét
danh, ddng dat, mwa da, mat toan bd xe
va tai nan rai ro bat ngo khac.

m Ngay 1/8/2008 mwa két hop v&i triéu
cwdng da ngdp tdng hdm dé xe cla ngan
hang gay hw héng nang chiéc Mercedes.
Két quéa giam dinh thiét hai: 400 triéu

02/09/2012

" J

= Pai Tin cho rAng xe ndm trong pham vi
“tai nan rui ro bat ngd’” va yéu cau AAA
bdi thuwdng.

m AAA thi cho réng viéc nwéc ngap gay hw
hai xe khéng thudc pham vi bao hiém vi
“tai nan rui ro bat ngd’” 1a nhirng rai ro
xay chi trong tich tac, khéng lwdng truéc
dwoc nhw canh cay roi, xe mét lai ... Con
s c6 mwa ngap xay ra trong khoang thoi
gian dai ttr 16h30 — 17h nén khéng phai la
“tai nan rui ro bat ngo’”.

02/09/2012 12
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m Theo Tir dién Tiéng Viét 1994 — NXB
KHXH: “bat ngo” |a “khéng ai ngé, xay
ra ngoai dw tinh”.

m Tir dién Tiéng Viét — Ngon ngilr hoc Viét
Nam, NXB Thanh Hoéa: “Bat ngd’” |1a
“khéng ngo toi, khéng dw tinh truréc
dworc”.

m Nhu vay “bat ngé” khong bao ham khai
niém “Xay ra trong tich tac”.

02/09/2012 13

m Giai thich hop déng bao hiém: Néu hop
ddng bao hiém c6 diéu khoan khéng rd
rang thi diéu khoan do6 dwoc giai thich
theo hwdng co Igi cho bén mua bao hiém
(D21 Luét Kinh doanh b&o hiém 2000)

m Két luan: Tranh chép gitra AAA va Dai
Tin xuéat phat twr sw thiéu chat ché va ro
rang trong diéu khoan quy dinh vé pham vi
béo hiém, cac bén da khéng cu thé hoa
cac trwdng hop thude “tai nan rai ro bat
ngo’”./.

02/09/2012 14

" S
CAU HOI ON TAP
m Hop dbng la gi?
= Néu céc diéu kién co hiéu luc clia hop
dong?
m C4u truc clia hop ddng?
m Soan hop ddéng mua ban hang hoéa?

02/09/2012 15

BAIl 7

KY THUAT SOAN THAO
CONG VAN

SO TIET HOC: 1




2. Cac loai cong van hanh chinh 3. Pac diém cua cong van hanh chinh

[0 Cong vin yéu cu, kién nghi, dé nghi [ Chi thé ban hanh:
[0 Coéng van trd 101 (phuc dap) *
[0 Cong vin hudng dan

[ Cong vén gidi thich

B Co quan, tO chuc

u Cén‘bC), cong chirc nha nudc c6 tham
. quyén

[0 Cong van don doc, nhac nhg * [ Muc dich ban hanh:

[J Coéng van chi dao

R B Giai quyét cac van dé theo thdm quyén &
[0 Cong van trao doi y kién quy quy

n - chtrc ndng duoc giao
[0 Cong védn cam on




Cong van tra 1oi, phuc dap

[0 M¢ ddu: Tra 15i theo don, cong vin (s, ky
hi€u, ngay thang ndm) cua ai, v€ van dé gi
[0 Noi dung: Tra 15i theo timg van dé duoc yéu
cau. Van dé€ nao chua thé tra 101 can giai
thich rd 1y do.
[0 Két thitc: Thé hién sy quan tam doi voi
nhiing van dugc hoi va nguoi hoi.

Cong van don doc, nhac nh¢

O Mé diu: nhac lai chu truong, chinh sach, ké
hoach, quyét dinh da duoc chi dao dé thuc hién
O Noi dung tom tat tinh hinh thuc hién cong viéc
cua céap dudi, dé rabién phap tiép tuc thuc hién
nhitng mat con ton tai, giao trach nhi¢m cho co
quan, don vi cap dudi tiép tuc thue hién va néu
10 thoi gian thu'c hién.
O Ket thiic: yéu cau to chirc cap dudi khan truong
trién khai thwe hién va bao cao két qua.




CAU HOI ON TAP

[0 Cong vian hanh chinh 1a gi?

[0 Néu dic diém cida céc loai cong vin hanh
chinh?

[0 Soan cdng viin tra 13i don khi€u nai ctia
cdc ho dan vé viéc Cty SBT noi ban dang
lam viéc, thai nudc thai chua qua xi 1y ra
song gy thiét hai cho viéc ddanh bit va
nudi trong thdy sdn cta ho.

BAI 9

KY THUAT SOAN THAO
PON THU CA NHAN

SO TIET HOC: 1




Cdc
nhan

2. Pic diém cia don, thu cd nhan

O Chﬁ\thé?: c4 nhan c6 ning Iyc hanh vi dan
su day du.

O N¢i dung: y chi, mong mudn ciia c4 nhan.

[0 Muc dich: thuc hién va bdo vé quyén, 1gi
ich hgp phap cta cd nhan.

[0 Diéu kién ban hanh: theo quy dinh cia
phdp ludt hodc y chi cia ca nhan.

O Thé thiic: theo quy dinh chung.

3. Cac loai don, thw ca nhan

[0Pon dé nghi (d€ dat nguyén vong);
O Pon yéu cau (gidi quyét vu viéce);
[1DPon khang céo;

[dDan, thu xin viéc;

0 Pon khi€u nai;

OPon t6 cdo;

[ Di chic.




4. Chutricva cach oanE thao

'ff-:-:-:D _ -Phan'm()"d ........ L

;-Ngay-.thang ndm sinl
31Chu’ngim1nh nhanf

4.2. Phan néi dung mét sé loai don

O Péi véi don dé nghi:
B Nguyén vong clia ngudi viét don;
B Hoan cadnh clia ngudi viét don;
M Cac co sd cia nguyé€n vong;
B Ly do viét don dé nghi;
B Cic dé nghi cu thé cin dugc xem xét
gidi quyét.

Déi véi don khiéu nai:

[0 Néu 16 doi twgng khi€u nai: Quyét dinh
hanh chinh hay hanh vi hanh chinh;

[0 Noi dung khi€u nai: tém tit vu viéc xay
ra; quyén, 1¢i ich bi xAm pham; thiét hai
vat chat, tinh than.

[0 Bé nghi cu thé khdi phuc quyén, 1gi ich
bi xAm pham, mifc bdi thudng thiét hai.




caoai? To cao viéec o

x4y ra doi

L S B

 [ODu luén quan ching

oSSR S

Kemth

Mot s6 mau don, thu

0 DPon yéu cau, dé nghi.
[0 Bon danh cho sinh vién.

[ Thu xin viéc.




