
LIEN HEP CAC HQI KH&KT VIET NAM
vb6n uNg d vng khoa hqc hAnh CfflNH

CONG HOA XA HOI CHU NGHIA VIET NAM 
D§c lap - Tit do - Hanh phut i.

iS& 36/TB-VKHHC Ha Noi, ngay 10 thdng 4]ndm 2023
UBtiD TtNE NINH THU^N

\T&
THONG BAO

Ve viec to chirc cac lop tap huan boi dirchng ngan han
VAm

---------------------— ...... , .
n£ng cao chuyen mon, nghi^p vu cho dpi ngu can bQ trong cac ca quan, to

chuc va doanh nghi^p, Vien Ung dung khoa hoc hanh chinh thong bao to chuc cac lop tap huin 
* /

boi dirang ngan han thang 5 va thang 6/2023 nhir sau:
1. Thoi gian va kinh phi lop tap huan

*

i
i n>

jThoi gianTen lop tap huanTT 1Kinh phi
Nghiep vu quan ly, sir dung tai san-cong
(cap nhat guy dinh m&i, thai litpng 02 ngdy)

* <1 2.500.000d/Hv 17/5 - 18/5/2023
i»

Quan ly tai chinh va co1 che tu* chu tai chinh 
trong don vi sir nghiep cong lap (theo Nghi dinh 
sS 60/202J/ND-CP, Thong tu 56/2022/TT-BTC; 
thai lupng 02 ngdy)

2 2.500.000d/Hv 19/5 - 20/5/2023

Ky nang, nghiep vu cong tac van thir
(chuang trinh chuyen sdu va cap nhat quy dinh m&i, 
thai luang 03 ngay)

i■L
3 3.000.000d/Hv 23/3 - 25/5/2023

i I
Ky nang, nghiep vu soan thao van ban hanh 
chinh (theo Nghi dinh so 30/2020/ND-CP, thai 
lupmg 02 ngdy)

} s
4 2.700.000d/Hv 24/5 - 25/5/2023

i
Hirong dan thu tuc, ho sot mua sam, sira chfra tai 
s&n, trang thiet bi y te, thuoc, hang hoa, djch vu 
(cap nhat quy dinh mai, thai luang 02 ngay)

5 2.700.000d/Hv 26/5 - 27/5/2023
1 1

Ky nang, nghiep vu cong t£c tham mini (thai 
luang 02 ngay)6 2.700.000d/Hv 30/5-31/5/2023

i
Ky nang tiep cong dan v& giai quyet khieu nai, 
to c4o, kien nghi, phan anh (cap nhat quy djnh 
mai, thai luting 02 ngay)

1 01/6 - 02/6/20232.900.000d/Hv
i I \

I
Ky nang viet tin, bai tren bao dien tu va cac 
trang thong tin dien tu, mang xa hoi (thai luang 
02 ngay)

8 2.500.000d/Hv 02/6 - 03/6/2023
t

iiKy hang lam vice chuyen nghiep trong moi 
truemg hien dai (thai lumg 02 ngay)9 2.700.000d/Hv 06/6 - 07/6/2023

Ghi chu: - Kinh phi tren bao gom: tien hoc phi (thu lao giang day, phong hoc, tai lieu, 
chung nhan cuoi khoa, teabreak giua gia, quan ly phi). I

- Kinh phi di lai, an nghi va sinh boat trong thai gian tap huan do ca quan cong tac cua 
hoc vien hoac hqc vien tu chi tra. 1

i

1
t■
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2. Bia diem tap huan: Toa nha Vietcombank - So 79 Nguyen Dinh Chieu, phirong 6, 

quan 3, thanh pho Ho Chi' Minh.
3. Doi tirong tham dir

ft * *

- Lop tap huan so 01, 02, 05: Thu tnrcmg; Cap pho phu trach tai chinh - ke toan, co so vat 
chit; Truong, pho phong Tai chinh - ke toan; Ke toan truong; Ke toan vien; Trirong, pho phong

^ r w •

Quan tri; Can bo nhan vien phong Quan tri (co quan ly ve tai san, co so vat chat, thiet bi cua co 

quan, don vj) va can bo lien quan trong don vi hanh chinh, sir nghiep cong lap.
- Lop tap huan so 03,04, 06, 09: Can bp lanh dao, quan ly van phong (phong hanh chinh, 

tong hop, ...); Can bp lam cong tac le tan; Can bp hanh chinh, van phong; Can bp van thu, lira 

tru; Truong, pho phong cac phong chuyen mon va can bp chuyen vien lam cong tac chuyen mon 

tai cac phong, ban va don vi (phong, khoa, Trung tam, ...) trong co quan, t6 chuc, don vi.
- Lop tap huan so 07: Can bp lam cong tac tiep dan, khach hang; can bp thanh tra - phap

t •*

che; can bp lam cong tac to chuc nhan sir; can bp lam cong tac chuyen mon cac bp phan tham 

gia giai quyet khieu nai, to cao, kien nghi, phan anh cua cong dan, khach hang, ...
- Lop tap huan so 08: Can bp lam cong tac hanh chinh, van phong (kiem nhiem quan tri 

va viet-tin bai), can bp cong nghe thong-tin-quan trj- website, can bp lam chuyen mon phu trach 
cong tac viet tin bai cho co quan, don vi.

4. Noi dung chirong trinh va doi ngu giang vien
- Npi dung chuong trinh tap huan dupe thiet ke va xay dung dua vao muc tieu dao tao, 

sat vdi thuc te cong viec dupe bien scan thanh cac chuyen d! cu thi (phu luc kem theo).
- Chuong trinh dupe giang day bdi dpi ngu chuyen gia uy tin, giau kinh nghiem chuyen 

mon, va thuc tien (phu luc kem theo).
5. Chung nhan: Vien Uhg dung khoa hoc hanh chinh cap theo quy dinh.
6. Dang ky tap huan va thanh toan kinh phi
- Bang ky tap huan theo mau va huong dan tai phu iuc so X va gui file dang ky (file 

Word hoac Excel) vao email cua phong Dao tao: daotaovienkhhc@gmaiI.com
- Thanh toan: Co quan, don vi va hoc vien co the thanh toan bang hinh thuc chuyen klioan 

hoac dong tikn mat (npp vao ngay khai giang lop tap train). Tai khoan cua Vien se cung cap cho 

hoc vien chuyen khoan tai thong bao nhap hoc hoac tren hoa don gui cho hoc vien.
7. Thong tin lien he
Vien Uhg dung khoa hoc hanh chinh - S6 11, ngach 58/7 duong Thanh Binh, phuemg Mp 

Lao, quan Ha Bong, thanh pho Ha Npi.
Hotline: 0983.372.855 (zalo) hoac 08.678.55.338, Email: daotaovienkhhc@gmail.com
Website: https://vienhanhchinh.vn/
Tran trong cam on./.

VIEN TRU CflVGNoi nhan:
- Cac ccr quan, to chuc, don vi;
- Lanh dao Vien;
- Phong: BTNCKH; HCNSTV;
- Luu: VT.

HOC

VIEN A?

'Sy^OAHOC/f^I 
“' HmWH cHihri/^y

Nguyen Dang Hieu

mailto:daotaovienkhhc@gmaiI.com
mailto:daotaovienkhhc@gmail.com
https://vienhanhchinh.vn/
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Phu luc I

LdP TAP HUAN SO 01: NGHIEP Vy QUAN LY, SIJ^ DyNG TAI SAl^ CONb 

(Kent theo Thong bdo so: 36/TB-VKHHC ngdy 10 thdng 4 ndm 2023)

i

N$i dung chuyen deTT Thfri
l^yng

Chuyen de 1. Nghiep vu quan ly, sir dung tai san cong tai co' quan, don vi
1. Hinh thanh tai san cong tai ca quan, don vi
2. Dau tu xay d\mg tr\i so lam vi?c
2. Mua sam tai san cong phyc vu boat dyng cua co quan, don vj
3. Thue tai san, khoan kinh phi su dung tai san cong
4. Quan ly van hanh tai san cong va lap, quan ly h6 so v£ tai san cong
5. Hinh thirc xu ly tai san cong: thu hoi, dieu chuyen, ban, thanh ly,
6. Sir dung tai san cong vao muc dich kinh doanh, cho thue, lien doanh, lien k4t

; # *
7. Thong ke, ke toan, kiem ke, danh gia lai, bao cao tai san cong

9 f

8. Khau hao va hao mon tai san co dinh
9. Xu ly tai san cong trong truong hap chuyen doi mo hinh boat dong tai don vj su hghiep 

cong lap
9 \

10. Quan ly, sir dung so tien thu dugc tir xu ly tai san cong
11. Quan ly, su dung tai san cong tai don vi su nghiep cong lap da tu chu tai chinh
Thao luan va giii dip vudug mac

t

i
y

i
1,5

ng^y

i i
t

Chuyen de 2. Huong dan xay dung quy che quan ly, sir dung tai sin cong vafde an 

sir dung tai sin cong vao muc dich kinh doanh, cho thue, lien doanh, lien ket ^
9 9 .

1. Huong dan xay dung quy che quan ly su dung tai san cong: cac tieu chuan, dinh muc 

trong quan ly, su dung tai san cong; quy dinh chi tiet trong dau tu, mua sim, thue khoan 

va xu ly tai san cong
2. Huong dan xay dung de in su dung tai san cong vao muc dich kinh doanh, cho* thue, 
lien doanh, lien ket 
Thao luan va giii dap virfrng mac

2 0,5
ngiy

Ir. ♦

;; Doi ngu giing vien, chuyen gia (du* kien):

1. ThS. Le Thi Thach Hoa - Hiep hoi Ke toan - Kiem toan

2. TS. Pham Thj Thanh Van - Truong bo mon Tai chinh cong - Hoc vien Hanh^chinh Quoc

t

L x
igia

3. PGS.TS. Ngo Thanh Hoang - Truong bo mon Ke toan cong - Hoc vien Tai chinh

t
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Phu luc II « •

LCfP TAP HUAN SO 02: QUAN LY TAICHINH 

VA CO CHE TIT CHU TAI CHINH TRONG DON VI Slf NGHIEP CONG LAP
(Kern theo Thong bdo so: 36/TB-VKHHC ngdy 10 thdng 4 ndm 2023)

Thoi
Noi dung chuyen deTT

luong

Chuyen de 1. Hirong dan phan loai niiic ty chu tai chmh, xac dinh mu c ty bao dam 

chi thirong xuyen va giao quyen ty chu tai chinh

1. Dich vu sir nghiep cong, gia, phi dich vu sir nghiep cong

2. Huong dan phan loai muc tu chii tai chinh cua don vi su nghiep cong

3. Huong dan xac dinh muc tu bao dam chi thubug xuyen va giao quyen tu chu tai chinh 

cho don vi sir nghiep cong

4. Huong dan xay dung phuong an tu chu tai chinh (mdi nhit)

Thao luan va giai dap virdng mSc cua hoc vien

1

Chuyen de 2. Huong dan quy dinh chi tiet ve co’ che ty chu tai chinh (nhom 1, nhom

2. nhom 3, nhom 4) va xay dyng quy che chi tieu noi bo

1. Nguon tai chinh cua don vi va chi thuong xuyen giao tu chu

3. Chi thuong xuyen khong giao tu chu va chi thuc hien nhiem vu khoa hoc cong nghe

4. Huong dan phan phoi ket qua tai chinh trong nam (trich lap cac quy)

5. Tu chu ve giao dich tai chinh va lien doanh, lien ket

6. Xay dung quy che chi tieu noi bo

- Huong dan quy dinh ve che do, tieu chuan, dinh muc, muc chi

- Huong din xay dung noi dung chi, muc chi cln thiet cho boat dong cua don vi nhung 

chua duoc co quan nha nude co tham quyen quy dinh

- Huong dan mlu xay dung quy ch4 chi tieu noi bo theo quy dinh tai Thong tu sd: 

56/2022/TT-BTC

Thao luan va giai dap virdng mlc cua hoc vien

01

ngay

2
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Chuyen de 3. Huong dan lap, chap hanh dir to^n va quyet toan thu, chi

1. Lap dir toan, phan bo va giao du toan

2. Hirdng dan thirc hien dir toan va quyet toan thu, chi
* *

3. Kiem tra, kiem soat boat d$ng thu, chi cua don vi sir nghifp cong

4. Hach toan ke toan va quyet toan

5. Xu- ly cac tnrang hgp nam trong dieu khoan chuyen tiep

Thao luan va giai dap virdng mac cua hqc vien

i

3 t

i
■c01

i ng^y j>
l

Chuyen de 4. Che d$ bao cao va xu1 ly tai san, tai chinh khi to chirc lai hoac giai the 

don vi su1 nghiep cong
t ^ ^

1. Che do.bao cao dinh ky va hirong dan cac mau bao cao

2. Huong dan xu ly tai sAn, tai chinh khi to chuc lai hoac giai the don vi su nghiepxong

Thao luan va giai d&p vuong mac cua hqc vien

i
i
\ i

4

Doi ngu giang vien, chuyen gia (du kien):

1. ThS. Le Thj Thach Hoa - Hiep hqi Ke todn - Kiem toan

2. TS. Pham Thj Thanh Van - Truong bp mon Ke toan, kiem toan cong - KhoajQuan y nha 

nude ve Kinh te va Tai chinh cong - Hqc vien Hanh chinh Quoc gia

3. PGS.TS. Ngo Thanh Hoang - Truong bp mon Ke toan cong - Hqc vien Tai chinh

\
I

t
i

l

I
i .

;
•ij{I

?■

i
j
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Phu luc HI
LOP TAP HU AN SO 03: KY NANG, NGHIEP VU CONG tAC VAN THU

Chucmg trinh chuyen sdu
(Kem theo Thong bdo so: 36/TB-VKHHC ngdy 10 thdng 4 ndm 2023)

Thoi
Noi dung chuyen deTT

lirong

Chuyen de 1. Quan ly van ban di, van ban den

1. Quan ly van ban di: Cap so, thoi gian ban hanh va dang ky van ban di; Mian ban, dong 

dau va dau chi dp mat, muc dp khan; Phat hanh va theo doi viec chuyen phat; Luu van ban

di
tt r *>

2. Quan ly van ban den: Tiep nhan va dang ky van ban den; Trinh, chuyen giao, giai 

quyet va theo doi, don doc viec giai quyet van ban den
t

3. Quan ly van ban di, van ban den dien tu

4. Sao van ban: Cac hinh thuc ban sao; gia tri phap ly va tham quyen sao van ban

Th£o luan va giai dap vird’ng mac cua hoc vien

1

01 ngay

Chuyen de 2. Quan ly va sir dung con dau c<r quan, thiet bj liru khoa bi mat

1. Trach nhiem quan ly va su dung con dau, thiet bi luu khoa bi mat

2. Su dung con dau, thilt bi luu khoa bi mat

3. Dang ky, giao npp, thu h6i, huy con dlu va thiet bi luu khoa bi mat
/ r r

4. Cac hanh vi bi nghiem cam trong quan ly va su dung con dau, thiet bi luu khoa bi mat 

Thao luan va giai dap vircmg mac cua hoc vien

2

Chuyen de 3. Bao ve bi mat nha inro'c trong cong tac van thu

1. Khai niem bi mat Mia nude, pham vi bi mat Mia nude trong cong tac van thu

2. Danh muc bi mat Mia nude

3. Hudng dan dp mat doi vdi timg loai tai lieu, vat mang bi mat nha nude

4. Mau dau dong bi mat, man bien cam va xac dinh va dong dau dp mat doi vdi timg tai 

lieu, vat mang bi mat nha nude

5. In, sao, chup tai lieu, vat mang bi mat nha nude

6. Van chuyen, giao nhan tai lieu, vat mang bi mat nha nude

7. Thong ke, luu giu, bao quan tai lieu, vat mang bi mat nha nude 

Thao luan va giai dap vudng mac cua hoc vien

0,5
3

ngay
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Chuyen de 4. Xay dung danh muc ho sor, lap ho sff va n§p Imi ho su, tai iifu 

Liru tru co quan
1. Xay dung danh mucdio su
- T^c dung, y nghia cua lap danh muc ho so
- Can cu lap danh m\ic ho so
- Npi dung lap danh myc ho so
2. Lap ho so’ doi voi ho so* giay
- Yeu cau lap ho so
- Mo ho so
- Thu thap, cap nhat van ban, tai lieu vao ho so
- Ket thuc ho so
3. Lap ho sor di^n tu
- Lap ho so di£n tir khi da co danh muc ho so va chua co danh muc ho so
- Lap ho so dien tu trong he thong khi tfnh nang lap ho so dien tu chua hoan thien hoac

w
chua co tfnh nang lap ho so dien tu
4. Nyp luu ho su, tai lieu vao Luu tru co* quan
- Thanh phan nqp luu
- Thai han nop luu

^ s *

- Thu tuc nop luu (ho so giay va ho so dien tu)
- Trach nhiem lap ho so va npp luu ho so, tai lieu vao Luu tru ca quan 

Thuc h£nh, thao luan va giai dap vudng m5c cua hqc vien
Chuyen de 5. Xay dung quy che cong tac van thu va sua doi, bo sung quy che khi 
c6 van ban quy pham phap luat moi '

1. Khai niem, vai tro cua quy che cong tac van thu trong hoat dong cua ca quan, don

vao

»
I

t

1i
r

1,0 ;4
ng&y

1
f

i

v!
0,52. Nguyen tac khi xay dung quy che cong tac van thu j

3. Trinh tu, thu tuc xay dung va ban hanh quy che cong tac van thu
4. Huong dan xay dung nqi dung quy che cong tac van thu
5. Huong dan sua doi, bo sung quy che khi co van ban quy pham phap luat mdi
Thao luan v& giai dap virdng mic

5
ngay

::
)

'K
\
t
r ■

\Doi ngu giang vien, chuyen gia (dy kien):
1. PGS.TS. Vu Th| Phung - Giang vien cao cap, Nguyen Truong khoa Luu tru hoc va Quan tri 
van phong - Truong Dai hoc Khoa hoc Xa hoi va Nhan van - Dai hoc Quoc gia HafNoi I

x ^ r2. TS. Cam Anh Tuan - Truong khoa Luu tru hoc va Quan tri van phong - Truong Dai hoc
Khoa hoc Xa hoi va Nhan van - Dai hoc Quoc gia Ha Noi I I

3. TS. Nguyen Thi Thanh Huorng - Giang vien Khoa Van ban va Cong nghe hanh'chinh - Hoc 

vien hanh chinh Quoc gia

i

*

i/i ¥
&

i
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Phu luc IV
LOOP TAP HUAN SO 04: KY NANG, NGHIEP VU 

SOAN THAO VAN BAN HANH CHINH
(Kem theo Thong bdo so: 36/TB-VKHHC ngdy 10 thdng 4 ndm 2023)

Noi dung chuyen de Thoi
lirong

TT

Chuyen de 1. Mot so van de chung ve van ban hanh chinh
1. Khai niem van ban, vai tro, chuc nang cua van ban hanh chinh

^ /
2. Yeu can ca ban doi vdi van ban hanh chinh 0,51

ngay3. Quy trinh thong thucmg khi ban hanh van ban hanh chinh 

Thao luan va giai dap vnong m5c cua hoc vien
Chuyen de 2. Ky nang soan thao van ban hanh chinh
1. Huong dan the thuc va ky thuat trinh bay van ban hanh chinh
- So sanh diem giong va khac nhau quy dinh ve the thuc thuc va ky thuat trinh bay van 

ban tai Nghi dinh s6: 30/2020/ND-CP va Thong tu s6: 01/2011/TT-BNV
- Huong dan each trinh bay the thuc van hanh chinh theo Nghi dinh so: 30/2020/NB-CP

^ r

2. Huang dan ky thuat soan thao mot so van ban hanh chinh thucmg dung trong boat dong
*

cua co quan, to chuc va don vi
- Quyet dinh; ke hoach

2 1,5
ngay

- Bien ban;
- Cong van, to trinh;
- Bao cao, thong bao;

y r

- Dieu le, quy che, quy dinh, noi quy;...
Thao luan va giai dap virirng mac cua hoc vien

Doi ngu giang vien, chuyen gia (dur kien):
1. TS. Doan Thi To Uyen - Pho Truong khoa Phap luat Hanh chinh nha nude - Truong Dai hoc 

LuatHaNpi.
2. TS. Ha Quang Thanh - Giang vien Hoc vien Hanh chinh Qu6c gia
3. TS. Cam Anh Tuan - Truong khoa Luu tru hoc va Quan tri van phong - Truong Dai hoc 

Khoa hoc Xa hoi va Nhan van - Dai hoc Quoc gia Ha Noi.
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Phu luc V |
LdP TAP HU AN S6 05: HU*OfNG DAN THU TyC, h6 SO MUA SAM, SUA CHiyA 

TAI SAN, TRANG THIET BI Y TE, THUOC, HANG HOA, DICHjVy
(Kem theo Thong bdo so: 36/TB-VKHHC ngdy 10 thdng 4 ndm 2023)

i
j

Nq! dung chuyen deTT Thoi
Iv^ng

Chuyen de 1. Ho s<r, chung tir trong mua s^m, sira chira tai san cong, trang thiet bi y
te
1. Tieu chuan, dinh muc sur dung may moc thiet bj theo Quyet dinh so 50/2017/QD-TTg^
ngay 31/12/2017.
2. Tham quyen quyet dinh mua sam tai san
3. Huong dan trinh t\r, ho so, thu tuc mua sam tai san cong, trang thiet bi y te theo cac't 
phuong thuc: Chi dinh thau rut gon, Chao hang canh tranh rut gpn, Lua chpn nha thauj 
trong truong hpp dac biet... (theo Nghi dinh 07/2023/ND-CP ng&y 3/3/2023 sua'doi, boj 
sung mot so dieu cua Ngh| dinh so 98/2021/ND-CP ngay 08/11/2021 ve quan *' '

i

lytrangj
thiet bi y te, Thong tir 14/2020/TT-BYT ngay 10/7/2020 quy dinh mot so npi dung' 
trong dau thau trang thiet bi y te tai cac co so y te cong lap, Thong tir so 68/2022/TT- 

BTC ngay 11/11/2022 sua Thong tir so 58/2016/TT-BTC ngay 29/3/2016 Quy dinh chi
P 9 + P \ ' 1

tiet viec su dung von nha mroc de mua sam nham duy tri boat dpng thuong xuyen cua don 

vi, Luat Dau thau so 43, Ngh| dinh 63/2014/ND-CP hudng dan Luat Dau thau, Quyet 
djnh so 17/2019/QD-TTg ngay 8/4/2019 ve mot so goi thau, npi dung mua sarri nham 

duy tri boat dpng thudmg xuyen dupe ap dung hinh thuc lira chpn nha thau trong 'truong

0,51
ngay

hpp dac biet...).

4. Hudng dan trinh tu, ho so, thu tuc sua chira tai san co dinh, cong cu dung cu theo cac I
' ^ A 1

phircmg thuc: Chi dinh thau nit gon, Chao hang canh tranh nit gpn.., (theo Thong tir so| 
65/2021/TT-BTC ngay 29/07/2021 Quy dinh ve lap du toan, quan ly, su dung va quyet| 
toan kinh phi bao dudng, sua chua tai san cong; Thong tir so 68/2022/TT-BTC ngay 

11/11/2022, Thong tir so 58/2016/TT-BTC ng&y 29/3/2016 Quy dinh chi tiet viec su 

dyng von nha nude de mua sam nham duy tri boat dpng thuong xuyen cua don vi.

i

Thao luan va giai dap virdng mac cua hpc vien t
Chuyen de 2. Ho so, chirng tu trong mua sam thuoc, hang hoa, djeh vu 1 
1. Hudng din trinh tu, ho so, thu tuc mua sam thuoc (theo Thong tir 06/2023/TT-BYT 

ngay 12/3/2023 sua Thong tu 15/2019/TT-BYT ng&y 11/7/2019 dau thau thuoc tai cac 

co so y te cong lap; Thong tu 15/2020/TT-BYT ngay 10/8/2020 danh muc thuoc dau 

thau, Danh muc thuoc dau thau tap trung, Danh muc thuoc dupe ap dung hinh thuc dam
phan gia...).
2. Hudng dan trinh tu, ho so, thu tuc mua sam hang hoa, dich vu theo cac phuong thuc: 
Chi dinh thau rut gon, Chao hang canh tranh nit gpn, Lira chpn nha thau trong truong hpp 
dac biet... (theo Thong tu so 68/2022/TT-BTC ngay 11/11/2022 sua ThongStu so

012
ngay ?

!:
I

1

A f
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58/2016/TT-BTC ngay 29/3/2016 Quy dinh chi tiet vice six dung von nha nirdc de mua 

sam nham duy tri hoat dong thirong xuyen ciia dom vi, Luat Dau thau so 43, Nghi dinh 

63/2014/NB-CP hirdng dan Luat Bau thau, Quyet djnh so 17/2019/QB-TTg ngay
\ r \ r \

8/4/2019 ve mot so goi thau, noi dung mua sam nham duy tri boat dong thirong xuyen 

dirge ap dung hinh thuc lira chon nha thau trong tnrong hop dac biet...) trong cac tnrong 

hop
Thao luan va giai dap virong mkc cua hoc vien
Chuyen de 3. Xii' phat vi pham hanh chinh trong llnh virc quan ly, sir dung tai san 

cong, dau thau
1. Quy dinh mdi ve xur phat vi pham hanh chinh trong lihh virc quan ly, sur dung tai san 

cong; thuc hanh ti4t kiem, chong lang phi; dir tru quoc gia; kho bac nha nude theo Nghj 

dinh so 63/2019/NB-CP ngay 11/7/2019; hudng dan thuc hien viec xu phat vi pham hanh 

chinh trong lihh vuc quan ly, su dung tai san cong theo Thong tir so 29/2020/TT- 

BTC ngay 17/4/2020.
2. Quy dinh mdrve xu phat vi pham hanh chinh trong Imh vuc dau tu theo Nghi dinh so 

122/2021/NB-CP ngay 28/12/2021 quy dinh ve xu phat vi pham hanh chinh trong lihh 

vuc ke hoach va dau tu.
Thao luan va giai dap virdng mac cua hoc vien

3 0,5
ngay

Boi ngu giang vien, chuyen gia (du* kien):

1. TS. Pham Thi Thanh Van - Truong bo mon Ke loan, kiem toan cong - Khoa Quan ly nha 

nude ve Kinh te va Tai chinh cong - Hoc vien Hanh chinh Quoc gia

2. ThS. Le Thi Thach Hoa - Hiep hoi Ke toan - Kiem loan

3. PGS.TS. Ngo Thanh Hoang - Truong bo mdn Ke toan cong - Hoc vien Tai chinh



;> I I
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Phu luc VI
L6P TAP HUAN SO 06: KY NANG, NGHIEP VV CONG TAG THAM MU U

f
(Kem theo Thong bdo so: 36/TB-VKHHC ngay 10 thdng 4 ndm 2023)

:(
ft

1
k
;l

Noi dung chuyen deXT Thoi
liryng

Chuyen de 1. Tong quan ve cong tac tham mun cho lanh dao
1. KMi ni^m, vai tro cua cong tac tham mini
2. Trach nhiem ciia ca nhan, dom vi trong cong tac tham mini cho lanh dao
3. Quy trinh, phirorog phap tham mini cho lanh dao ca quan

f

4. Ngh§ thuat xur ly tinh huong trong cong tac tham mini cho lanh dao ca quan
Thyc hanh, thao luan va giai dap vuoTig mac________________________
Chuyen de 2. Ky nang thu thap, xir ly, tong hqp thong tin phuc vu cong t^c tham mini 
cho lanh dao )

1. Khai niem, vai tro va y nghta cua thong tin phuc vu lanh dao, quan ly dieu hanh
2. Huong dan phuang phap thu thap, phan loai va kiem tra dp tin cay ciia thong tin 

3 Ky nang phan tich thong tin
4. Ky nang tong hpfp thong tin
5. Ky nang trich dan, chu thich thong tin
6. Ky nang lua chon thong tin quan trong, cap thiet de tham mini cho lanh dao
Thyc hanh, thao luan va giiH dap virorng m5c_________ ______________
Chuyen de 3. Ky nang trinh bay, thuyet phuc lanh dao
1. Khai niem, vai tro ky nang trinh bay, thuyet phuc trong cong viec
2. Tieu chi danh gia mot bai trinh bay, thuyet phuc thanh cong vdi lanh dao
3. Huong dan nguyen tac, quy trinh va phuang phap trinh bay, thuyet phuc lanh dao
4. Nghe thuat trinh bay, thuyet phuc va xu ly tinh huong ph£t sinh j

5. Mpt so bai hpc, bi kip ren luyen va nang cap ky nang trinh bay, thuyet phuc lanh dao 

Thuc hanh, thao luan va giai dap virorag mac

1 f

I 0,5
ngay

i
t

i\

0,5 1 
ng&y I(

j

2 1

»
;

t
l

I

3 01
ngay

1

Dpi ngu giang vien, chuyen gia du* kien:
1. PGS.TS. Tran Thi Thanh Thuy - Giang vien cao cap, Pho Vien trudmg VienjLanh dao hpc . 
va Chinh sach cong - Hpc vien Chinh tri Quoc gia Ho Chi Minh.
2. PGS.TS. Vu Thi Phung - Giang vien cao cap, Nguyen Truong khoa Luu tru hpc va Quan tri 
van phong - Truong Dai hpc Khoa hpc Xa hpi va Nhan van - Dai hpc Quoc gia Ha Npi j

3. TS. Nguyen Thj Minh - Giang vien Khoa hpc hanh chinh va To chuc nhan sir - Hoc vien 

Hanh chinh Quoc gia.
5. TS. Pham Thj Thuy - Chuyen gia tarn ly, Giang vien Hpc vien Hanh chinh Quoc giaJ

i

F1

ft
' s

t
■i

■l1
ii

1 4
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Phu luc VII
LOfP TAP HU AN SO 07: KY NANG TIEP CONG DAN 

VA GLAI QUYET KHIEU NAI, TO CAO, KIEN NGHI, PHAN ANH
(Kem theo Thong bdo so: 36/TB-VKHHC ngdy 10 thdng 4 ndm 2023)

Thai
lirong

N§i dung chuyen deTT

Chuyen de 1. Ky nang tiep cong dan giai quyet khieu nai, to cao, kien nghi, phan anh
1. Ca sa phap ly cua hoat dong tiep cong dan
2. Y nghTa, vai tro, muc dich, yeu cau tiep cong dan va giai quyet khieu nai, to cao, kien 
nghi, phan anh

P f p r

3. Quy trinh tiep ngirai khieu nai, nguoi to cao, ngiroi kien nghi, phan anh va quan ly, theo 
doi viec tiep cong dan
Thao luan, giai dap virong mac cho hoc vien_____________ _____________________
Chuyen de 2. Ky nang giai quyet khieu nai
1. Ap dung phap luat va nguyen tic khieu nai va giai quyet khieu nai

P P P P r

2. Trach nhiem giai quyet khieu nai va phoi hop giai quyet khieu nai
3. Khieu nai va giai quyet khieu nai quyet dinh hanh chinh, hanh vi hanh chinh
4. Khieu nai va giai quyet khieu nai quyet dinh ky luat CBNV; khieu nai cua khach hang
Thao luan, giai dap virorng mac cho hoc vien___________________________________
Chuyen de 3. nang giai quyet t6 cao

p p p p

1. Ap dung phap luat va nguyen tac giai quyet to cao
* p p

2. Trach nhiem cua ca quan, to churc, ca nhan trong viec giai quyet to cao
\ r p p p

3. Quyen va nghTa vu cua ngirai to cao, nguoi hi to cao, nguoi giai quyet to cao
4. Giai quyet to cao doi vdi hanh vi vi pham phap luat (tham quyen; hinh thuc to cao, ti6p

' f r r

nhan, xu ly ban dau thong tin to cao; trinh tu, thii tuc giai quyet to cao)
5. Trach nhiem to chuc thuc hien kit luan npi dung t6 cao
6. Bao ve nguoi to cao
Thao luan, giai dap virorng mile cho hoc vien___________________________________
Chuyen de 4. Ky nang giai quyet kien nghi, phan anh
1. Sir khac nhau giua khieu nai, to cao, kien nghi, phan anh va each nhan biet

p r

2. Quy trinh giai quyet kien nghi, phan anh cua cong dan, khach hang, nguoi su dung dich

0,5
1 ngay

0,5
2 ngay

0,5
3. ngay

0,5
4 ngayvu

3. Mot so diem can luu y khi giai quyet kien nghi, phan anh
Thao luan, giai dap virong mac cho hoc vien__________

Doi ngu chuyen gia, giang vien:
1. TS. Nguyen Huy Hoang - Giang vien cao cap, Pho Hieu truong Truong Can bo Thanh tra - 
Thanh tra Chinh phu
2. TS. Nguyen Thi Thuy - Pho Truong khoa Phap luat hanh chinh Nha nude - Truong Dai 
hoc Luat Ha Npi
3. TS. Le Tuong Vy - Giang vien Truong Dai hoc Luat Thanh pho Ho Chi Minh
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Phu luc VIII • •

LdP TAP HUAn SO 08: KY NANG VIET TIN, BAI TREN BAO BIEN Tlf 

VA CAC TRANG THONG TIN BIEN Ttf, MANG XA HQI
(Kent theo Thong bdo so: 36/TB-VKHHC ngay JO thdng 4 ndm 2023)

i
I
i

f
71

!
1

Thai
Itfyng

Nq! dung chuyen deTT

Chuyen de 1. Tong quan ve bao dien tir, trang thong tin difn tir, mang xa h^i va tin, 
bai tren bao difn tir ' I
1. Bac tnmg-cua bao dien tu, trang thong tin dien tir va mang xa hpi I
2. Tam quan trpng cua bao dien tu, trang thong tin dien tu, mang xa hpi so voi cac loai hinh
bao chi khac i

I
10,51 i ngay* *

3. Binh nghia tin, bai dac diem, phan loai tin, bai va yeu cau voi tin, bai
4. Thu thap va xu ly thong tin

f t

5. Ky thuat viet tin, bai theo cac cau true
Chuyen de 2. Ky thuat viet tit (title) va phan mao dau (sapo) 
1. Tit (title) tin, bai 
- Yeu cau cua title

t

fi
!

- Cac loai title thuong gap
- Ky thuat viet title
2. Phan mao dau (sapo)

0,52
ngay

- Khai niem, phan loai sapo
- Yeu cau viet sapo, ky thuat viet sapo
Chuyen de 3. Ky thuat viet npi dung, trfch dan, thong tin nen va boi canh
1. Ky thuat viet npi dung
- Cach trinh bay npi dung bai viet
- Nghe thuat su dung ngon ngu tao an tuemg
2. Trich dan

I - Cac loai trich dan va lira chpn nhung trich dan thuc su co gia tri th6ng tin 

-Yeu cau khi trich dan 
3. Anh, thong tin nen va boi canh
- Vai tro cua anh, thong tin nen va boi canh*
- Cach xu ly, dua anh vao trong bai viet
- Cach viet thong tin nen va boi canh
- Mot so loi thuong gap, each khac phuc khi dua anh va viet thong tin nen, boi canh
Thuc hanh, thao luan va giai dap vudrng mac cua hoc vien 1

01\3-
ngiy

I

I

I

jlDpi ngu chuyen gia, giang vien (du kien):
1. Nha bao Dang Sinh - Bien tap vien Bao Thanh Nien
2. Nh£ bao Phuc Huy - Pho ban Cong tac - xa hpi - Bao Tuoi Tre

*
i C

*•

!.

I
4

£
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PhuIucIX

LOP TAP HUAN SO 09: KY NANG LAM VIEC CHUYEN NGHIEP 

TRONG MOI TRUONG HIEN DAI• 4

(Kem theo Thong bdo so: 36/TB-VKHHC ngdy 10 thong 4 ndm 2023)
Noi dung chuyen deTT Thoi

lirong
Chuyen de 1. Ky nang xay dirng ke hoach, Ijch lam viec ca nhan
1. Khai niem, phan loai ke hoach
2. Yeu cau chung doi vdi cac loai ke hoach
3. Phuong phap lap ke hoach, lich lam viec
4. Huong dan each viet noi dung ban ke hoach, lich lam viec tot
Thuc hanh, trap doi va giai dap vnong mac__________________________________
Chuyen de 2. Ky nang giao tiep irng xu van hoa trong moi truong cong so

9 \ f r * t

1. Tong quan ve giao tiep (khai niem, vai tro, nguyen tac, cac yeu to anh huong)
2. Ky nang nghe, noi, su dung ngon ngu ca the, viet
3. Cac nghi thuc ca ban: Chao hoi, bat tay, gidi thieu, trao danh thiep, trang phuc, tang 
qua, dec tiep khach
Thuc hanh, trao doi va giai dap virdmg mac__________________________________
Chuyen de 3. Ky nang lam viec nhom va xu ly xung dot, ap lire cong viec
1. Ky nang lam viec nhom
- Nhom la gi? Vai tro va nguyen tac lam viec nhom
•ift f

- To chuc, thiet ke nhom; quan ly nhom va giao viec; phoi hop hoat dong nhom
r *>4

- Danh gia ket qua lam viec nhom va cai tien, thuc day hieu qua lam viec nhom
2. Ky nang xu ly xung dot va ap luc cong viec
- Khai niem xung dot, nhan dien xung dot, nguyen nhan xay ra xung dpt; quy trinh va 
phuong phap giai quyet xung dpt
- Ap lire cong viec la gi, vai tro giai toa ap luc; ngan ngua ap luc va tir giai toa ap luc; 
phuong phap giai toa ap luc hieu va can bang cac hoat dong trong cupc song
Thuc hanh, trao doi va giai dap vudrng mac__________________________________
Chuyen de 4. Ky nang quan ly thoi gian va tao dung hinh anh, tac phong chuyen 
nghiep
1. Ky nang quan ly thdi gian: Tai sao phai quan ly thoi gian; dat muc tieu va uu tien thoi 
gian; quy trinh va phuong phap quan ly thdi gian hieu qua; van dung cac cong cu tien ich 
ho tro cho viec quan ly thdi gian
2. Tao dung hinh anh, tac phong chuyen nghiep: khi chat va phong each ca nhan; ngoai
hinh va trang phuc; giao tiep va bieu cam; xay dung thuong hieu ca nhan 
Thuc hanh, trao doi va giai dap vuerng mac__________________________________

Doi ngu giang vien, chuyen gia du kicn:
1. PGS.TS. Tran Thi Thanh Thuy - Giang vien cao cap, Pho Vien trudng Vien Lanh dao hoc 

va Chinh sach cong - Hoc vien Chfnh tri Qudc gia Ho Chi' Minh.
2. PGS.TS. Vu Thi Phung - Giang vien cao cap, Nguyen Trudng khoa Liru tru hoc va Quan tri 
van phong - Trudng Dai hoc Khoa hoc Xa hoi va Nhan van - Dai hoc Qudc gia Ha Noi
3. TS. Nguyen Thi Minh - Giang vien Khoa hoc hanh chinh Va To chuc nhan su - Hoc vien 

Hanh chfnh Qudc gia.
5. TS. Pham Thi Thuy - Chuyen gia tarn ly, Giang vien Hoc vien Hanh chfnh Qudc gia.

05 tiet1

05 tiet2

05 tiet3

05 tiet4
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MAU DANG KY HQC VIEN THAM DI/LOP TAP HUAN|
(Kent theo Thong bdo so: 36/TB-VKHHC ngdy 10 thang 4 ndm 20*23)

¥

Tencaquan:............

Bia chi:.....................

Ma so thue:...............

So di^n thoai ca quan: 

Ngircri lien h?:...........

I A
:ll -i i! 11

.................So difn thoai:

Danh sach can bo tham dv lop tap huan:

,FEmail: i*

1 Hinh thirc 
? than^h toanDang ky 

lop tap 
huan

Dien
thoaiH9 va ten Chirc vu EmailTT Chuyen • 

khoan /
! Tien
» mat

i1
Ii2

■? j
i

1Ghi chu hinrng dan: j
/ I ^ P 1

- Quy ca quan, don vi va ca nhan dang ky tham gia lop tap huan nap de nghi ghi ro ten
lop tai muc "Dang ky lap tap huan j J

- Quy ca quan, don vi va ca nhan chon hinh thuc thanh toan nao vui long tich dau X vao
6 “Tien mat” hoac “Chuyen khoan” tai muc “Hinh thicc thanh torn ” J j

- Quy ca quan, dan vi va ca nhan dien day-du thong tin theo mau va gui file mem ban
1

Word hoac Excel vao email cua phbngDao tao: daotaovienkfihc@gmaiLcom 1
- Sau khi gixi file dang ky vao email cua phong Dao tao va duac phong Bap tao xac nhan

f | «
da nhan dirac email dang ky. Quy ca quan, don vi va ca nhan khong phai gui danlf sach dang ky 

nay theo duomg buu dien. 1 I
* Thong tin xuat hoa don j I

- Ghi dky du thong tin: Ten ca quan; dia chi ca quan; ma so thue ca quanJdan vi.^ / J )
- Truong hap ca quan, dan vi yeu cau viet rieng timg ca nhan tham gia trong 01 lap tap

huan de tien thanh toan theo quy djnh cua ca quan, dan vi thi ghi ro yeu cau “Viet rieng hoa dan
, X , j |

tung ca nhan”. Neu khong co yeu cau thi bo trong khong ghi. ; J f

4

1
r

1
Ii

1
i1
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