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DAI HOC QUOC GIA HA NQI
TRUONG DAI HOC KHOA HOC

XA HOI VA NHAN VAN

/XHNV-DT
V/v thong bao tuyen sinh lop boi dirong 

“Nghiep vu Van thu - Luu trit”

SO NQI VU TINH QUANG NGAI

DEN Ng^y
Chuy£n:
Stf ky hi$u HS:Nbim.( ap ung nhu cau chudn hoa va boi duong, nang cao trinh do trong 

link vuc van thu- - lira trir tai cac co quan, to chuc, doanh nghiep o trung uong va 

dia phuong sau qua trinh sap xep bo may hanh chinh, Truong Dai hoc Khoa hoc 

Xa hoi va Nhan van, Dai hoc Quoc gia Ha Noi tran trong thong bao voi Quy co 

quan ve ke hoach tuyen sinh lop dao tao cap chung chi "Nghiep vu I'an thu - Luu 

tru” trong Quy III nam 2025. Noi dung cu the nhu sau:

1. Doi tuong tuyen sinh

- Cac can bo, cong chuc, vien chuc hien dang cong tac va lam viec trong linh 

vuc van thu - lira tru tai cac co quan nha nude, doanh nghiep, to chuc chinh tri - xa 

hoi cdp trung uong va dia phuong;

- Sinh vien cac trudng trung cap, cao dang va dai hoc (dac biet la sinh vien 

chuan bi tot nghiep, cd nhu can lam viec trong cac van phdng doanh nghiep, co 

quan nha nude);
- Cac td chuc, ca nhan cd nhu can boi dudng kien thuc vd van thu - lira tru.

2. Thoi gian, dia diem va hinh thuc hoc

- Thdi gian hoc: Cac ngay thu 7 va Chii nhat (hoac cac ngay trong tuan theo 

nhu cau cua co quan, don vi).

- Dia didm hoc: Tai Ha Noi va cac dia phuong.

- Hinh thuc hoc: True tuydn hoac true tidp.

3. H6 so1 dang ky

- Phidu dang ky tham gia khoa hoc (theo mau).
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Nat nhan:
- Nhtr tren;
- Hieu truong (de bao cao);
- Luu: VT, DT.

ONG
HOC

QCXte
HANV

6. Hoc phi

Hoc phi hoc true tuyen hoac hoc true tiep tai Ha Noi la: 3.200.000(1 (Ba 

trieu hai tram ngan d6ng)/01 hoc vien/01 khoa hoc (da bao gom le phi cap chung 

chi). Hoc vien tu tuc kinh phi an o, di lai.

7. Thong tin lien he va dang ky hoc

- Khoa Luu tru hoc va Quan tri van phong, phong 410 nha B, Truong Dai 

hoc hoc Khoa hoc Xa hoi va Nhan van, Dai hoc Quoc gia Ha Noi, so 336 duong 

Nguyen Trai, quan Thanh Xuan, thanh pho Ha Noi.

- Thudng true ho tro va tu van tuyen sinh:

I- Dien thoai: 0966.576.536

+ Email: lopnganhanlthqtvp@gmail.com

Tran trong thong bao.-Lr

SSrTS Dang Thi Thu Huong
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Ten mon hoc
Tap trung khai giang va huong dan hoc online
To chuc quan ly cong tac van thu - liru tru
Ky nang soan thao va ban hanh van van ban (1)
Ky nang soan thao va ban hanh van ban (2)
Ky nang giao tiep
Quan ly van ban, con dau va thiet bi luu khoa bi mat (1)
Quan ly van ban, con dau va thiet bi liru khoa bi mat (2)
Lap ho so' va nop luu ho sof vao liru tru cu quan (1)
Lap ho so va nop luu ho so vao luu tru co quan (2)
Nghiep vu luu tru (1)
Ung dung cong nghe thong tin trong cong tac van thu -
luu tru
Luu tru tai lieu dien tu
Ky nang tham muu
Huong dan kiem tra cuoi khoa
Nghiep vu luu tru (2)
Ung dung I SO.9000 trong quan ly cong tac
van thu - luu tru
Kiem tra cuoi khoa
Tong ket lop hoc
Nhan chung chi

- Thai gian hoc: Sang hoc tu 7h45 - 1 lh30, chieu hoc tu 14h - 17h00.
- Hinh thuc hoc: True tuyen tren ung dung Zoom Meeting
- Lien he thuemg true bo phan tuyen sinh: 0966.576.536
- Dia chi nop hd so: Khoa Luu tru hoc va Quan tri van phong, Truong Dai hoc Khoa hoc Xa hoi 

va Nhan van, 336 Nguyen Trai, Thanh Xuan, Ha Noi

Toi 14/9
T6i 27/9

Du kiSn 30/9

ThS. Nguyen Thi Thuy Linh 
PGS.TS Vu Thi Phung 

Ban To chuc lop
TS. Tran Phuong Hoa^

Giang vien
Ban To chuc lop 

PGS.TS Dao Due Thuan 
TS. NguySn Hong Duy 

TS. Cam Anh Tuan 
TS. Do Thu Hi£n 

TS. Tran Thanh Tung 
TS. Tran Thanh Tung 

ThS. Le Thi Nguyet Luu 
ThS. Le Thi Nguyet Luu 

TS. Tran Phuong Hoa
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Sang 13/9
ChiSu 13/9
Chieu 13/9
Sang 14/9

Ngay hoc 
20h ngay 10/8

Sang 17/8 
Chieu 17/8 
Sang 23/8 
Chieu 23/8 
Sang 24/8 
Chieu 24/8 
Sang 06/9 
Chieu 06/9 
Sang 07/9

Chieu 14/9-


