
nQi dung on tap mon thi nghiep vu chuyen nganh
doi tuqng di/ tuyen vien chuc: van thu truc5ng hqc
(Ban hanh kern theo Quyet dinh so 659/QD-HDTTVC ngdy 03/6/2020

cua Hoi dong thi tuyen vien chiic ve viecphe duyet nqi dung on thi Vong 2
ky thi tuyen vien chuc lam viec tqi cdc co so gido due cong lap

true thuqc So Gido due vd Ddo tao Hd Nqi)

I. NQI DUNG VE CHUYEN MON NGHIf P VQ (40 diim)

1.Soan thao va ban hanh van ban hanh chfnh

1.1.Quy dinh ve the thuc va ky thuat trinh bay van ban hanh chinh.

1.2.Quy dinh ve soan thao va ky ban hanh van ban hanh chinh.

Tdi liqu on thi:

-Nghi dinh so 30/2020/NB-CP ngay 05/3/2020 cua Chinh phu vS cong
tac van thu.

2.Quan ly van ban

2.1.Nguyen tic quan ly van ban.

2.2.Trach nhiem quan ly van ban.

2.3.Npi dung thuc hien quy trinh quan ly van ban.

Tdi lieu on thi:
-Nghj dinh s6 30/2020/ND-CP ngay 05/3/2020 cua Chinh phu ve cong

tac van thu.

3.Lap ho so va giao nop ho sff, tai lieu vao Luu trQ' co quan

3.1.Khai niem ho so, lap ho so.

3.2.Tac dung ctia vi?c lap ho so.

3.3.Yeu cau doi voi moi ho so duoc lap.

3.4.Phuong phap lap danh muc ho so.

3.5.Phuong phap lap ho so.

3.6.Thanh phn, thai han, thu tuc giao nop ho so, tai lieu vao Luu tru co quan.

3.7.Trach nhiem lap ho so.

Tdi lieu on thi:

-Luat Luu tru nam 2011 (Dieu 9, 10, 11, 12)
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