TONG CONG TY QUAN LY BAY VIETNAM  CONG HOA XA HQI CHU NGHIA VIET NAM

TRUNG TAM PAO TAO - HUAN LUYEN Péc lip - Tw do - Hanh phiic
NGHIEP VU QUAN LY BAY
S6: 400 /TTPTHL-BT Hé Néi, ngay A2 thang § nim 2025

V/v moi béo gia khéa Néng cao k§ néng soan théo va ban
hanh vin ban tai Tong cong ty Qu’én Iy bay Viét Nam khu
vuc phia Bac

Kinh gtri: Quy cong ty

Trung tam Pao tao - Huln luyén nghiép vu Quén 1y bay (Trung tdm Dao
tao - Huan luyén) c6 nhu cau t6 chirc khéa Nang cao k§ néng soan thao va ban
hanh van ban tai Tong cong ty Quan Iy bay Viét Nam khu vuc phia Bac (Chi tiét
tai phu luc kém theo).

Kinh mdi cde Cong ty quan tAm giri bdo gia khéa dao tao trén dé lam co
s& xem Xét.

Thoi gian tiép nhan: Trudc 10h00 ngay 13/5/2025.

Hinh thtic giri béo gia: Ban cling (déng ddu do).

Dia chi nhdn bao gia:

- Trung tam Pao tao - Hué‘m luyén nghiép vu Quan ly bay; S6 5 ngd 200
duong Nguyén Son, Phuong Bo D€, Quan Long Bién, Ha Noi.

- Nguoi lién hé: Ba Nguyén Thi Hong Nguyét - Phé truong phong Do tao

- S6 dién thoai: 0985.985.385

Mong nhén duoc sy hop tac cua Quy cong ty.

Trén trong./.
Noi nhgn: amna{AM POC

- Nhu trén;
- Luu: VT, BT (hm02b).
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1. NGi dung chuong trinh:
* K§¥ nang soan thao van ban (phéan ly
thuyeét):
- Khéi niém, cac loai van ban hanh
chinh thong thuong.
- Khéi niém, cac loai vian ban hanh
chinh ca biét.
- Yéu cAu chung vé k¥ thugt soan thao
van ban hanh chinh: yéu cau chung G
ndi dung van ban; yéu cdu vé ngdn
ngit vin ban; didc trung ctia ngdn nglt
van ban hanh chinh.
* K§ ning soan théo van ban (phan
thuc hanh)
1 Chiia 101 rpgt sO van ban sai: 1 Géi
- Quyét dinh
- Cong van
- To trinh
- Béo céo

- Hoc vién truc tiép soan thao van ban
2. Qui méd: du kién 140 nguoi chia
thanh 3 16p (46-47 nguoi/16p)

3. Thoi gian khoa hoc: 05 ngay/lop,
trong d6: 02 ngay hoc tryc tiép, 03
ngay hoc truc tuyén (thyc hanh, thao
luédn, giai dap vudng mic); dy kién t6
chirc trong thang 6/2025.

4. Pia diém :cé chire: Tai Trung tim
Dao tao - Huan luyén nghiép vu Quan

ly bay

Gi4 da bao gdbm thué VAT va cdc dich vu lién quan




