
Phy lyc sO 1 

DUNG ON TAP TM TUYEN CONG alit CAP XA NAM 2019 
MON MEN THCC CHUNG 

?ea Quyit dinh sa.tql /QD-BCD TDCCVC ngely 13/5/2019 
Chi dgo Tuyen dyng cong chic vien clnk Thanh pha) 

an de chung ve IR thong chinh trj or VW Nam 

1.1. Khdi niem He theng chinh tri 

1.2. Cdc tO chive trong He theng chinh tri 

1.3. Ban chat dm He thtmg chinh tri 

1.4. Dc diem oh He thong chinh tn. 

2. IR thOng cac ca quan Nhh nut COng hôa XHCN VW Nam 

2.1. Khai niem BO may nha ntrac 

2.2. Dc diem cac ca quan trong BO may nha nu& 

2.3. Cac ca quan nha ntrac. 

3. Can b0, ding chat va haat dOng ding vy 

3.1. Can b0, c6ng chirc. 

3.2. Hog dOng ding \Tu. 

3.3. Nghia vu dm can b'0, ding chirc. 

3.4. Quyen dm can b0, ding chi:re. 

3.5. Khen thuemg, k9 luat can b0, c6ng chirc. 

4. Ky nang wan than van ban hinh chinh 

4.1. VAn ban hanh chinh 

4.1.1. Khdi ni'em van ban 

4.1.2. Van ban quan I nha nuac 

4.2. xy thuat ioan thao va ban hanh van ban hanh chinh 

4.2.1. Trinh tu tien hanh soar' thao van ban hanh chinh 

4.2.2. The thirc van ban hanh chinh 

4.2.3. Ky thuat trinh bay van ban hanh chinh 

4.2.4. The thirc va icy thuat trinh bay van ban hanh chinh 

4.3. Quy trinh xay dung va ban hanh van ban 

4.3.1. Khdi niem 

4.3.2. Quy trinh chung caa viec xay dung va ban hanh van ban. 

5. Ke hoach chi each hanh chinh nhh mite /lam 2019 dm thanh phO Ha NW 

5.1. Muc dich, yeu cAu. 

5.2. Cdc chi tieu chU yeu. 

5.3. Nhiem vv tong tam". 
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