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CHTIONG TRiNHDAO TAO

Ngh6: Van thu hdnh chinh

Mi nghii: 6320301

Trinh tIQ diro t4o: Cao ding

Diii tugng tuy6n sinh:

+ Nguoi c6 bing tdt nghiQp trung c6p ngh6 Ven thu hirnh chinh vd bing

t6t nghidp trung hgc phO th6ng ho{c tuong duong;

+ Ngudi c6 bSng ti5t nghi$p trung c6p nhung chua c6 bing t6t nghigp

trung hoc ph6 th6ng thi phai b6o d6Lm dd hgc vd thi dat y6u ciu dir kh6i lugng

ki6n thuc vdn h6a trung hoc ph6 thdng theo quy dinh cta BQ Gi6o dr,rc vir

Diro tao.

Thdi gian kh6a hgc: 01 ndm

1. Gioi thiQu chuong trinh ngh6 diro t4o

Vdn thu hdnh chinh trinh dq li6n th6ng ld mQt nghi gin lidn voi c6c c6ng

vi6c trong vdn phong, titip xirc ch0 y6u vdi circ vdn bin gi6y td cta c6c co quan'

tO chfc, d6p rmg y€u cdu trinh <IO bQc 5 trong Khung trinh dQ qui5c gia ViQt Nam.

NghO vdn thu hdnh chinh sE giirp ngudi hqc n6m vftng vir thgc hiQn dugc

nhirng k! nang cAn thi6t trong vdn phdng nhu soqn thiro vdn bdrn, qudn ly v6n b6n,

l6p h6 so, c6c nghiQp vu luu trt hd so; c6ng tdLc 15 tAn, thu ky... Tu d6 giip ngudi

hgc c6 th6 tp tin rlmg tuy6n ldm viQc tqi c6c vdn phdng ctia c6c co quan nhu: Co

quan Ddng, co quan Nhri nu6c, t6 chirc chinh tri - x5 h6i, t6 chric xd hQi,, t6 chuc

xd hQi - ngh6 nghiQp, tO chirc kinh t6 tir trung ucrng d5n cdLp dia phuong vir cric

doanh nghiQp, truong hgc, benh vign, tlon vi lgc lugng vfr trang nhdn ddn"'

e6i canh ldm viQc 1u6n doi h6i ngudi ldm c6ng t6c van thu hdnh chinh phai

cap nhqt ki6n thric, n6m dugc c5c vin bin quy ph4m phSp lu|t vd hu6ng din

nghiQp vu v6 cdng t6c vdn thu hdnh chinh, nqi quy, quy ctr6 lam vi6c ctra co quan,

t6 chirc. Ngodi ra, c6n ph6i thudng xuy6n hoc tpp d'5 n6ng cao trinh dq, mo rQng

ki6n thric xd hQi; rdn luyQn tinh c6n th*n, chi ti6t, rd rdng; xAy dlmg f thuc ngh6

vir sg say m6 nghA nghiQp, c6 1i thirc b6o vQ m6i trudng, ning h,rc s6ng t4o, [mg

dgng dugc khoa hoc k! thu4t, c6ng ngh€ 4.0 diry img nhu cAu c6ng viQc'

2. Mgc ti6u ilio tgo

2.1 . Mpc ti6u chung

_ Diro t4o cu nh6n cao ding vdn thu hirnh chinh c6 pham chSt chinh tri, d4o

dfrc vd sirc kh6e t6t; nim virng ki€n thirc vd k! ning chuy6n s6u vdn thu hanh

chinh; c6 phong thrii tg tin, ning dQng trong giao tii5p; c6 tu duy vir khir ndng ldm

viQc dQc lQp; c6 ndng lgc c4p nhAt vd tu b6 sung ki6n thric theo y€u ciu c6ng viQc'
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- C6 kha ndng t6ng hqp vd dd xu6t j ki6n, huong din nghi€p vu vdn thu

li6n quan chuydn m6n.

2.2.Mpc ti6u cq th6

- Kidn th*c:
+ M6 ta tluoc vi tri, 1i nghia, t6c dung vd n6i dung cria c6ng trlc v5n thu, ltru

trft, thu kf vd l5 tdn trong c6c co quan, t6 chirc;

+ Trinh bdy duqc cric lo4i vdn bin, thAm quy6n ban hdnh, thiS thfc va ki
thuat trinh biry v6n bin; quy trinh t6 chr?c qu6n lli vEn bin d6n, quy trinh qu6n li
vdn b6n di; phuong ph6p lap h6 so vir giao n6p hd so, tdi liQu vdo luu trft co quan;

nhftng quy dinh vd quin lj, b6o quin vri sir dgng con d6u;

+ M6 ta duoc c6c quy trinh nghigp vg luu tr&, gdm: thu th4p vd b6 sung tiri

liQu; ph6n lo4i, xric tllnh gi6 tri tdi liQu; t6 chuc x6y dprg cdng cu tra tim trii liQu;

th6ng kC tdi liQu luu trir; bAo qu6n tdi liQu luu trft; t6 chuc sir dpng trii liQu luu trfr;
^ ,: ;.," . L

c6ng b6, xudt b6n c6c in phdm luu trft; xAy dpg co so dft liQu tdi liQu luu trir;

ti6u hriy tdi liQu h5t girl tri;
+ Trinh bdy duq c nhiQm vu co bAn cta nguoi thu k;i, nhu: lQp ktl hoach

c6ng tric cria co quan vd c6c c6p l6nh dao; chuAn bi vd t6 chirc c6c cuQc hqp, hQi

ngh!, hQi th6o cta co quan, c6c c6p ldnh d4o; ghi bi€n bin; lap h6 so c6ng viQc;

+ M6 t6L dugc nhiQm vu co b6n ngudi lirm 16 tdn, nhu: lpp kii hoach vd t6

chuc d6n tii5p vd ti6n khrich; ctruAn Ui co sd vdt ch6t, b6 tri, sip xi5p phdng hqp,

hQi ngh!, hQi th6o; chudn b! phdng ldm viQc cho l6nh dao;

+ Trinh bey dugc nhirng ki6n thric co bin vd chinh t{, ven h6a, xe hQi, ph6p

lu{t, qu6c phdng an ninh, gi6o duc th6 chSt theo quy d!nh.

- Ki ndng:

+ Su dqng dugc c6ng nghQ th6ng tin co bhn theo quy dinh;

+ Hudng d6n dugc nghigp vr,r vdn thu, luu trir, thu kf, l5 tdn cho c6ng chuc,

vi6n chirc, nhdn vi€n trong co quan, td chric;

+ Phrlt hign tluo. c nhfrng vln bAn ban hirnh thiiiu ho4c sai th6 thric;

+ VAn dung dugc phuong phrip vd k! thu4t so4n th6o vin b6n d6 so4n th6o
^,1 ). ^mQt s6 vhn bdn v6 c6ng ric vin thu, hirnh chinh, luu trir, thu k:i, l€ t6n;

+ Ti6p nhQn, ki6m tra, phAn lo4i, b6c bi, d6ng d6u d5n, ghi sti, ngdy dtin,

ddng ky vin ban di5n beng mdLy vi tinh vd bing s6, chuy6n giao vin b6n d6n mgt

crich thdnh th4o, chuy6n nghiQp;

+ Kitlm tra th6 thfc, hinh thric vd k! thu4t trinh bdy vdn b6n, d6ng d6u vdn

bin, tling kli vdn b6n <li bang m6y vi tinh vd bing s6, lam c6c thti tuc phrit hanh

vdn ban di m6t cAch thanh th4o, chuy6n nghiQp;

+ Sao vd ban hanh ban sao vdn b6,n thirnh th4o theo dung oic buoc cria quy trinh;
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+ Xric dinh chinh x6c hd so cdn l{p trong co quan, don vi;
+ LAp thanh th4o hd so c6ng viQc, hd so nguy6n tic, hd scr nhdn s1r;

+ Hudng d6n dugc phuong ph6p l{p hd so;

+ Lam thu tgc vir giao nQp h6 so vdo luu trir co quan thdnh th4o theo iiing
quy tlinh;

+ So?n thio vin b6n tr6n mrly vi tinh vd qudn l;f vdn bdrn di, d6n vd lQp hO

so trong m6i trudng mpng thdnh thqo;

+ Su dr,rng dugc mOt s6 phin mAm tin hoc vin phdng vd phAn m6m chuy6n

dgng h5 tro cho nghe nhu Word, excel, power point, Team view...

+ Sti dung thdnh th4o c6c thi6t bi chuy€n ngdnh;

+ Nhap ding th6ng tin bia h6 so, gi6y gioi thiQu, d6ng kj vin bin d6n, vdn

ban di, chir 16 rirng;

+ Uhg dung tlugc c6ng nghQ th6ng tin vdo soan th6o, xri lli vdn bin; qurin

ly, chuy6n giao vin b6n vd l4p hd so trong m6i trudng mang;

+ Xri lj duoc c6c tinh hu6ng ph6t sinh trong thuc thi nhiem vg vin thu, luu

trir, thu k1i, 16 tdn vdn phdng;

+ LAp du-o. c ktl ho4ch c6ng t6c cira co quan vir cric c6p l6nh dao; churin Ui

vd td chfc duoc c6c cuQc hgp, hQi nghi, hQi th6o cta co quan, cdc cip lSnh d4o;

ghi dugc bi€n brin; l4p dugc hd so c6ng viQc...mdJ crlch thdnh th4o;

+ L6p duoc kii ho4ch vd t6 chric d6n tir5p vd ti6n khrich; chuAn bi dugc diy

dri co so vqt ch5t, bi5 tri, sip x6p phdng hqp, hQi ngh!, h6i thio; chu6n b! dugc

phdng ldm viQc cho l6nh dao;

+ Sri dqng dugc ngo4i ngt co ban, dat bQc 216 trong Khung ning lgc ngo4i

ngt cua ViQt Nam; img dgng dugc ngopi ngir vdo c6ng viQc chuydn m6n ctia nghA'

- Mfic d0 ttr chu vd trdch nhi€m:

+ Ldm viQc dQc lflp, idm viec theo nh6m hiQu qu6;

+ C6 d4o duc, luong t6m ngh€ nghiQp trong srlng;

+ C6 j thirc t6 chuc k!' lupt, t6c phong c6ng nghiQp, tinh nghi6m ttc, trung

thpc, cAn than, ti mi, chinh xric;

+ C6 tinh thdn tg hgc, tg rdn luyQn ndng cao trinh d0 chuy6n m6n nghiQp

vg drip rlmg nhu cdu cta c6ng viQc;

+ C6 dt sirc kh6e dii hgc tflp, <trip tmg y6u cAu c6ng t6c;

+C6 y thuc trrich nhiQm trong viQc sir dung, bdLo qudrn tiri sdrn trong c6ng ty,

co quan, don vi;
+ Quan tAm, chdm s6c diii t6c, kh6ch hdng vcri thSi dQ lich sg, thAn thiQn;

+ TuAn thir c6c quy dinh vd an toirn lao tlQng.

3. Vi tri viQc lim sau khi t6t nghi$P
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Sau khi t6t nghiQp ngudi hgc c6 ndng lgc drip tmg c6c y6u cAu t4i cric v! tri
viQc lirm cta nghA bao gdm:

- Vdn thu;

- Hanh chinh t6ng hqp;

- Thu kj vdn phdng.

4. KhSi lugng ki6n thrirc kh6a hgc

- KhOi luqng ki6n thirc toirn kh6a hgc: 1.000 gid/45 tin chi;

- Sii luqng mdn hpc, m6 dun: 20;

- fhOi tuqng c5c m6n hoc chung: 180 gid/08 tin chi;

- Kh5i luqng c6c m6n hgc, m6 tlun chuy€n m6n: 820 gid/37 tin chi

- fhOi tuqng ly thuy6t:435 gid; Thuc hdnh, thuc tQp, bdi t{p, thio luAn:

565 gio.

5. T6ng hgp c6c ning lqc cta nghd

Luu trft;

tdn-L6

STT
Mi nlng

lrrc
TGn ning lrpc

I Ning h;c ccr bin (ning lqc chung)

I NLCB - OI St dgng c6ng nghQ th6ng tin

2 NLCB 02 Duy tri sric kh6e

J NLCB _ 03 Hi,5u bi6t vd chinh tri,, tuen tht phrip luQt

4 NLCB _ 04 Hi6u bi6t an ninh qu6c phdng

5 NLCB _ 05 C5 ki6n thric vd luQt doanh nghiQp

6 NI,CB _ 06

7 NLCB _ 07 Sri dpng mriy tinh thdnh thpo

8 NLCB - 08 Ap dqng ki6n thuc vd C6ng nghQ th6ng tin vd truydn th6ng

9 NLCB _ 09 Sit dgng chu kli s6

II Ning lr;c ciit lOi lneng lr;c chuy6n m6n)

10 NLCL _ 01 So4n th6o vdn bdn

11 NLCL _ 02 Quin lj vdn bin di

I2 NLCL - 03 Qurin lj v5n b6n d6n

l3 NLCL 04 Quin lli vdn bdn nQi bQ.

t4 NLCL _ 05 Quin llf duoc vin ban tr6n phA, -d- qr* fy

15 Quin lyi, b6o qu6n con d6u

16 NLCL - 07 D6ng duoc d6u l6n vin biin
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NLCL _ 08 Lqp h6 so hiQn hdnht1

T6 chfc giao nQp, h tdi ligu vd luu trft co quano so,NLCL _ 09

Lap k ho4ch b6o qu6n tai liQue19

Quin lyi h6 so,, tdi liQu20 NLCL - 1I

L4p dugc danh mpc h6 s<r21

L4p du-o. c h ong vl9cosoc22 NLCL _ I3

L{p tlu-o. c h6 so nguyCn tdc23 NLCL _ 14

NLCL _ 15 L4p dugc h hdn sr,ro son24

NLCL 16 X6c dinh dugc thoi h4n bao qu6n cta hoso25

NLCL- 17 hric khoa hoc noi ldLm vi6cToc26

Sir dung thirnh th4o cric k! ndng m6m trong giao ti6p27 NLCL 18

Xu lj duoc c6c giao dich hdnh chinh28 NLCL 19

chuc d6n ti6p kh6ch tai co quanToNLCL 2029

Chu6n bi hOi hqp vd trinh bdy b6o c6oNLCL _ 2130

Chudn bi cric tdi li6u li6n quan bing ti6ng AnhNLCL - 2231

Su dgng thdnh thpo k! ndng thuy trinh32 NLCL - 23

NLCL - 24 T6 chuc khoa hoc noi ldrm vlecJJ

Thu th4p, b tdi lieuo sungNLNC - 2534

Phdn lopi, hodn thiQn h6 soNLNC - 26

Xrlc dlnh gi6 tri tdi liQu36 NLNC -27
Chinh lj tdi liQu lru tritNLNC - 28

T6 chirc phdng Lim viQc cria lSnh dpoNLNC 29

Ning lgc ning caoIII
Ki€m duyQt du-o. c vdn b6n tru6c khi ban hdnh39 NLNC _ 01

hqp sO liQu b6o crioC na oth n t nc p bungNLNC - 0240

Quan lj dugc vdn b6n tr€n Phdn an ljmem quNLNC 0341

XAy dpg c6ng cu tra c[ru tdi liQu ltru trir42 NLNC _ 04

86o quin tai liqu luu trftNLNC 0543

T6 chuc khai thric, sir dqng tdi liQu lrru trir44 NLNC 06

Th6ng k€ tdi l iQu luu trir45 NLNC - 07

XAy dlmg co sd dft liQu luu trtNLNC _ 0846

rin lj c lugng ISOdun th no uA hI qpNLNC _ 0947

QuAn llf h6 so tdi lieu vd hQ th ng c6ng cu tra ciru t?ri lieu48 NLNC _ 10

Quan ly tdi s6n, trang thi€t biNLNC _ 1149

5

18

NLCL - 10

NLCL 12

35

37

38



50 NLNC_ I2 COng tric nhAn su

51 NLNC - 13 56 h6a tdi li€u

6. NQi dung chutrng trinh

MN

MH/
MD

T6ng

so

Trong tl6

Li,
thuy6t

Thqc
hinh/
thqc
tip/
bai
tipt
thrio
lufn

Thi/
- -.1l(rem

tra

I Cric m6n hgc chung/tl3i cuong 8 180 75 93 t2
MHOl Ti€ng Anh I 30 t4 r3 )

MHO2 Tin hoc 30 9 19 2

MHO3 Girio dUc Chinh tri -) 45 26 16 ,

MHO4 Ph6p luAt 1 15 r0 4 I

MHO5 Gi6o duc quoc phdng vd An ninh 1 30 l5 14 I

MHO6 Girio duc th6 chAt 1 30 I 27
II C6c m6n hgc/m6 tlun chuyGn m6n 37 313 457 50

MHOT Ti6ng Anh chuy€n ngdnh J 45 27 14 4
MHO8 Tdm lj hoc dai cuong J 29 12 4
MHO9 Ti6ng Vi6t thuc hdnh -) 45 t2 4
MHlO C6ngtricvdndrutongdonvf sgnghigp 45 21 20 4

MHl I 60 30 26 4

MH12 C6ng tlc vdn thu trong doanh nghiQp 2 30 8

MHI3 Nghipp vu luu trfr -) 60 32 24 1

MH14 Thu tUc hdnh chinh 2 45 24 17 4
MH15 Nghi6p vu thu \i 3 32 24 4
ME16 Soan th6o v5n bdn I 30 t2 15 3

MD17 Qudn ly vdn b6n d€n, vdn b6n tli ) 26 4

MD18
LQp h6 so vd n6p h6 scy vdo luu
trir co quan

I 30 t2 l5 J

MD19 Quin llf vdn bdn trong m6i
trudng mang

-) 60 20 36

6

TGn mdn hgc/m6 tlun
S6

tin
chi

Thdi gian hqc t$p (gid)

1

2

820

45

29

2

Cdng tric vdn thu trong co quan

D6ng vd c6c t6 chirc xd h6i
)

l9 3

60

60 30

4



MD2O Thuc t4p t6t nghiQp 5 205 0 204 I

T6ng cQng 45 1.000 388 550 62

7.Huong n sih dgng chuong trinh

- Gi6ng dpy c6c m6n hoc chung bit buQc.

+ M6n hgc Girio dUc Qu6c phdng - An ninh; Tin hqc; Gi6o duc th6 ch6t;

Ph6p lu4t: Thgc hiQn theo Thdng tu s6: 10,11,12,13120181TT-BLDTBXH ngdy

261912018 cia 86 Lao dQng - thuong binh vd xd hQi.

+ M6n hgc Girio dr,rc chinh tr!: Thgc hiQn theo Th6ng tu s6: 24l20l8lTT-

BLETBXH ngity 0611212018 cira BQ Lao dQng - thuong binh vd xi hQi.

+ M6n hgc Ti6ng Anh: Thuc hiQn theo Th6ng tu sO OltZOtgnf-BLETBXH

ngity 17l0ll20l9 cira B9 Lao dQng - thuong binh vd xd hQi.

- T6 chfrc thgc hiQn chuong trinh ddo tqo d6i v6i ddo t4o theo ni6n ch6.

Thuc hiQn theo Quy chi5 t6 chuc diro t4o trinh d0 trung c6p, trinh dQ cao ding

theo ni6n ch6 ho6c theo phuong thric tich lu! m6 dun ho{c tin chi ban hirnh kem

theo Quy6t dinh s6: 95/QD-CDNNMT-DT&HTQT ngdy 16 th6ng 3 nitm 2026

cira HiQu tru&ng Trudng Cao ding Co diQn N6ng nghiQp vd M6i truong.

- T6 chirc thqrc hiQn chuong trinh diro tqo ddi voi ddo t4o theo phuong th[rc

tich lfiy m6 dun ho4c tich lfry tin chi.

ThUc hien theo Quy chti t6 chuc diro t4o trinh dQ trung c6p, trinh dQ cao ding

theo ni6n chtl ho?c theo phuong thfc tich lu! m6 tlun ho{c tin chi ban hirnh kdm

theo Quy6t dinh sii: 95/QD-CDNNMT-DT&HTQT ngdy 16 thitng3 rrdm 2026

cta HiQu truong Truong Cao ding Co diQn N6ng nghiQp vd M6i truong'

- T6 chuc thgc hiQn chuong trinh diro tao d6i voi nhftng nqi dung thqc hiQn

bing hinh thuc trgc tuy6n

ME

MH/MD
TGn m6n hgc/m6 tlun Tiing

so

Trong d6

Lv
thuy5t

Thqc

hirnh/

thqc

t$p/ bni

tipt
th:io

lu{n

Thi/
- -,7l(tem

tra

MHI2
Cdng t6c vdn thu trong

doanh nghiQp
2 30 t9 8 3

't

S5

tin
chi

Thdi gian hqc tflp (gid)



- T6 chuc ddo tqo tqi Doanh nghigp:

Thdi gian hoc tip (gid)

Trong tI6

Li
thuy5t

0

Thdi gian

Ngodi gio hgc hring ngdy 19 gid
tl6n 2l gio (m6t bu6i/tuAnl

- T6 chuc ki m tra, ddnh giri thuong xuy6n, dinh ki, va thi k6t thric m6n hoc,e

m6 dun.

Thuc hi6n theo Quy ch6 t6 chirc dio tao trinh dQ trung c6p, trinh d6 cao tling
theo ni6n ch6 ho6c theo phuong thr?c tich lu! m6 dun ho4c tin chi ban hdnh kdm

8

ME

MH/MD
TGn m6n hgc/m6 tlun

sii
tin
chi

Thqc
hinhi
thqc

t{p/ bni

tipt
thio
luin

Thi/
--.il(rem

tra

MHI5 NghiQp v\r thu kf l 60 32 24 4

MD16 1 28 l0

20

l5 )

MEI9 Quin lf v6n b6n trong m6i

trudng m4ng
J 60 36

MD2O Thuc tdp t6t nghiQp 5 205 204 I

sii
TT

NQi dung

I ThO duc, th6 thao

2

Vdn ho6, vin ngh6: Qua c6c phuong

tiQn th6ng tin dai chring. Sinh hopt

tap th6

3

Hoat d6ng thu vign. Ngodi gid hoc,

sinh vi6n c6 th6 dtin thu viQn dgc srich

vir tham khAo tdi li€u

Tat cd cec ngdy Lim vi6c trong

tuAn

4
Vui choi, giai tri vir ciic hoat cl6ng

dodn th6

D th h en h b ooan an nl c UC caC u I

giao lrru, cric bu6i sinh hoat vdo

c6c t6i thir bay, chu nhAt

5 Thdm quan, di ngogi M6i n5m hgc 1 l6n

- NQi dung vd thdi gian cho c6c hoat d6ng ngo4i kh6a.

Thdi gian cho ho4t dQng ngoai kh6a duo. c bO tri ngodi thdi gian tldo tao chinh
kh6a viro thoi di6m thich hqp, bao g6m:

Tiing
so

Sopn th6o vdn bin

4

5 gid <liin 6 gio; l7 gid tt6n 18 gio
hang ngdy



theo Quy6t dinh s6: 95/QD-CDNNMT-DT&HTQT ngdy 16 thring 3 ntun 2026

cua HiQu truong Trucrng Cao ding Co diqn Nong nghiQp vd M6i trucrng.

- Thi t6t nghiQp, x6t c6ng nhan tilt nghiQp.

+ Thi t6t nghiQp: NQi dung thi t6t nghiQp bao gdm: Mdn Ly thuy6t chuy6n

m6n vd m6n thi ThUc hdnh.

+ X6t c6ng nhpn tdt nghi6p: Nguoi hqc dugc c6ng nhQn nghiQp khi d6p

img cric quy dinh trong Quy ch6 t6 chric drio t4o trinh dQ trung c6p, trinh d9 cao ding

theo ni6n ch6 ho[c theo phuong thirc tich lu] m6 dun ho{c tin chi ban hinh kdm theo

quyt5t Ainh s6: 95/QD-CDNNMT-DT&HTQT ngdy l6 th5ng 3 ndm2026 cira HiQu

trucrng Truong Cao dSng Co diQn N6ng nghiQp vd Mdi trudng. N*
4,.

HIEU TRUO'NG

AmngTdn6{rnil*
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