Phu luc s6 01

e DN TAP SAT HACH VIET KIEN THUC CHUNG
YO CONG CHUC KHONG QUA THI TUYEN NAM 2017

theo Quyét dinh s6 821 29/QD-HDKTSH ngay 15/11/20]7
ciia Hgi déng Kiém tra, sdt hach ndam 2017)

A. CHE PO CONG VU VA QUAN LY CAN BQ, CONG CHUC
I. Khai ni¢m, phan loai cin bg, cong chire

1. Khai niém can bo cong chirc

2. Phén loai cong chic

IL. Trach nhiém cia cin b, cdng chiie

1. Hoat d6ng céng vu

2. Trach nhiém cuia cén b, cong chirc

3. Pdy manh céi cach ché dé cong v, cong chie

IIL. Nghia vu va quyén caa can bd, cong chire

1. Nghia vu clia can bg, céng chirc

2. Quyén ctia can bo, cong chirc

B.KY NANG SOAN THAO VAN BAN HANH CHINH
L. Van ban hanh chinh

1. Khéi niém vin ban

2. Vin ban quén 1y nha nuée .

IL. Ky thuit soan thio va ban hanh viin ban hanh chinh
1. Trinh tu tién hanh soan thao vin ban hanh chinh

2. Thé thire viin ban hanh chinh

3. K§ thuit trinh bay vian ban hanh chinh

4. Thé thirc va k§ thuat trinh bay vin ban hanh chinh

I1. Quy trinh xiy dung va ban hanh vin ban

1. Khdj niém

2. Quy trinh chung cta viée xay dung va ban hanh vin ban./.
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