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TRU,ONG CAO DANG VINH LONG
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(Bon hanh theo c1tryet dinh so ngq) ....... thang .... ndryt 2020

cila HiAu T'ructng Trud,ng Cao Ddng Wnh Long)

1. T6n nginh, nghd: eUAN TRI VAN PFIONG

2. Ma nginh, nghd: $40403

3. Trinh d6 alio tao: Cao diing

4. E6i tu'g'ng tuy6n sinh: hoc sinh t6t nghiep 'fHpr vd tuo.ng cruo,rg rrry l6n
5. Thd'i gizrn clho tao: 3 nf,m

6. Muc ti6u cliro tao

6.t. Muc ti1u chung

- Dao t4o Cu' nhan Cao. ding Quan. tri Vhn phong; cung cap cho sipli vi6n c6c hi6n
thri'c vd k! nang v6 quAn tri, sip xcp va cii6u l-ranh 

"ac 
corg vi6c tai vdn phong cua co qliair

nhd nu6'c, c6ng ty nu6c ngodi, c6ng ty 1i6n doanh. cu th6, sinh vi6n ia, ,grriep s6 c6:
- Ki€n thuc vd qu6n tri

- ceic k! .ang quan t.i hdnli chinh vd q,dn tri - dieLr hii.h viu-r phong

Sinh vi6n t6t nghiep cir th6 phr-r trdch c6c c6ng vi6c hdnh chilh tai cacco qlran nhd nuo,c,
doanh nghi6p, sip xdp vd di€u hdnh c6c van phong dai di6n, dam nh6n c6c c6ng vi6c hdnh
chfnh tai vdn pl-rong cfra c6c c6ng ty,u6c ngodi vd c6ng ty ri6n doanh.

6.2. Muc /i0u cu thA

6.2. t.KiAn rhu,c

- Ndn-i vii'ng ki6n trrf'c va ',,6n ciung trrdnh thao c6c ngr,ry€n l), co ban cr-ra crrir nghia
Mdc - Ldnin, Tr-r tLr6'ng Ho chi Minh vd Duo'ng loi cach mang cua Dang c6ng sa, vi6t
Narn' Duoc trang bi nhfr'ng ki6n tht'c co'bdn vc I(hoa hoc Tu nhi6n, Khoa hoc XE irdi va
Nhan vdn, tao ti6n c16 cho vi6c ti6p thu cdc kien thuc gi6o duc chuyen nghi6p <y h.inl d6 cao.

- Nim virng ki6n thuc ccv bdn r'6 qLian tri hoc vd ki6n thu,c vd quan tri vdn pho_ng
nhim t6 chirc va di6u hdnh c6ng t6c vdn phong vd vdn thu'- Iuu trfr'tro,g co quan, t6 ch[rc,
doanh nghi6p.

- Nirn vimg ki6n thfc vC t6 chilc b6 n'rdy nhA nu6c, qu6n ly hdnh chinh vd h€ th6ng
vdrr bdn quan ly nhd nr-roc ,6 linh vr-rc hdnh chinh - vin phong va vdn thr-r - luu trfr,.
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- Am hi6u s6u sic va v! tri, vai trd cira c6ng t6c quitntri v6n phdng vi c6ng t6c v6n

thu - luu trir trong ho4t dQng ctra co qllan, t6 chr?c'

- Nam virng quy trinh t6c nghiep, thr;c hiQn thanh th4o c6c kf ndng, nghiQp vp hinh

chinh v6n phdng vir vdn thu, luu trfr.

- C6 kitin thric chuy6n s6u vO c6ng nghQ thdng tin nhim nghi6n ciru, phdn tich, thi6t

k6, tri6n khai vd xay dyng c6c giii ph6p rmg dung c6ng nghQ th6ng tin nang cao liiou qu6

ho4t dQng quin tri vdn phong vd c6ng tbcvdnthu- hmtrE'

6.2.2. K! ndng

- Thr;c hiQn thdnh thao c6c nghiQp vr,r hdnh chinh vfn phdng: Tham muu, t6ng hqp,

curng c6p th6ng tin phpc vu ho4t dQng quin Ii; So4n thdLo vfin ban; Quan $ h6 so, giSy tcr'

con d6u; T6 chric hbi nehi, h6i thio; Sip *tip lich lnm viQc vi t6 chirc ulc chuy'6n di cdng

t6c cho ldnh d4o,...

- Su dung thdnh thao c6c tlang thi6t bi vhn phong il3n d4i vir cdc chuong trinh phan

mAm ring dung trong c6ng t6c vdn thu, lur-r trit vi c6ng t6c quAn tri vdn phdng'

6.2.3. Thcii dA

Co d4o dric, trung thuc; co tr6ch nhiQm ngh$ nghi6p, tinh thAn ciu thi' chtr dQng sing

tao; co y thuc vd r-rlng ltrc hop t6c tlong vi6c thuc hi6n duoc giao

6"3" Ndng lryc try ctafi ttd tt'dch nkiQwt

- co pham ch6t chinh tri, dao du.c Ya suc khoe t:. ).:-'.. ,:'-- :-^:':din v6 ngho

nghiQp vd c6ng vi6c sau khi ra truons'

- C6 i thuc tr6ch nhi€ni. lon-q ir.'e- Ll:-] ': j:. .]..: :. --. = 
.:er ]{aig.1crr-i. sang

tao vi tich cuc l-roc tap. 1,-n ]Llrell nii-i,. ca; :r-ru la irlu', en nein.

6.4. Y/i tri viQc ldm sau kiii tdt nghiip

sinh vi6n t6t nghiQp chur dn ngdnh Qudn tri vdn phong co th6 co th6 lam vi6c tai v[n

phong citc co quan nhd nu6c, c6c t6 chuc chinh tri - xd h6i, c6c dcrn vf hdnh chinh sU

nghi6p, dcyn vi vfr trang nhan vd c6c doanh nghiQp v6i c6c vi tri cu th6 nhtr: Thu ky lTtq ly

tong nqp, c6n b0 hdnh chinh vdn phong, cin b0 hdnh chinh nh6n su' c6n b6 vdn thu - liru

trir, 16 tin v6n Phong,. '.

Sau khi hodn thhnh chucrng trinh ddo tao cao ding, sinl-r vi6n nganh Q:ar tri v6n

phong c6 th6 ti6p tuc ti6n th6ng l6n b4c d4i hqc vd c6c bac hqc cao hon.

7. T'hd'i giam kh6a hqe: 3 n[m'

8. KhAi Xrq'ng ki6n thfi'c vh thdi gian [rh6a hgc: I

- 56 lucrng m6n hoc, m6 dun: 42

- KhOi luqng ki6n thuc todn kh6a hqc: 110 Tin chi

- KhOi lugng cdc m6n hgc chung/dai cucrng: 435 giit



- Khoi luor-rg cdc nt6n hoc, n-i6 clLur ci-ru1,g1t m6n: 2.070 gio
- Khoi lucrng ry thuy6t: 703 gio: TirLrc hdnh, rrruc tap, thi ,ghi6m: 1.296 gid

9. N6i dung chu,o,ng trinh:
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I Lac mon hoc chung t9 435 1s7DT6001 Girio dUc chinh tri
Phap lLrAt

4 75 41 29DT6002
2 30 18 10 2DT6003 Gi6o clr-rc thteil 2 60 5 51 !

4

2

DT6004 Ulao duc Uuoc nlrrins _ A n nirrh J 75 36 35

s8
DT600s
DT6006

Tiri hec
\T-^^: --

J 75 15

5 120 42 l2 6II r\;^ *Av4L rrrurrr uuu, r[t) oun cnuyen
m6n 91 ) n1n 703 1,296 tt
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il.1 rYron noc, mo [Iun co s6. JJ 705 285 392
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l<L6201 u0 s(I van hoa viet Nam 2 4s i5KL6202 ?

2
_r.m hoc v6n phdns

2 45 I5 28KL62A3 .I-: A
2 45 15 28 2

?
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KL69902
KL6205

I(inh t6 vi m6 3 60 30 i!
'28

l(e toan vdn phons
2 45 15

KL69904 Lr-rAt Kinh te 3 60 30 28 2
2

2

KL6207
KL6208

Luar hdnh chinh
LuAt lao dQng

1J 60 30 ao

2 45 15 28KL6209 t-ui1t- LIAII su

QLran tri hoc

Tarl l! hoc qrrdn iv
Anh vdn van phong
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60 30 28KL6211
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2 45 l5 28 2
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KL69901
KL6214

Ithol su'krnh doarfi 2 45 15 28fhuong phap NC trons kinh t 2 45 15 28It.2 ll,{A
54 1,275 388 848KL69910 QuAn tri v[n phons !
3

90 30 5gi 2KL6216 NghiQp vu hdnh chinh - v6n nh,ino 60 30 28 2KL6217
4 90 30 tr8 2KL6218 l\u+p llron van tnLr

Nh0p m6n lur-r trfr'

a
J 60 30 28 2KL6219 1J 60 30 28 2
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KX,d220 N i6p vu Thu krl vdn a
J 60 30 ")a

KL6221 Mang m6y tinh 2 45 15 ^oZ6

Kn 6222 Khai th6c Internet 2 t<1) i5 28

IKr.6223 QuAn tri tAi chinh 3160 30 28

KL69907 Quin tri doanh ngi-ri€p J il I 30 28

KL69903 KV ndne l2rm vi6c nh6m l l\ 15 28

IKL6226 KV n[ng giao ti6p trong kinh doanh : -]'; 12 17

IKL6227 OLrAn lf hdnh chinh vc t<irh tii I Z I +S I tS 28

KL622E Quan ly henh chinh re vg-lct I z I +; I ts 28

KL699CI9 QuAn tri ngu6n nhAr.r luc 28

KL6230 T6 chirc su ki0n -r --< 58

KL623r Ouin l.i Nhe nu6c v€ Ali-QP ' 2 28

KL6232 ThUc tap rdn ngh6 i18
TN6000 Thuc tqp to: ng:-.-: i^5

xx.3 ]\tr6n hoc. mo dun tu cl- ,n J *' ,1' 5n

KL6233 T - Ti- \--
L! t fr

KL623-t an rri Chit iuc'::s ? -r< 1 { ^ i
I tJ ! -

KL5235 Nght+ , r, \gqgilh .,mg i 2 I +: ] iS I :S 
,-d;s.a.rt_ I llo lz,soslsoo I l,ssr 
I
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X0. Chtrsurg trireh chi ti6t e6c imdm kge (dinh kim di cLro'ng chi ffit citc m)n)

trtr" F{u'6'mg d5m sri'd*J*g cfiau'b'uag trinanr

, .x
1n"1" I{wd'rug rthn str dwrug clrwa'rug triwh ddo tqao

TlrUc hiqn theo Th6ng tu sd 09i2017lTT-BLETBXH cua Bo Lat dong - ThLrong binh

vd Xd hQi ngdy 13 th6ng 3 n[m 2A7], Quy ciinh vi6c tO chuc thuc hrin chuong tlinh ddo tao
A

trinh dQ trung cAp, trinh d6 cao dhng tl-reo ni6n chd }'Loic th:o phucin. tl,uc lch ilir n.id-,Jun

hodc tin chi. quy ch6 l;i6rn ffa. tlti,,xe1 cons nhan ,ir ;-.:1.:i-

+ 01 tin chi ly thuy6t tuong duong voi 15 sro ilruc :cc \a 30 gio ci-ruAn bi c6 nh6n c6

huong ctan;

+ 01 tin chi thirc hdnh ruong duong i oi irJ go thuc hoc vir 15 gir: chuAn b! c6 nhin;

+ 01 tin chi thlrc t4p/rdn nghi tqi doanh nghi€p tuong ducrng voi 45 gio thr,rc hoc.

+ Thoi gian diro tao: 3 ndm

+ Thcyi gian hoc tQp:,131 tuAn

+ Thevi gian thuc h6c t6i thi6u: 2.ll gid t
+ Thdi gian 6n, ki'6m tra htit m6n hoc, m6 dun: 94 gio

11,2. Iltdng ddn xhc itlnh n\i dung vd thdi gian cho ctic hogt dQrcg ngoqti khda
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NQi dung Thli gian

1 Th€ duc, th6 thao 5 gicr diin 6 gio; 17 gio di5n 18 gio hdng ngay

2 Vdn ho6, vdn ngh6.

Qua c6c phucrng tiQn th6ng tin dai

chirng; Sinh hoat tap th6

Ngoai gio hoc hdng ngiy

19 gio ddn21 gio (mQt UuOlZtuAn;

I
J Ho4t dQng thu viQn

Ngodi gio hoc, hoc sinh c6 thd

d6n thu viqn doc s6ch vd tham

kh6o tai liQu

tat cd c6c ngdy ldm viQc trong tuAn

4 Vui choi, giti tri vir c6c ho4t dong

dodn thti

1 , , A.
Doan thanh ni6n td chric c6c budi giao luu, c6c

bu6i sinh hopt vdo cdc t6ithri b6y, chri nhflt

5 Thdm quan, d5 ngo4i M6i hqc k! 1I6n

"I-hoi gian cho hoat d6ng ngoai khoa duoc b6 tri ngoiri thcri gian diro tao chinh khoa
. .. '.;.vao thoi diem phi hqp:

Il.3.Hwdng ddn kihm ta hh mbn hgc:

Thgc hiQn theo phucrng thric tfch lfry tin chi quy dinh tai Th6ng tu sO 09l20l7lTT-

BLDTBXI{ ngdy 13 th6ng 3 ndm 2017 cria B0 tru&ng Bd Lao dQng - Thuong binh vd Xd

hQi, Quy dinh vi0c tO chirc thuc hi6n chucrng trinh ddo tao trinh dQ trung c6p, trinh dQ cao

ding theo ni6n ch6 ho{c theo phuong thirc tfch lty m6-dun hodc tin chi, quy ch6 ki6m tra,

thi, xdt c6ng nh6n t6t nghiQp. Nguoi hoc duoc c6ng nhdn t6t nghiQp n6u th6a c6c di6u kiqn

sau:

- Tich lfry dri sO tin chi quy dlnh cira chuong trinh.

- Di6m trung binh chung tich lfry cta todn kh6a hoc theo thagg di6m 4 dat tu 2,00 tro

i6n.

- Kh6ng trong thoi gian bi ki luQt tu mric dinh chi hoc t4p c6 thoi h4n tr& 16n ho{c bi

truy cuu trdchnhiOm hinh sg.

- Th6a c6c y6u cAu khic do HiQu trudng trubng quy dinh. -i

- Cdchtinh di6m: M6i m6n hgc ph6i c6 it nhSt mQt cQt di6m ki0m tra vir diOm thi k6t

thric mdn. C6ch tinh di6m cu th6 nhu sau:

+ Ki€m Ira:4

+ Thi k6t thirc m6n hoc: 6



+ Eiom TB cudi m6n : DiCIm kiem tra f:didm thi htit mdn

Ei6m mdm &eoc s€ du.qc l&ffi? trdm d6n m$t eleflr s(i th$p ph6m" Ei0m mdm hqc du'q'c cdmi

b6 vir mhflp vdro hQ 6hiireg qu6n Ey'di6m theo tiaamg di6m 1S vdr quy ddi samg tEaarag dfl6xm chi

nhu sau:

Di0m m6n hoc

(theo thang diem l at
Ei€m cht

Di6m mdn hoc
-.;(quy ra thang diem 1)

8,5 - 10,0 A 4,0

9,0 - 8,4 B- 3,5

'7 fi-1 I' )" B 3,0

6,5 - 6,9 C+ )5
a)"

5,5 - 6,4 C 2,0

5,0 - 5,4 D 1,5

4,0 - 4,9 D 1.0

0,0 - 3,9 F 0.{,}

It.4 Wwdmg ddw xdt cdwg rukQn tht taglaiQp

ThUc hien Churyng II (EiCu 1g - 26), Thdng tu sd A9l20l7ITT-BLDTB)GI coa B0 I-a

d6ng - Thuong binh vd Xa hqi ngay 13 thdng3 n[m 2017 Quy dinh viqc td chirc thuc hi€

"t 
oJrg trinh deo tao trinh d0 trung c6p, trinh dQ cao ding theo ni€n chti hcAc thec phuon

thfrc tich lty mo-<iun ho6c tfn ehi, quy chi5 ki6m tra, t\u, xdt cdng nh0n t6t nghiQp.

- Nguoi hgc phAi hqc h6t chuoTag trinh ddo tpo vd tieh lfry dir sO lu9l g tfn chi the

quy d!nh, e6 du diiiu kiln thi se duoc rdt e Ong nhdn tOt nghi€p'

- Higu truong cf,n cu r at k;t qua lich 1ir cua nsltoi hoc de qur it drnl =r'i3e c6r

nh6n t6t nghiQp nga,v cho nguoi hoc.

- Higu truo'ng cdn cu i ao kii qua rei ctrn. n-han t.-r nghiep d€ cdp bing t6t nghiCp r

c6ng nhfln danh hiQu theo qui' dinh cua tnrc. ig'

Trin trone.i.
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