PAI HOC CAN THO
TRUNG TAM PAO TAO, NGHIEN CUU

VA TU VAN KINH TE (CENTREC)

CONG HOA XA HQI CHU NGHIA VIET NAM
Déc 1ap - Tw do - Hanh phic

Can Tho, ngay thdang ndam 2026

THONG BAO CHIEU SINH

KY THUAT SOAN THAO VAN BAN VA LUU TRU

Hién nay soan thdo van ban co6 vi tri rat quan trong trong cac co quan, don vi to chuec.

Nham gitp hoc vién naim duoc hinh thirc chuan muc, ¢ k¥ thuat trinh bay, sir dung ding ngon
ngit, van phong trong luc soan thao. Trung tdm Dao tao, Nghién ctu va Tu van Kinh té
(CENTREC) thudc Pai hoc Can Tho thong béo chiéu sinh 16p “K§ thuit soan thio vin ban &
lwu trit” cu thé nhu sau:

1. Pdi twong tham du:

Lanh dao cap cao; quan ly cac phong ban, bd phan can kiém tra tinh chinh xac va chuan

muc cta van ban trude khi trinh ky chinh thirc hoac ky ban hanh;

Lanh dao cap cao; quan ly cac phong ban, bo phan can soan thdo va ban hanh cac van ban

thudc hé thong tai liéu quan 1y noi bo;

Chuyén vién vian phong phai thuc hién cong tac lién quan dén vin ban.

2. N9¢i dung chwong trinh dao tao:

TT Noi dung S6 budi
Phin A: Hwéng din ky thuit soan thio vin ban
Chuyén dé 1 Céc yéu cau co ban clia viéc soan thao van ban 1
Chuyén d& 2 Hudng dan khac phuc 161 dién dat trong soan thdo van ban 1
Chuyén dé 3 Hudng dan soan thao & trinh bay mot sd loai vin ban hanh 3
chinh thong dung
Phan B: Hwéng din xay dwng hé théng tai liéu quan 1y ndi b
Chuyén dé 4 | Cac yéu cau co ban cta viéc soan thdo tai liéu va hé thong tai 1
li¢u quan 1y ndi bd
Chuyén dé s Hudng dan soan thao céc tai liéu co ban thudc hé théng tai liéu 2
quan 1y ndi bd
Thoi lwong dao tao: (A+B) 8




3. Thoi gian, dia diém va hinh thic hoc:

Thoi gian hoc: Bao gom 08 budi hoc, 01 budi thi thir va 01 budi thi chinh thirc vao
chiéu thir 7 va sang chiéu cha nhat (BS: 8h — 11h; BC: 14h — 17h)

Hinh thire va dia diém hoc:

@ Hoc tap trung truc tiép tai Trung tim Pao tao, Nghién ciru va Tw van Kinh té,
Truong Kinh té, Khu II, Dai hoc Can Tho, duong 3/2, P. Ninh Kiéu, TPCT

@ Hoc truc tuyén thong qua wng dung google meet
4. Hoc phi va cach thire dang ky:
Hoc phi: 1.600.000 dong/hoc vién (khong bao gom tai licu)

Qui hoc vién c6 thé thanh todn hoc phi bang tién mit truc tiép tai van phong CENTREC
hodc thanh toan bang cach chuyén khoan (theo huwdng dan)

* Hwdng dén thanh todn hoc phi qua tai khodn ngin hang

Ngéan hang TMCP K¥ thuong Viét Nam
(Techcombank) — Chi nhanh Can Tho
S6 tai khoan 1800424257

Ngan hang

Tén tai khoan | TRUNG TAM PAO TAO, NGHIEN CUU VA TU VAN KINH TE
Noi dung HQ VA TEN_TAM UNG KTSTVB_SO PIEN THOAI

Sau khi chuyén khodn xong, cdc ban vui long scan/chup hinh bién lai giao dich (lich si giao
dich) giri dén zalo 0948 840 254 va email theo dia chi: Centrec@ctu.edu.vn.

Cich thire diing ky: Hoc vién dang ky tham gia khoa hoc bang cach dién thong tin ghi danh tai
form nay:

Huéng dian quét mia QR
Buwoce 1:
+ Néu sir dung dién thoai chay bang Android vui 10ng truy cap Zalo dé
quét ma.
+ Néu str dung dién thoai chay bang i0OS vui 10ng camera thuong dé quét
ma.
Buoc 2:
Hudng camera cua dién thoai vé ma QR (hinh bén tréi), ngay sau d6 man
hinh dién thoai s& hién thi thong tin link ding ky, ban chon dong y.



mailto:Centrec@ctu.edu.vn

Trung tim Pao tao, Nghién ctru va Tu van Kinh t& (CENTREC) xin thong tin vé 16p “K¥
thuit soan thao vin ban va lwu trir” dén quy hoc vién c6 nhu cau tham gia.

Moi chi tiét xin lién hé: Trung tam Pao tao, Nghién ctru va Tu van Kinh té
bia chi: Truong Kinh té, Khu II, Pai hoc Céan Tho, Puong 3/2, P. Ninh Kiéu, TPCT.
Tel: 0292 3840 254 — 0939 874 870 — 0974 078 511

Email: centrec@ctu.edu.vn

Website: http://ce.ctu.edu.vn/
Facebook: CENTREC.CTU/

Noi nhgn: GIAM POC
- Nhu trén;
- Luu: VT, TTTVKT.


http://ce.ctu.edu.vn/

