™™AC ST LE VAN IN
PHAM HUNG - LIENG BICH NGOC
(TRUONG CAN BO TP MO CHi M)

NGHIEP VU VAN PHONG
gt
NGHE THU KY

“'J.'- [)d Iy /3

AL

NHA XUAT BAN THANH PHO HA CHI MINH



MUC LycC

o L W sl bdn

Prhn |
OAl vi ouAwn
Sf'mu . m:v.“'
Chwsong 1 - WM o6 viin 04 co bhn vé quikn ¥) haoh crire 7

Chwsang 2 vin o4 vé vbn
m chung M"VMMH

Chwsong 3 Hgumn W iy ong van phong hén ds. %
PHAN 11
QUAN HE GIAD TIEP - UNG XU
Chuong 4 vidu ch 8 ngudl va hiu ehinh mien 48
Chuang 8§ - Van dyng chc gia v xA hoi co bén “

Chuong 6 - Nang ceo hidu qub glao bép - thong n 8
Chuong 7 nvduﬂol:rﬂromu XU ly nhing
tinh huéng cAng thing

PHAN 111
NHUNG NHIEM VU TO CHUC CONG VIEC

Ohuong 8 - NnOng cong vide cha md! nghy am vic
Chuong # - Tidn hanh cde cubde hop. ho! thdo va ¥ M ¥
Chuang 10 - 16 ohuc che ohuyén & cdng We. & khdo st
ous lnh dao 100

Oiamg 11 Tip Ahaoh, N6l chiydn Gn thoe! - ha phuong
B giao 16 vA lAm vido hang ddu cua ngudt
K by ¢

=
‘f

PHAN IV

16 OHUC LAO BONG KHOA HOC VA SU DUNG
TRANG THIE T B i N DAY

Ohung 12 - B4 1 Gy hdn Am vie ong vAn prany
hid o da

L1



Chuong 15 - Sao in va phét hanh :
Phy chuong - Lam h8 so dy tuyén va trk i phdng viin 180
PHAN v

SOAN THAO VAN BAN
Chuong 16 - Van bdn quan ly va déu hanh
Chuong 17 - Cach thic soan thdo van bin hanh chinh
Chuong 18 - Soan thio van bdn hanh chinh thing thutng
Chuong 19 - Soan thdo cdc ban van didn thuyst
Chuong 20 - Soan thio thu til giao dich c6 tinh x& his
Chuong 21 - Soan thio thy tlf giao dich trong thuong mai 332

PHAN VI
QUAN LY CONG VAN GIAY TO, HO SO TAI L€V
Chuong 22 - Qudn ly cong vin gifly 10, hé 0 thi Mu heo
vong dl'g' tai u mn
vong 23 - Phuong phép shp xép hé 0 thi My phyc v
. cbo tra im va bdo quin 443
PHAN PHU LUC

e PHU LUC 1 - CHUONG TRINH QUAN LY VAN THU 457
« PHU LUC 2 - CAC VAN BAN CUA cumnq 484
Naohi dinh 88 142/CP ngdy 28-9- 1963 cia Chinh phi
.og-ocwmﬂuﬂv‘m&“‘*'
v cbng e i ¥l

anh 36 S8200VND-CP nghy 24-8-2001 clla
muﬁuwond”‘fg- - s

X PEE




