TONG CONG TY QUAN LY BAY VIET NAM  CONG HOA XA HOI CHU NGHIA VIET NAM
TRUNG TAM DAO TAO - HUAN LUYEN Poc lap - Tu do - Hanh phiic
NGHIEP VU QUAN LY BAY

$6:2243 /TTDTHL-DT Haé Noi, ngay 04 thang A2 nam 2024
V/v moi bao gia khoa hoc Nang cao k¥ niang soan thao va
ban hanh van ban tai Téng cong ty Quan ly bay Viét Nam
khu vuc phia Bic

Kinh gui: Quy cong ty

Trung tam Dao tao - Huén luyén nghiép vu Quan ly bay (Trung tim Dao tao —
Hudn luyén) c6 nhu cau t6 chiic khéa hoc Néng cao ki ndng soan thao va ban hanh
vin ban tai Téng cong ty Quan ly bay Viét Nam khu vuc phia Bac

Trung tdm Pao tao - Hudn luyén kinh mdi cac Cong ty quan tdm gui bao
gia khoa dao tao nhu sau:
1. Yéu cAu dbi véi khéa hoc
- Noi dung khoa hoc:
Phén 1. Ky niing soan thio viin ban (phan Iy thuyét)
e Khai ni¢ém van banh hanh chinh thong thuong:
e Khai niém Vin ban hanh chinh cé biét
* Y¢u cau chung vé k¥ thudt soan thao van ban hanh chinh.
o Yeéu cau chung vé ndi dung van ban
= Tinh muc dich
= Tinh khoa hoc
» Tinh dai ching
* Tinh kha thi
o Yéu cau vé ngdn nglt vdn ban
= Phong cach ngdn ngir trong van ban hanh chinh
o Yéu cau ve thé thic va k¥ thudt trinh bay vén ban
Phén 2. K§ niing soan thio vin ban (phén thye hanh)
e Chira 16i mot s van ban sai
o Quyeét dinh
o Cong vian
o To trinh
o Bdo cédo
e Hoc vién truc ti€p soan thao vin ban.
- Quy md t6 chirc khéa hoc: 01 16p, 31 ngudi/lép

2. Thoi gian, dia diém t6 chire Khéa hoc: 05 ngay (02 ngay truc tiép, 03
truc tuyén). Dy kién t6 chire tir ngay 12/12/2024 dén ngay 16/12/2024, tai Trung
tdm Dao tao - Hudn luyén nghiép vu Quan ly bay; S6 5 ngd 200 dudng Nguyén
Son, Phuong Bo D&, Quan Long Bién, Ha Ngi.




3. Gia: Pé nghi xay dung béo gia theo phu'ong phap chi phi (da bao gom
toan bo thué, phi theo quy dinh). Pong tién chao gid, thanh toan: VND.

4. Thoi han, dia diém giri bao gia:

- Thoi han gui bao gia: trude 17h00 ngay 06/12/2024.

- Phuong thirc gtri béo gid: giii truc tiép/buu dién theo dia chi nhan bao gid.

- Pja diém nhan béo gia: Trung tdm Dao tao - Huan luyén nghiép vu Quan
Iy bay; S6 5 ngd 200 duong Nguyén Son, Phuong B& P&, Quan Long Bién, Ha
NOoi.

5. Thong tin lién hé:

- Trung tdm Dao tao - Huéq luyén nghiép vu Quan ly bay; Sé 5 ngd 200
duong Nguyén Son, Phuong Bo Pé, Quan Long Bién, Ha Noi.

- Nguoi lién hé: Ba Ta Thu Trang - Phong Dao tao

- Sé dién thoai: 0906655623

6. Yéu cau dbi voi nha cung cap:

- C6 dang ky kinh doanh/ dang ky hoat dong hop phap

- Khéng dang tranh chép, khiéu kién, xung dot quyén loi véi Tong cong
ty Quan ly bay Viét Nam.

Tran trong./. W

Noi nhin:
- Nhu trén;
- Luu: VT, BT (02b).
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