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KE HOACH
T6 chirc Lép bdi dudmg vé tmg dung cbng nghé théng tin trong quan Iy,

diéu hanh va giai quyét cdng viée chuyén mén trong Trudmg Pai hoc Luat Ha Noi

I. MUC PICH, YEU CAU

Néng cao nhgn thirc va khé nang cla odng chiic, vién chirc, ngudi lao ddng img
dung c6ng nghé thoéng tin trong quén ly, diéu hanh va giai quyét céng viéc chuyén mon
trong Truong.

II. NOI DUNG BOI DUONG
1. Théri gian va dia diém bédi dudmg
- Théi gian: 01 ngay, ngdy 04 thang 5 nim 2017.
Dia diém: Phong 402, Nha A, Trirdmg Dai hoc Luat Ha Noi.
2. Thanh phén tham du:
M&i don vi thude Trudong ci 01 1dnh dao va 02 vién chitc, ngudi lao dong cla
don vi tham gia 16p bdi dudng;
Toan bg vién chirc Trung tdm Cong ngh¢ thong tin.
3. Ngi dung chwong trinh (dw kién):
a. Tuyén bé 1y do, gi6i thidu dai biéu;
b. Phat biéu cia Pai dién Ban Gidm hiéu;
c. N6i dung bdi dudng:
Bbi dudng vé k¥ niing sir dung Chuwong trinh Office 365 trong thuc hién cong
viéc cia Trudng;
Boi dudng st dung hé théng email ndi bd va ting cudng sir dung email ndi bd
trong viéc trao dbi va xir ly cdng viéc;
H3 tro, tr vén, gidi d4p thic méc vé viéc sir dung c4c phin mém quén 1y dio tao
hién nay ciia Trzomg; quan 1y Cdng théng tin dién tit cia Trudng.
d. Bé mac.
. TO CHU'C THUC HIEN



1. Trung tim Céng nghé théng tin
Chiu trach nhiém chn tri t§ chic 16p va chuyén mdn nghiép vu, xdy dung
chirong trinh, tai lidu, xy dung du todn, quyét todn kinh phi va béo cdo két qua td
chirc theo quy dinh.
2. Phang Té chire cin bd
T#p hop danh séch, triéu tip ngudi tham gia bdi dudng, quan Iy ngudi tham gia
bdi dudng theo thanh phén.
3. Phong Hanh chinh Téng hop
Chuin bj hoi trudng, méy chiéu tai Hoi truong A.402; in 4n, photo tai liéu bdi
dudng.
4. Phong Tai chinh - K& todn
Thém dinh kinh phi t chirc 16p bdi dudng;
Hu6ng dan viéc thanh toan, quyét toan kinh phi theo quy dinh.
5. Cac don vi thufe Trwdng
_ Cir vién chirc tham gia Lép bdi dudng ding quy dinh va ldp danh séch g vé
phong T4 chirc Cén bd.

Iv. KINH PHI TO CHUC
Dy tri kinh phi kém theo Ké hoach nay./. #§

Noi nhag g KT. HIEU TRUGNG
Fiigu trupmg {de bicio), HO TRUGNG

Céc Pho Higu trudmg (dé chi dao thuc hign);

Céc don vi thudc Trudng (dé t/hién); NG
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