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TRUONG DAI HOC PONG NAI

CONG HOA XA HOI CHU NGHIiA VIET NAM
Doc lap - Tw do - Hanh phic

CHUONG TRINH KHUNG TRINH PQ CAO PANG VA KE HOACH PAO TAO

NGANH: QUAN TRI VAN PHONG

(Ban hanh kém theo Quyét dinh sé 546/QD-DHDN ngay 06/08/2013)
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(Khong tinh hoc phan GDTC;GDQP)
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Ciac hoc phan bit bujc
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Nhiing nguyén 1y co ban cua chi nghia Mac—LE&nin

Tu tuéng HO Chi Minh

Puong 16i cach mang cta Pang Cong san Viét Nam.
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Xa hoi hoc

Phap luat dai cuong
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Tin hoc dai cuong
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Co s¢ van hoa Viét Nam
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Lich st vin minh thé gi6i
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Tam ly hoc dai cuong
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Kinh té hoc dai cuong
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Gi4o duc thé chat
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Gigo duc qubc phong
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Cac hoc phin tw chon (2/4)
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Dan luén ngoén ngit hoc
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Tiéng Viét thyc hanh
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Tam ly quén ly

Khoi kién thirc co sé nganh
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Vin ban va luu trlt hoc dai cuong
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Lich sir cong tac van thu va luu trit thé gidi va Viét Nam|
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Quan tri hoc
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Nhap moén khoa hoc thu vién
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Thong tin phuc vu 1anh dao va quan ly

Khoi kién thirc chuyén nganh
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Ciac hoc phan bit bujc
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Vian ban quan ly nha nude va ky thuat soan thao
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Quan tri hanh chinh van phong
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Nghiép vu cong tac van thu
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Nghiép vu thu ky van phong
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Phan loai khoa hoc tai liéu va Phong luu trit quic gia
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Thu thap bd sung va xac dinh gia tri tai liéu luu trit
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32 |K¥ thuét bao quan va phuong phap chinh ly tai li¢u luu t

33 |Té chure st dung tai lidu luu trix

34 |Luu trit tai li€u khoa hoc k¥ thuat

35 |Luu trir tai li€u nghe nhin, dién tir

36 [Cong tac van thu luu trir trong cac co quan Dang

37 [Cong tac van thu Iuu trit trong cac doanh nghiép

111.2|Cac hoc phin tu chon (2/6)

38 [Van hoa cong s&

39 |Ké toan dai cuong

40 |K¥ ning giao tiép

111.3|Kién thirc bd tro

41 |Anh van chuyén nganh

42 |Cac phan mém tmg dung trong cong tac van thu — luwu tri

43 |Tru s, trang thiét bi van phong va co quan luu trix

IV |Thue tap

44 |Nghiép vu cong tac van thu — van phong (gitra khoa)

45 |Nghiép vu cong tac luu trir (cudi khoa)

V |Khéa luén t6t nghiép hodic hoc phin thay thé

46 |Cong b tai liéu van kién
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47 |Quan tri ngudn nhan lyc van phong
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Poéng Nai, ngay 06 thang 8 nim 2013
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