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Mau van ban trao do6i cong viéc
Tai liéu dung riéng cho bai thire hanh OnAcademy. An Phuc va moi giao dich, nhan vat trong bd
nay la gia dinh. Khéng ding mau nay nhw quyét dinh hay chinh sach ctia mot doanh nghiép that.
Thong tin van ban
Tén don vi: [dién theo tinh hubéng]. S6/tham chiéu: [dién néu don vi c6 quy wéc]. Ngay: [ngay
tao]. Nguwoi nhan: [chire danh hodc bd phan]. Vé viéc: [mot muc dich cu thé].

Noi dung dé ngudi hoc hoan thién

1. B&i canh va can ci: [nguoén, van dé, pham vi.

2. Noi dung dé nghi: [viéc can lam, dau ra, nguoi phoi hop].

3. Thoi gian: [ngay da xac nhan hoac ghi can xac nhan].

4. Phan hdi mong mudn: [can duyét, can b6 sung hay can xac nhan].

Nguwoi soan: [ho tén/vai tro]. Ngwoi duyét: [d€ tréng khi chwra duyét.

Ki€m tra truwéc khi dung

Da&i chiéu mau/thé thire clia don vi, tén va chirc danh, ngudn sé liéu, ngay, don vi tién, quyén

ky/phé duyét. Ban nay Ia mau ndi dung dao tao, khdng xac nhan tuan thi mot thé thikc hanh
chinh cu thé.

OnAcademy Tinh huéng An Phuc giad dinh Dung cho dao tao
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