
liONG DA1HQC VAN LANG 
KHOA IUNH DOANH THUONG MA! 

Ngum ra de 

Dap an: Lan1:1:1 Lan 2:1:3 

Mon thi: 	 Quart tri hanh chanh van phong Xuan Tutrng 

Ktioa/Lexp: ...K2X01... - HQC k9: 	2 	- Nam hoc: 2019-2020 Tnremg Khoa/BO mon duyet 

C.A.11 01:  (05 diem) 

Sinh vien co the Ha ke bat k9 05 dieu minh thay can hru 9,  vi du: 

Nu la ngueri nhan thu tir, he so hang ngay nhieu, can lam s6 ghi cong van den, s6 ghi 
c6ng van di 
Sir dung cac loai bia nen da clang va mau sac va kich c, ho so c6 bia ding mau cho ding 
chuyen muc 
Thong tin, files trong may tinh phai sap xep thanh nhieu folders khac nhau, trong d6 c6 the 
folders con 
Thuemg xuyen delete cac email kh6ng quan tong 
Email cling phan loai trong cac folders nhanh cüa Inbox 

CAU 02:  (05 diem) 

Trong truOng hop nay hanh dOng nen lam la: it 

Neu khong 

CO the se bi phan Ung khong tot tir cap tren 
Co the bi trach mole 

3. Neu it: 
Nen nepi sao de cap tren kheing nher Min (c6 the thanh died quen) nhtrng cap teen van 
vui 
N8n n6i mOt each vui ye 
Vi du: "Chi a, thang nay chi tra em them lucmg ye viec rim chart nhe" (9 nen day 
khong phai cling viec minh duce thue hiOn nay) 
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