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.I, * -- RUONG DAI HOC CONC NGFIE SAI GON
S S U KHoAcorui

Tp.HCM, ngdy_th6ng 0l ndm2020

euy rniNu NHA,N vAN nAN (c0NG vAN DEN)

C[n cir vdo c6c vdn b6n cria BQ GDET, cilc quy chi5, quy dfnh, quy trinh, ... ctra Truong E4i

hgc COng Nghq Sdi Gdn vd citc hopt dQng thUc t6 cria Khoa Co Khi.

Bufc 1: X6c dinh vdn bin vd phdn lo4i (v[n bin cta BQ, Tru]ng, Phong ban, c6ng vin...).

Bufc 2: Vdo s6 theo d6i (ghi ngdy, thdng, ndm nhfln vdn bin tir noi chuy6n d(5n vd nQi dung,

ngay, thing,ndm cria vdn bin g6c).

Bufc 3: Chuy0n cho l6nh d4o Khoa (1), c6c phong ban thuQc Khoa, CBCNV trong Khoa, ...

ngay khi thgc hiQn xong buoc 2.

Bufc a: (1) Nhan l4i vin b6n tu l6nh dpo vd chuy6n cho c6 nhdn, bO ph{n c6 li6n quan cdn crir

vdo brit ph6 ctia l6nh dpo (luu bin chinh, chuy€n bing photo).

Bufc 5: Luu gi0 vdn bdn c6n thfln theo timg lopi, ttmg ndm rO rdng vd ph6i b6o dim dE truy

cflp khi cAn thi6t.
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