TRUONG PAI HOC CONG NGHE SAI GON

STU KHOA CONG NGHE THU'C PHAM

QUY TRINH NHAN VAN BAN (CONG VAN DEN)

Cén cr vao cac van ban cia Bo GDDT, céc quy ché, quy dinh, quy trinh ... cda Trudng

Buwoe 1:

Bwoce 2:

Bworc 3:

Buoc 4:

Bwoe 5:

Dai hoc Cong Nghé Sai Gon va céc hoat dong thuc té ciia khoa CNTP

Xac dinh vén ban va phan loai (vén ban cua B9, Truong, cong vin...).

Vao s6 theo doi (ghi ngay, thang, nim nhan van ban tir noi chuyén dén va noi

dung, ngdy, thang, ndm ciia vin ban géc).
Chuyén cho lanh dao Khoa ngay khi thue hién xong budc 2.

Nhan lai van ban tir 1anh dao va chuyén cho ¢4 nhéan, bo phan c¢6 lién quan céan cir

vao bit phé cta lanh dao (luu ban chinh, chuyén bang photo).

Luu git van ban cin thén theo timg loai, tirng nam rd rang va phai bao dam dé
truy cap khi can thiét.
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