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QUY TRiNH NHAN VAN BAN (CONG VAN DEN)

Cdn cri vdo c6c vdn bin cria BQ GDDT, c6c quy ch6, quy dinh, quy trinh ... cria Trudng Dai hgc

C6ng Neh. Sdi Gdn vd c6c ho4t dQng thgc tti cria khoa EDT.

Bufc 1: X6c dinh vdn bin vd phdn loai (vdn bin cria BQ, Trulng, cong vdn...).

Budc 2: Vdo sO theo d6i (ghi ngdy, thing,nbm nhfln vdn b6n tir noi chuyCn d6n vd nQi dung, ngdy,

thing,ndm cta v[n bdn g6c).

Bufc 3: Chuyi5n cho lfinh d4o Khoa ngay khi thgc hiQn xong buoc2.

Bufc 4: Nhfln l4i vin bin tu l5nh dpo vd chuytin cho c5 nhan, bQ phfln c6 li6n quan c6n cri vdo brit

ph6 cria lflnh d4o (luu b6n chinh, chuyi5n bing photo).

Bufc 5: Luu gifr vdn b6n cdn thfln theo tirng lo4i, tirng ndm 16 rdng vd phii b6o d6m d6 truy cAp

khi cAn thi6t.
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