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l-l{ti'ONG DAI IIQC CONG NGI'lli SAI GON

q H tt\r B 1-/ KHOA Ky,tHtJA.I'CONG'I'RINH

Tp.HCM, ngdy 15 th6ng 07 nim2020

euy rRiNH NH4.N vAN UAN (cONG vAN DEN)

Cdn c[r vaio ciic van bdn cura l]6 GDD'l'" cac quy ch6. qLry dinh. quv trinh ... cta I'ruong D4i hqc

Cdng NghQ Sai Gdn vd c6c ho4t dong thUc t6 cua khoa K'fCl'.

Bu'o'c l: Xac dinh van ban va phan loai (van ban cira BQ."l'ruo'ng, c6ng vf,n...).

Bu'6'c 2: Vdo s6 thco d6i (ghi ngdy, thang, r'r[m nhdn vdn bdr-r tu noi chuy6n d6n vd n6i clung" ng,i,v.

th6ng, ndm cria vdn bin g6c).

Bu"6'c 3: Chuy6n cho lir-rh dqo Khoa ngay khi thuc hiqn xong bucic 2.

Bu'6'c 4: Nhan lai van bhn tu'lEnh dao ra chLrr.in cho cii nhdn. bQ phan cti li0n cluan cdn c[r viro bht

phO cua linh d4o (luu bAn chinh" chuy6n b6ng photo).

Bu'6'c 5: Luu gift van ban cAn th4n theo tu'ng lo4i. tu'ng nan-r rO rang va phai bao dlirn c1i trul' cap

khi cAn thi6r.
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