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Tp.HCM, ngdy_th5ng 01 ndm2020

euy rnimr NrriN vAN BAN (cONG vAN DEN)

CEn cri vho c6c vdn b6n cria BQ GDDT, c6c quy ch6, quy d!nh, quy trinh ... cta Trudng Dqi hqc

C6ng Nghe Sdi Gdn vit citc ho4t dQng thgc t6 cria khoa QTKD.

Bufc 1: Xdc dinh v5n b6n vd ph6n lo4i (vin ban cria 86, Trudng, cdng v5n...).

Butfc 2: Yito s6 theo d6i (ghi ngay, thfung,ndm nh4n vdn bin tu noi chuyiin ttiin vi nQi dung, ngdy,

thdng,nlm cria vdn b6n g6c).

Burfic 3: Chuyen cho lfintr'd4o Khoa ngay khi thgc hiQn xong budc 2.

Buric 4: Nhan l4i vdn b6n tir 16nh dao vd chuyen cho c6 nhen, bQ phan c6 li€n quan cdn cri vdo brit

ph0 cria l6nh i14o (luu bin chinh, chuyCn b6ng photo).

Buri.c 5: Luu git v5n ban can thpn theo timg lo4i, tirrg nnm r0 rdng vd phii b6o dim dE truy cap

mri can tfriiSt.
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