TRUGNG DAI HOC CONG NGHE SAI GON
KHOA QUAN TRI KINH DOANH

Tp.HCM, ngay thang 01 nam 2020

QUY TRINH GUI VAN BAN (CONG VAN PI)

Can ctr vao cac van ban cua B GDDT, cac quy ché, quy dinh, quy trinh, ... cia Trudng Pai hoc

Cong Nghé Sai Gon va céc hoat dong thuc té ctia khoa QTKD.

Buwéc 1: Ghi sb, ngay, thang, nim giri van ban di va ndi dung, ngay, thang, nim cuia vin ban géc.

Buwée 2: Guri van ban dén noi nhan. Trudng hop giti bén ngoai thi s& do Phong Hanh chinh — Quan
tri giri. ‘

Buée 3: Nhén lai van ban duge cip trén phé duyét hodc tir cic phong, ban. Thong béo hoidc photo

van ban cho 1anh dao, ca nhan hodc bd phan c6 lién quan trong khoa biét dé thuc hién.

Buéc 4: Luu ban chinh va bao quan cén than theo timg loai, ting nim rd rang va phai bao dam dé

truy cép khi can thiét.
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