QUY TRINH
SOAN THAO VAN BAN

A. Muc dich: Phai xay dung quy trinh soan thao vin ban dé dam béo thé thirc ndi dung van
ban, gop phan lam tang tinh hiéu qua str dung cia van ban.

B. Pham vi ap dung: Quy trinh nay ap dung cho cac don vi truc thudc Truong Pai hoc dan
lap Duy Tan

C.

Noi dung quy trinh:

Tu duy néi dung chinh vé muc dich phai lam.

Viét ban thao

Poc va sura lai ban thao

Pua ban thao cho van thu danh vi tinh va in ra

Kiém tra va sira chita lai ban thao da in (néu cé sai sot)

Dua ban thao da stra chita cho van thu stra lai trén may va in ra.
Doc lai ban thao trude khi trinh BGH xem.

Nhan lai ban thao da stra chira, thém, bét (néu co)

Pua van ban BGH da stra chira cho van thu stra lai trén may va in ra.
Poc lai van ban da in

Trinh van ban dé BGH ky

Photo copy van ban da ky

Va0 sb cong van, dong dau vin ban

- Phat hanh véan ban.
Ngudi viét Ngudi kiém tra Nguoi duyét
Ho va tén Phan Vian Son
Chir ky




SO PO QUY TRINH SOAN THAO VAN BAN

Chuan bi cong viéc

A 4

Tu duy ndi dung chinh phai

iTl

Viét ban thao

A 4

Poc va sura lai ban thao

A 4

Chuyén vin thu danh vi tinh va
in ban thao

Kiém tra chinh Né&u cé sai st
Iy ban thao

A 4

Stra lai ban thao trén may va in
Van ban hoan Ghinh |
Trinh ban thao Ién BGH <

v
Stra lai van ban trén may vi tinh
vainra

A 4

V20 s6 cong van, dong dau

A 4

Poc lai van ban da in

A 4

A 4

Trinh BGH ky Phat hanh van ban

A 4

A 4
Photo copy van ban Két thuc




