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NOI DUNG

. Muc dich

Qui trinh nay théng nhét trinh tu, cach thirc quan 1y va sir dung cong dau cta don vi

. Pham vi ap dung

Vin ban nay duogc ap dung cho tit ca cac don vi thudc Truong.

. Tai liéu lién quan

TCVN 1SO 9001:2008

S tay chét luong ciia Truong Pai hoc Duy Tén;

Nghi dinh 110/2004/ND-CP ngay 08 thang 04 nam 2004
Nghi dinh 09/2010/ND — CP ngay 08 thang 02 nam 2010
Thong tu 01/2011/TT-BNV ngay 19 thang 01 ndm 2011

. Pinh nghia, thuat ngir

+ BGH: Ban Giam hiéu
+ VB: Van ban

Cac thuat ngir, dinh nghia va twr viét tit khac: St dung nhu trong SO tay chat
lugng cua Truong va tiéu chuan ISO 9001: 2008.
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5. N6i dung

Luru db
Trach nhiém | Buéc Luwu do Tai li¢u / Biéu miu
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déng dau
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Van thu 2 Kiém tra thé thuc ban dau
Vin thu Doc ndi dung van ban va
3 kiém tra chir ky
ijénh/ ‘Ph() chanh Trinh Lanh dao vin
Van phong phy 4 phong xem
trach hanh chinh
. Dong dAu tén, chirc vu
Van thu 5 va déu tron
[
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Pon vi déne dau/ Gui lai cho ca nhan, don vi
Laong 6 yéu cau dong dau va

Van phong
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5.2. Dieén giai

Buéc 1: Tiép nhéan vin ban dong diu: Bo phan vian thy tiép nhan nhiing vin ban do
cac ca nhan hodc cac don vi dén yéu cau dong dau hodc theo chi dao cua Ban Gidm hi¢u/
dong dau cac van ban gui ra ngoai trudng.

~ Budre 2: Kiém tra thé thirc ban diu: Cian ct thong tu 01/2011/TT -BNV huéng dan
theé thirc va ky thuat trinh bay van ban hanh chinh dé xem xét cac van ban thé thire van ban
trudc khi dong dau. Néu van ban ddm bao thé thic thi doc k¥ ndi dung va ki€ém tra chir ky.

Budc 3: Poc ndi dung vin ban va kiém tra chir ky: Tat ca cic vian ban cac don vi
yéu cau dong diu can phai doc ndi dung va kiém tra chir ky ctia Lanh dao trudng ky trén vin
ban. Ngoai trir cac vin ban don giai thong thuong thi ¢ thé dong dau , con lai cac van ban
Khac phai trinh lanh dao Van phong xem van ban.

Bwdre 4: Trinh Chanh hodc Pho Chanh Van phong phu trach Hanh chinh xem vén
ban: Sau khi Van thu kiém tra chit ky trén van ban trinh Chanh/ Pho chanh Van phong xem
lai van ban.

Budc 5: Péng diu tén, dau chirc vu va ddu tron: Sau khi Chanh / Pho chanh Vin
phong xem xét, ra soat lai vin ban chuyén sang bo phan vin thu déng dau tén, dau chirc vu
va ddu tron 1én van ban.

Budc 6: Giri 1ai cho ¢4 nhan, don vi yéu ciu dong dau va luu trir (néu ¢é): Can cur
vao muc ghi noi nhan ctia vin ban , bo phan vin thu xem néu vin ban yéu cau dong dau co luu &
Vian phong thi luu trir lai mot ban theo hé théng luu tritr cia don vi.
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