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QT04/HCTH/LT Phdt hanh toan truong

CONG HOA XA HQI CHU NGHIA VIET NAM

Poc lap - Tu do - Hanh phic

QUY TRINH
~ Lap Lich cong tic tuéin
(Ban hanh kém theo Quyét dinh s6 §3 / OP-DHHD, ngay ¢/ thang ¢ nam 2020
cua Hiéu truong Truong Dai hoc Hoéng Pikc)

I. MUC PiCH, YEU CAU VA PHAM VI AP DUNG
1. Muc dich: Nhém cdng khai ndi dung, cac bude thuc hién va trinh tu thyc hién viéc dang ky,
téng hop, lap Lich cong tac hang tuan va theo ddi viéc thyuc hién cong viéc theo lich tuan.
2. Yéu ciu: Phat hanh lich cong tac tuin ding thoi gian quy dinh
3.Pham vi 4p dung: Céc don vi, cd nhin Trudong Dai hoc Hong Drrc.
IL. TAI LIEU VIEN DAN VA CAC TU VIET TAT
1. Tai liéu vién dén:
2. Céc tir viét tit:
BGH: Ban Giam hidu
PHT: Phé Hiéu truéng

III. NOI DUNG

TP: Trudng phong
HCTH: Hanh chinh-Téng hop
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I,Am d? Ni dung thue hién va chuin })o:n v;/c.a Do:n v!/c?. L gf?n Bicu
cac budce £ nhéin chiu | nhin phoi | thwe hi¢n x
y = chat lwgng 5 . mau
cong viéce trach nhiém hop
Buéce 1: Ping ky Lich cong tic CV phong |Truéc h
tudn: Truong don vi truc thue dé : HCTH phuy |thtt 6 hang @
2! 3 x . |Truong don| A BMO1-QO4-PHCTH
xuit lich trong tuan (theo mau)| . trach tudn T.doc
trinh 1&nh dao trudong phu trach va X
chuyén P. HCTH.
Buwéc 2: Lép Lich cong tic tuin
- Chlfyén vién p}lbng HCTH phu @
trach tong hop, sap xép lich cong Sang thr 6 | gwsqroericny
4 tac tudn - Chuyén vién hang tudn e,
Lap lich - TP.HCTH kiém tra noi dung va | phu trach. - Lanh dao @
cong tic trinh lanh dao truong xem. -TP.HCTH |trudng -
tudn - Chinh sira theo yéu ciu cla g
l lanh dao truong va trinh ldnh dao
phu trach ky ban hanh.
Buéc 3: Phat hanh Lich: Sau khi @9
lanh dao ky, chuyén vin thu déng|Chuyén vién| - Cénbd gash ren
diu, dua lén Website cua Nha|phu trach. vanthu | Thit 6 hang |-
truomg va chuyén vao email cua tat - TP. tudn Website
caCB, GV. HCTH - Hop J{/
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Lru do Pon vi/ci i/ea | Thoigi '
2 ¥ ? Nbi dung thue hién va chuén o;n v;/c-a Do;n v cf k gf?n Biéu
cic bwée £ nhin chiu | nhéin phoi | thuc hién x
i e chat lwgng , % mau
cong viéc trach nhiém hop
thu
\ Buéc 4: Theo ddi thue hién: Luu
dﬁ"l" Lich cong tac tudn va theo ddi két
thye [qua thuc hién cong viéc theo lich
h";n dﬁ phat hanh, bao cao TP.HCTH.
IV. BIEU MAU
i gi File dinh ke
TT | Tén biéu miu M3 ho4 biéu méu Tho;l, gm,l: Noi luu R
Iru toi thiéu
Dang ky Lich BMO1- B
1 A i FHCTH
cong téc tuin QTO4/HCTH/LT RS BMOL-TARCTHL
Lich cong tac BMO02-
P 1 nd PHCTH
tudn QTO4/HCTH/LT g4 TO4-?
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