QT03/HCTH/CVDi Phdt hanh toan truong

UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
_ TINH THANH HOA Poc 1ap - Tu do - Hanh phic
TRUONG PAI HOQC HONG PUC

TL.KIEH &

QUY TRINH
Xir Iy van ban/cong van di
(Ban hanh kém theo Quyét dinh sé 591 /0D-DHHP, ngay 0f thang & nam 2020
ctia Hiéu truong Truong Pai hoc Hong Duc)

I. MUC PICH, YEU CAU VA PHAM VI AP DUNG
1. Muc dich: Nhim phén cong khai, minh bac ndi dung, trinh ty thyc hién viéc xir ly va
guri van ban/cong vin di cia Nha truong.
2. Yéu ciu: Dam bao ding yéu cau thé thirc trinh bay vén ban.
3. Pham vi ap dung: Quy trinh nay 4p dung cho viéc xtr ly va giri vin ban/cong vén ra
ngoai tromg, hodc dén cac don vi/cé nhén trong trudng do phong HCTH thyc hién.
II. TAI LIEU VIEN DAN VA CAC TU VIET TAT
1. Tai lidu vién déin: Nghi dinh s6 30/2020/ND-CP ngay 05/3/2020 ctia Chinh phii vé cong
tac van thu.
1. Tir viét tit:

DV/CN: Don vi/ca nhan TP: Trudng phong TL.KIE
VB/CV: Vian ban/Céng vin HCTH: Hanh chinh-Tdng hop. ——
I1I. NOI DUNG

Pon vi/ ¢4 | Thoi

Luu db " S R Pon vi/ca gt g .
E - No¢i dung thue hién va chuan chat . . nhan phoi | gian a 2
cic bwée I nhan chiu h . Biéu mau
w
cong viéc | trach nhiém = hién
Bwée 1: Tiép nhén vin ban di va kiém
> tra thé thirc viin ban
han P\l - Céc don vi chu tri soan thio van ban Pon v, cé | hang
bén va phai trinh phong HCTH kiém tra, duyét nhdn soan | ngay .
kiém tra thi th. . k.. th ~ tr-nh b‘ VB TP HCTH th-p Ban goc
thé thire ¢ thirc va ky uat trinh bay VB. a0 VB/CV di
VB - Néu VB dat y/c thi ky nhéay phia dudi

VB, néu chua dat yéu cau thi lai cho don

\ vi, ca nhan soan thao.

Buéce 2: Trinh Lianh dao trwdomg ky: Lanh dao
Trinh | |Sau khi TP HCTH ky duyét thé thic va |ponvi,ca | truong phu
BGH | |1¢ thuat trinh bay vén ban, do vi chi tri |nhdnsoan | trach  linh
trinh lanh dao trudng ky thao don vi /
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N b Pon vi/ca | Thoi
Luwu do el i 2 - Pon vi/ca . . .

, Noi dung thue hién va chuan chat N . nhin phoi | gian TR
cac buée I nhan chiu h e Biéu mau
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hién
Bwéce 3: Xir Iy tha tuc viin thu:
——| - Sau khi lanh dao truomg ky thi chuyén - S6 dang
Xelf i 1B van thr ghi sé, ky hidu vA ngdy|- Cén bd van| BV/CN Thue |ky cong
“thir thang cua VB/CV di; truc tiép déng dau, | thu: soan thao hién |vandi
dang ky VB/CV di vao sb cong vin di. VB/CVdi |hang |-Ban gbc
- Luu VB/CV di: Van thu luu ban gbe, ngdy |VB/CV di
DV/CN soan thao luu ban chinh.
Buéc 4: Chuyén phét viin ban di: Thuc
2 - Cén b van thu cung véi DPV/CN c6 hién
Chuyén | ™ R X .
phit vin |Yeu cau giri VB/CV di lam bi thu, phiéu hang
ban yéu ciu guri cdng vin (néu can); kiém tra Can bd van | ngay
sd lugng ban gbe va ban chinh. CBdonvi |thu
- Chuyén, phat van ban di theo dia chi | soan thao
noi nhan duge ghi trong VB/CV di theo
duong Buu dién, hodc don vi nhdn
VB/CV ky nhén s6 van thu néu chuyén
truc tiép.
ﬂh-eo\ Buwérc 5: Theo doi VB/CV giri di Gifly bao
vg,,ﬁc'v Tzleo .dﬁi Yié?_ chtlyén, giao| .VB/(,:V da CB Vin thu DbV/CN - har‘lg phét cua
giri di dén dia chi giri, bao ddm hi¢u qua thuc soan thao | ngay |Buudién
hién cong viéc. VB/CV di
IV. BIEU MAU AP DUNG
TT Tén bidu m&u Ma hO:l biéu Tho;l.gm.l; Ned T File dinh kém
mau Iru toi thiéu
1 - Phong HCTH
S6 déng ky cong van di Khong ma hoa 1 ndm - Céc don vi truc
thue ’
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