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QUY TRINH XU LY VAN BAN DI
1. Muc dich, pham vi ap dung:

- Muc dich: dam quy dinh thdng nhat vé trinh tu tiép nhan, xu ly, soan thao,
ban hanh van ban; ting cuong viéc quan ly, xur ly va luan chuyén van ban dam
bao don gian hoa thu tuc hanh chinh trong hoat dong cua nha truong.

- Pham vi ap dung: van thu, cac phong, khoa, trung tam truc thudc Truong
Trung cap nghé Cam Lam.

2. Dinh nghia, tir viét tit

- Dinh nghia:

+ Van ban di 1a tat ca cac loai van ban, bao gérr} van ban quy pham phap
ludt, van ban hanh chinh va van ban chuyén nganh (ké ca ban sao van ban, van
ban ndi bo va van ban mat) do co quan, to chirc phat hanh.

+ Dang ky vén ban la viéc ghi chép hodc cap nhat nhiing thong tin can thiét
vé van ban nhu sd, ky hiéu; ngay, thang, nam ban hanh; tén loai va trich yéu noi

dung; noi nhan va nhiing thong tin khac vao so dang ky van ban hoac co so dir
liéu quan ly van ban trén may vi tinh dé quan ly va tra tim van ban,

b) Cac tu viét tat:

DT-HC-KT | Pao tao — Hanh chinh — Ké todn
GDNN Gido duc nghé nghiép

GDTX Gido duc thuong xuyén

HS Ho so

KH Ké hoach

BM Biéu mau

DM Danh muc
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4. Pac ta

Stt | Tén | Noidung Bo Bo Két | Han hoan | Biéu mau
budc phan/ phan/ qua thanh
cong Nguwoi | Nguoi dat
viée thuc | phoi hop | dugc
hién thuc
hién
1 | Soan Cac Van
thao phong, ban
van ban khoa,
trung
tam
2 | Kiém Van thu Trong
tra thé ngay nhan
thure van ban
van ban _
3 | Duyét |Trinh van | Hiéu Trong
vanban | ban  dén | truong ngay nhan
lanh  dao van ban
ky chuyén
4 | Pang Van thu So6 theo | Trong BM.01.CV
ky van doi ngay nhan | DI
ban di, cong van ban
nhan van di,
ban, van ban
dong
dau
5 | Chuyén Van thu | Cac Theo thoi
phat phong, han  cua
van ban khoa, van ban
trung tam
6 |Luutrr | Pua van | Cac Van thu | Van Sau  khi | BM.O1.CV
ban luu | phong, ban hoan thanh | BI
vao ho so | khoa, cong vige
cong van | trung
di tam




5. Cong cu, biéu mau

Stt Tén biéu mau Ky hié¢u
01 SO dang ky van ban di BM.01.VB bl
SO PANG KY VAN BAN DI
Tén loai
va trich Don vi,
S6, ky Ngay | yéu noi Noi nguoi S6
hiéu thang dung Nguoi nhan nhan lwong Ngay Ky
van ban | van ban | vin ban ky van ban | ban lwu ban chuyén nhan Ghichu
1 2 3 4 5 6 7 8 9 10




