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euY TRiNH x0'r.'i vAiv BAN DI

1. Mgc tl[ch, Ph?m vi 6P dgng:

- MUc dich: dam quy dinh thdng nh6t ud ttinh tLr ti6p nhdn, Tu li, soan thao,

ban hdnh vin bdn; tdng cucrng vi6c qudn li, xu lf vd luAn chuy6n vdn bin ddm

bio dcrn gidn hoa thu tuc hanh chinh trong ho4t dQng c0a nhir trudng.

- Pham vi 6p dung: vdn thu, c6c phong, khoa, trung t6m truc thudc Trucrng

Trung c6p nghO Cam LAm.

2. Dinh nghia, tir vi6t tit
- Dinh nghia:

+ Vdn bdrn di la tAt ca cac lopi vdn ban, bao gdm vdn ban quy pham phap

lu6t, vdn ban hdnh chinh vd v6n birn chuy€n ngdnh (k€ cn ban sao vdn ban, vdn

bin n6i b6 vdt vdn ban mdt) do co quan, t6 chuc phat hdnh

+ DEng ky van bdn ld viec ghi chep hoac cAp nhAt nhimg thong tin cAn thi6t

vC v6n bfin nhu t6, ky hi6u; ngiry, th6ng, ndm ban hanh; tdn loai vd trich y6u nQi

dung; noi nhAn vd nhirng th6ng tin kh6c vdo s6 dang ky van bdn hodc co scr dir

li€u qudrn ly van ban tr6n m6y vi tinh d6 quan ly vd tra tim vdn ban.

b) Cac tu vi6t tdt:

DT-HC-KT Ddo tao - Hdnh chinh - KC to6n

GDNN Giao duc ngh6 nghiCp

GDTX Giao duc thucrng xuy6n

HS H6 so

KH KC hoach

BM Bi€u mAu

DM Danh muc
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