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euY rnixn xu'l-Y vAt'{ BAN DEN

1. Mgc d(ch, ph?m vi 6P dqrng:

a) Muc dich: dam quy dinh th6ng nh6t ,6 t,inh tu ti6p nhdn, {,, ly, soan

thao, ban hdnh vdn bdn; ting cucrng vi6c quan ly, xu ly vd ludn chuy6n vdn ban

dim biro dcrn gidrn hoa thu tuc hirnh chinh trong hoat d6ng cua nhd trutrng.

b) Pham yi up dqng: vdn thu, c6c phong, khoa, trung tAm truc thu6c

Trucrng Trung cAp ngh6 Cam LAm.

2. Dinh nghia, tit vi6t tit
a) Dfnh nghia:

+ Vdn bdn d6n lA t6t ca c6c loai vdn ban, bao gom vdn bdn quy pham phap

luft, vdn bdn hanh chinh va v[n bdn chuy6n ngdnh (kd cA bdn Fax, vdn bdn dugc

chuyen qua mang, vin ban mat) vd dcrn, thu gui d6n co quan, t6 chuc-

+ Ddng ky van bdn la vi6c ghi chep hopc cflp nhAt nhirng th6ng tin cAn

thi6t ve v6n ban nhu s6, ky hi6u; ngay, th6ng, ndm ban hdnh; t€n loai va trich
y6u n6i dung; noi nhpn vd nhung thong tin kh6c vdo s6 dang ky van ban ho{c co

so dir li€u qudn ly van bdn tr6n m6y vi tinh d0 qr-ran ly vd tra tim vdn ban.

b) Cac tu vi6t tdt:

DT-HC-KT Eiro tao - Hirnh chinh - Ke to6n

GDI{N Gi6o duc ngh6 nghidp

GDTX Gi6o dr,.rc thuong xuy6n

r{S Hd so

KFI Kd hoach

BM Bieu mau

DM Danh muc

3. Luu tI6
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4. Dlc tit

5. C6ng cu,, tri6u miu
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