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euY TRiNH TIEP colrc UAN

l. Mr;c tlich, ph?m vi 5p dgng:

a) Muc d[ch:

- Hucrng d6n c6ng dan thqc hi6n quydn khi5u nai, tO c6o, ki6n nghi, phin
5nh dung quy dinh phap [udt, gop ph6n tuy6n truy6n, pnO Uitin phrip luAt.

- Ti6p nh{n khi6u nai, t6 c6o, ki0n nghi, phdn 6nh thu6c thAm quy6n gidi
quy5t cua Trucvng Trung c5p ngh0 Cam LAm d6 xem x6t, gi6i qLry6t theo quy
dinh cua phap lu6t.

b) Pham vi ap dung:

- Can bo, vi6n chuc, nguoi lao dong cua Trudng.

- Hgc sinh, cha me hgc sinh Trucrng Trung c6p ngh6 Cam Ldm.

- Cac d6i tucrng kh6c.

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

+ Vdn bdn d6n ld t6t ca cac loai v6n ban, bao gdm v6n bin quy pham phap
luAt, vdn bdn hdnh chinh vd vdn bdn chuy6n nganh (kd ca ban Fax, vdn ban dugc.;.
chuydn qua mang, v6n bdn mAt) vd dcrn, thu gui d6n ccr quan, t6 chuc.

. t Ddng ky v6n bdn ld vi6c ghi chdp hoac cdp nhft nhung th6ng tin cAn

thiet ve v6n ban nhu s6, ky hi6u; ngery, th6ng, ndm ban hdnh; t6n loai vd trich
I ^. ,

ydu ndi dung; noi nhdn vd nhtng th6ng tin kh6c vao sd ding ky vdn ban hodc ccy

sty dir li€u qudn ly vdn bdn tr€n miiy vi tinh dd quan ly va tra tim vdn bdn.

b) Cac tu vi6t tit:
DT-HC-KT Ddo tao - Hdnh chinh - KO to6n
GDNN Gi6o duc ngh6 nghiCp

GDTX Giao duc thucrng xuy6n
rts H6 scr

KH K0 hoach
RM Bi6u mAu

DM Danh muc



3. Luu tI6

Trinh tu TGn c6ng vi6c Tr6ch nhiQm thr,rc
hi6n

Bi6u miu

Buoc 1 NhAn vi6n ti6p d6n

Buoc 2

PhAn loai don thu, b6o c6o

ldnh dao dcrn vi.

- NhAn vi6n ti€p
dAn

- Truong phong
DT-HC-KT

Bucvc 3 + - Truong c6c

phong, khoa, trung
tdm
- Lanh dao dcrn vi

Br-r6c 4

Quytlt dinh gidi

quyet

- Hi6u trucrng

Bucvc 5 - Hi6u trucrng

Bucrc 6
V

Luu tr* hd so

- NhAn vi6n ti6p
dAn

Thong b6o k6t qud gidi quyet



4. D4c ta

stt 'tGn bi6u miu Ky hi6u
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5. Cdng cg, tri6u miu
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