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QUY TRINH TIEP CONG DAN
1. Muc dich, pham vi ap dung:
a) Muc dich:

- Huéng dan cong dan thuc hién quyén khiéu nai, to cao, kién nghi, phan
anh dung quy dinh phap luat, gop phan tuyén truyén, pho bién phap luat.

- Tiép nhan khiéu nai, to cao, kién nghi, phan anh thudc tham quyen giai
quyét ctia Truong Trung cdp nghé Cam Lam dé xem xét, giai quyét theo quy
dinh cua phap luat.

b) Pham vi ap dung:

- Can b, vién chtrc, nguﬁi lao dong cua TrLr(mg.

- Hoc sinh, cha me hoc sinh Truong Trung cap nghé Cam Lam.
- Céc doi tuong khac.

2. Pinh nghia, tir viét tat

a) Pinh nghia:

+ Van ban dén la tat ca cac loai van ban, bao gom van ban quy pham phap
luat, van ban hanh chinh va van ban chuyén nganh (ké ca ban Fax, van ban dugc
chuyén qua mang, van ban mat) va don, thu gui dén co quan, t6 chirc.

+ Dang ky védn ban la viéc ghi chép hodc cdp nhat nhiing thong tin can
thlet vé van ban nhu sd, ky hiéu; ngay, thang, nam ban hanh; tén loai va trich
yéu noi dung; noi nhan va nhing thong tin khac vao so dang ky van ban hodc co
so dir liéu quan ly van ban trén may vi tinh dé quan ly va tra tim van ban.

b) Cac tir viét tat:

PbT-HC-KT Dao tao — Hanh chinh — Ké toan
GDNN Giao duc nghé nghiép

GDTX Gido duc thuong xuyén

HS Ho so

KH Ké hoach

BM Biéu mau

DM Danh muc
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