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TRANG KIEM SOAT TAI LIEU

1. Danh sach phan phbi tai liéu
- Ban Giam hiéu

- Van phong........cocvveiiiiicncee
- Céc don vi trong trudng.........ceevverveereennne.

- Trung tdm Pam bao chat luong

2. Trang sira doi

Lan stra
doi

Trang

No6i dung stra doi o gk
stra doi1

Ngay hi¢u luc Phé duyét

3. Phé duyét

Nguoi soan thao Nguoi kiém tra

Nguoi phé duyét

ThS Phan Vian Son
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4. Dinh nghia, thUudt NET......ccoiiiiiiiii e 3
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NOI DUNG
1. Muc dich.

Qui trinh nay thong nhét trinh ty, ndi dung va trach nhiém trong viéc kiém soat Vin
Thu, Buu pham, Van ban ndi bo tai Truong Pai hoc Duy Tan.
2. Pham vi ap dung.

Vién ban nay dugc ap dung cho tat ca cac tap thé, don vi va c4 nhan thudc Truong.

3. Tai li¢u lién quan.
+ TCVN ISO 9001:2008;
+ S tay chét lwong ciia Truong Pai hoc Duy Tén;
+

4. Dinh nghia, thuit ngir.
+ VP: Vian phong
+ VT: Van thu;
+ CBGT: Cén bo giao thu

Cac thuit ngir, dinh nghia va tir viét tit khac: Sir dung nhu trong So tay chat
lugng cua Truong va ti€u chuan ISO 9001:2008;
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5. Noi dung.

5.1. Luu d6
Trach nhiém | Buwéc Luwu do Tai li¢u / Biéu miu
v

5 1 Tiép nhan Thu, Buu pham

Van thu Vin ban néi bo
5 Phén loai Thur,

9 Van ban

Van thu Thu, Bty
pham
Van ban J
y v
Can b giao thu 3 Vao S0 giao van Vao so giao Thu,
ban no6i bo buu pham
4 \ 4

, , Chuyén dén Chuyén dén
Cac don Vi 4 don vi nhan
trong tmOng Vén bén ...............

, ) Céc don vi ky nhan
Cac don vi 5 Van bin ngi bo, Thu

y
Céan bo giao thu C(ét thﬁ>
6
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5.2. Dién giai:

_Buéc 1: Tiép nhan Thw, Buu pham, Vin ban ngi by :Thu, Buu pham tir bt ky
ngudn nao déu phai duoc tap trung tai b phan van thu Truong (Van phong Truong) dé lam
thu tuc ti€p nhan.

Buwéc 2: Phan loai vin ban dén: Kiém tra dia chi va noi nhan dé phéan loai van ban:
Bwéc 3: Bo phan vin thu chuyén cho Cén b giao thu vao sé chuyén van ban

Bwéc 4: C4c don vi, c& nhan nhan Vin ban noi b, thu, buu phan ky nhan, két thic ¢
budc 6

Budc 5: Luu cong van theo qui dinh: .

6. HO so.
STT Tén Hb so Noilgw | Himhthic) Thei | Hinh
9 luu gian luu | thire huy
1 So6 giaov Van ban noi bo, Thu, Truong/ Van So Lau dai
Buu pham phong




