TRUONG PAI HQC KHOA HQC
PHONG HANH CHINH -TO CHU'C

DANH MUC CAC THU TUC HANH CHINH

Tham quyén ky cac vin ban hanh chinh

Thi tuc cAp Gidy gidi thiéu

Thu tuc cap Gidy di duong

Thu tuc tiép nhén, xtr Iy van ban dén

Thu tuc xr ly, quan ly van ban di

Thu tuc dén tiép cacdoan khachdén lamviée véi trudng.
Thu tuc muwon phonghop.

Thu tuc Xin cdp vin phongpham.

. Thu tuc d6 muc may in,

0. Thu tuc thay Catridge may in, photocopy, cartridge

HOONOOAWNE



1. Thii tuc cAp Gidy giéi thiéu

Th‘anh‘ ’ )
phan ho | - Quyet dinh cur di cong taqnéu co)
SO - Thu moi...(néu cO)
Quy trinh Pon vi/ nguoi Thoi gian.
thue hién, gidi | tiep nhin ho
quyét so/ giai
quyeét
Déi véi CB,VC:
1. CB, VC lay giay gi6i thiéu tai phong HCTC | Phong HCTC
Quy trinh 15X chit kY ctia Ianhdao phong HCTC Phong HCTC Tronggio
thi tuc - . hanh chinh
3. Pong dau tai Van thu Phong HCTC
Déi véi SV-
1. SV lay gidy gi6i thiéu tai VP khoa, BM. Khoa,BM
2. Xin chir ky dai dao phongCT-HSSV PhongCT-HSSV| Tronggio
3. Dong dau tai Van thu Phong HCTC hanh chinh
Théng tin | Phong HCTC: 02803 746982
lien hé | Ms Ha: 01666841755

2. Thii tuc cip Gidy di dwong

1. Quyét dinh cir di cOng tacdoic ké hoach cong taatugc BGH duyt (néu co) .

Thali‘éhsl(’rhan 2. Thu mdi, duge BGH duyét cho phép thandy (néu c).
Quy trinh Pon vi/ nguwoi Thaoi gian
thue hién, gidi | tiép nhan ho
quyét so/ giai
quyét
1. CB, VC lay giay di dudng tai phong HCTC| CB,VC
Quy trinh ‘Mﬁll tai tai dﬁvb ) ) Ph(‘)ng HCTC
thi tuc (CB, VC di cdng tac trinfQuyet dinh hodc ké Trong eid
hoach dugc cit di cong tachoic gidy gidi ronge
thiéu). hanh chinh
2. Xin chir ky ctua lanhdao phong HCTC Phong HCTC
3. Pong dau tai Van thur Phong HCTC
Thong tin | Phong HCTC: 02803 746982

lién hé

Ms Ha: 01666841755



http://us.tnu.edu.vn/chi-tiet/mau-giay-di-duong-73

3. Thi tuc tiép nhén, xir Iy vin ban dén

Thanh phén
ho so

Van ban dén

S6 ghi chépnhan vin ban vachuyén giaovan ban

Don vi/ nguoi

Thoi gian tiép

Quy trinh thuc hién, giai nhén hé so/
quyét gidi quyét
Tiép nhan vin ban dén. Vin thu
Quy trinh Boc bi vian ‘pén, dong diu dén, Iéy H, vao 9 Van thu Trong gio
thu tuc "Van ban dén".‘ . hanh chinh
) Doc van ban, dé xuat viéc trién khai van ban. Phong HCTC
Trinh Ban Giam Hiu duyét trién khai van ban. | Phong HCTC
Chuyén vin ban. Van thu
Pon doc, theo ddi e trien khai, thrc hién Phong HCTC
van ban aia cac don vi.
Thong tin | Phong HCTC: 02803 746982, 02803 73469¢
lién hé Ms Ngéan: 0942917897; Edocman

4. Thu tuc xit Iy, quan ly vin ban di

Thanh phén
ho so

Van ban di
S6 ghi chépnhan vin ban vachuyén giaovin ban

Quy trinh
thu tuc

Don vi/ nguoi

Thoi gian tiép

Quy trinh thue hién, giai nhén hé so/
quyét giai quyét
San thao vin ban theo cac fu vin ban | Phong, Trung
dugc quy dinh tai Thong tu 01/2011-TT- | tam dugc phan
BNV. (T4i mau saan thao tai day) cong
Kiém tra tre thuc, ky thuat trinh bay.
Néu phéat hén van ban chua dung thé thac | Phong HCTC
quy dinh, chuyn vin ban cho ca nhan, don vi
san thao chinh sra
Trinh Ban Giam Igu ky van ban. Phong HCTC
(Tham quyén ky cac van ban hanh chinh
— Tronggio
e hanh chinh
Kiém tra hi thé thac trinh bay va thm quyén Vin thu
ky ban hanh.
Ghi 9, vao $ "Van ban di", dong dau Vin thu
Chuyén vin ban bang pHin mém Edocman Vin thu

Chuyén file vian ban cho Van thu dé scan
hoac dua 1én website @a truong

Ca nhan, don vi
san thao van
ban

Luu van ban

Van thu + Pon
vi san thao



http://us.tnu.edu.vn/chi-tiet/mau-soan-thao-van-ban-77
http://us.tnu.edu.vn/chi-tiet/tham-quyen-ky-duyet-van-ban-hanh-chinh-78

DPén dbc, theo ddi wc trien khai, thrc hiéen | Phong HCTC
van ban aja cac don vi
Théng tin | Phong HCTC: 02803 746982/ 02803 73469¢
lién hé Ms Ngan: 0942917897, Edocman
5. Thi tuc dén tiép cacdoan khach dén 1am viéc véi trueong
Thanh oha 1.Vin ban lién quandén viéc c6 khachdén cong tadai truong.
al?k %han 2. Phiéu dang ky str dung phonghop, phong khéach.
0s
Quy trinh Pon vi/ nguoi Thoi gian.
thue hién, gidi | tiep nhin ho
quyét so/ giai
. quyeét
QUX trinh ' Pang ky muon phonghop, phong khach. bon vi Tronggio
thutue | phi&y ding Ky sit dung phonghop - [Tai tai hanh chinh
[day).
Chuyén phiéu cho phong HCTGluyét va sap Pon vi Tronggio
xép phonghop. hanh chinh
Déi v6i khachdén lién hé cong tac:
Thong tin | Phong HCTC: 02803 746982
lién hé Ms Ha: 01666841755
6. Thu tuc mwon phonghop
Thanh phan | 1. Lich cong taclich hop.
ho so 2. Phiéu dang ky su dung phonghop.
Quy trinh Pon vi/ nguoi Thoi gian_
thye hién, giai | tiep nhin ho
quyet so/ giai
. quyet
QU)( trinh [ Pang ky muon phonghop. Don vi Tronggio
th fuc (Phiéu ding ky st dung phonghop -[Tai_tai hanh chinh
[day).
Chuyén phiéu cho phong HCTGluyét va sap | Pon vi Tronggio
xép hanh chinh
Thong tin | Phong HCTC: 02803 746982
lién hé Ms Ha: 01666841755



http://us.tnu.edu.vn/chi-tiet/mau-phieu-dang-ky-phong-hop-74
http://us.tnu.edu.vn/chi-tiet/mau-phieu-dang-ky-phong-hop-74
http://us.tnu.edu.vn/chi-tiet/mau-phieu-dang-ky-phong-hop-74
http://us.tnu.edu.vn/chi-tiet/mau-phieu-dang-ky-phong-hop-74

7. Thi tuc xin cAp vian phong phim

Thanh phan

] 1.86 xin cap Van phongpham.
ho so

xin cép VPP.[Miu S5 tii tai dav)

Quy trinh Pon vi/ ngwoi | Thoi gian tiép
thuc hién, giai nhan ho so/
quyét giai quyét
Liét ké loai va sé lwong VPP xincip vao S6 | Pon vi Tronggio

hanh chinh

Ms Phuong: 0942742133

Quy trinh _ — _ i
thi tuc Lanhdao don vi ky xacnhan Lanhdao don vi
La&nhdao phong HCTCduyét VPP Phong HCTC
Pon vi xin cap VPP liy Phiéu xuit kho tai | P.KHTC
phong KHTC
Nhan VPPtai kho Kho, P.HCTC
_ Phong HCTC: 02803 746982
Thong tin | \is Ha: 01666841755
lién hé

8. Thi tuc dé6 mwe may in, may photocopy

Thanh phan

ho so 1. Pon dé nghi.

Quy trinh Pon vi/ ngudi | Thoi gian tiép
thuye hién, giai nhén ho so/
i i quyet gidi quyet
Quy trinh | Pon dé nghi d6 mye. (Mau don tii tai diy) Don vi Tronggid
thu tuc hanh chinh
Lanhdao don vi ky xacnhan Lanhdao don vi
Lanhdao phong HCTCky duyét vadd muyc. Phong HCTC
Thong tin | Phong HCTC: 02803 746982
lién hé Ms Ha: 01666841755



http://us.tnu.edu.vn/chi-tiet/mau-so-xin-cap-van-phong-pham-76
http://us.tnu.edu.vn/chi-tiet/mau-don-do-muc-may-in-may-photo-thay-cartridge-75

9. Tha tuc thay Cartridge may in, may photocopy

Thanh phan
ho so

2. Pon dé nghi.

3. Biénban kiém tra tinhtrang k¥ thuat may in, may photo.

Quy trinh

Pon vi/ nguoi
thuc hién,

Thoi gian tiép
nhén ho so/

giai quyét giai quyét
Bién ban kiém tra tinhtrang k¥ thuat may in,| TTCNTT-TV Tronggio
may photo. hanh chinh
Quy trinh | Pon dé nghi thay cartridge [MIAu_don tai tai | Don vi
thu tuc day
L&nhdao don vi ky xacnhan. Lanhdao don vi
L&nhdao phong HCTCKy duyét. Phong HCTC
Thong tin | Phong HCTC: 02803 746982

lién hé

Ms Ha: 01666841755



http://us.tnu.edu.vn/chi-tiet/mau-don-do-muc-may-in-may-photo-thay-cartridge-75
http://us.tnu.edu.vn/chi-tiet/mau-don-do-muc-may-in-may-photo-thay-cartridge-75

