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Bwée | Trach nhiém Noi dung cong viéc Thoi gian Biéu miu
lién quan
1 Cac Bo mon/ Sau khi soan thdo vdn ban xong
trg ly VPK (van ban c6 chit ky tit cia Trudng/
Ph6 B6 mon/trg ly VPK), Bo
mon/trg ly soan thado gui van ban
cho thu ky van phong khoa.
2 | Vanthu, trgly | Thu ky kiém tra lai thé thirc, hinh | Trong ngay
VPK thirc va ky thuat trinh bay van ban.
Néu vin ban hoan chinh thi tap
hgp vdn ban va trinh Ban chu
nhiém khoa ky theo thim quyén va
Iinh vuc phén cbng cta cac thanh
vién Ban chi nhiém khoa.
3 Vén thu CB van thu van phong khoa vao | Trong ngay
sd dang ky van ban di; ghi s, ky
hi¢u va ngay thang cia véan ban;
nhan ban; déng ddu cia Khoa vao
véan ban.
4 Van thu, trg ly | CB vin thu chuyén dén cac noi | Trong ngay
VPK nhén ghi trén vian ban theo hé
thdng Vin phong dién tir cua
Trudng, email bd moén, hodc buu
dién hay phuong tién khac. (Thyc
hién trong ngay)
5 Vian thu, tro ly | CB van thu theo doi viée chuyén/
VPK nhan van ban; Luu trit van ban di.
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