KHOA HQC GIAO DUC CONG HOA XA HQI CHU NGHIA VIET NAM
AN HC-CSVC Poc 14p — Tw do — Hanh phuc
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QUI TRINH PE XUAT, PE NGHI
CAP PHAT VAN PHONG PHAM, AN PHAM

I. Quy trinh cip phat.4n phim (gidy tiéu dé, phong bi, folder, qua ting...)
Bude 1- Pon vi ¢6 nhu cau st dung 4n phdm guri gidy dé nghi cap phat 4n phdm cho
chuyén vién phu trach cua Phong HC-CSVC tir ngay 01 dén 05 dau thang
(mdu BM.01.01-HC-CSVC).
Budc 2- Chuyén vién B6 phan HC-CSVC nhu cau vé s lugng an phém cua cac don vi
va tién hanh c4p phat 4n phim trong vong 03 ngay ké tir khi nhan duoc gidy
dé nghi c6 chir ky phé duyét ciia lanh dao don vi.
* Ngwoi lién hé cap phat 4n pham:
Ms. Nguyén Thay Nhat
Email: nhatnt.ep@gmail.com

IL. Quy trinh cAp phat name card

1. Po6i véi can bd maéi tuyén dung:

Budc 1- Truéng Bo phan giri gidy dé nghi lam card (mdu BM.01.02) ctia nhan sy méi
cho bd phan HC-CSVC.

Budc 2- Bo phan HC-CSVC tién hanh in card va chuyén cho Bo phan TCCB dé Cép
phat cho can bd trong vong 10 ngay ké tir ngay nhan dugc gidy dé nghi cua Bo
phan ¢6 nhan su moi

2. P6i véi can by dang lam viéc:

Budc 1- C4 nhan ¢6 nhu cau in card giri d& nghi in card (mdu BM.01.02)cho bd phan
HC-CSVC

Budc 2- B phan HC-CSVC tién hanh in card va cép phét cho can bd trong vong 10
ngay ké tir khi nhan duoc gidy dé nghi c¢6 chit ky xac nhan cta lanh dao don vi.

* Ngwoi lién hé cap phat name card:

Mr. Ta Ngoc Cuong
Email: cuongkhgd@gmail.com



Mau BM.01.01-HC CSVC

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phic

Ha Noi, ngay  thdng  ndm

.........................................................................

.............................................................................................

Tén van phong pham, an pham va so6 luwgng nhu sau:

- SO g
STT AN PHAM DON VI LUONG GHI CHU
Ghi chi: Déi véi 4n phém khong dé nghi cép phat, ghi (0) vao cot sb lugng.
NGUOI PE NGHI PHU TRACH BQ PHAN BOQ PHAN HC-CSVC

(ky, ho tén) (ky, ho tén) (ky, ho tén)



Mau BM.01.02-HC CSVC

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phic

NG, FIREEROA HOC GIAO DUC
(& TRBORHANHC-CSVC
x| PHO'THONG |3

Ha No¢i, ngay  thdng  nam

GIAY PE NGHI CAP NAME CARD

Kinh gtri: B phan Hanh chinh - CSVC
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Pé nghi bd phan HC-TH cap name card
S6 luong:
01 hop (d6i vai can bo)
Thong tin in card:

02 hop (ddi véi lanh dao)

HOQC VI/ . X )
- HO TEN HOC HAM CHl'JC DANH ]?ON V1 EMAIL DIE,N THOALI
(Tiéng Viét + qiﬁng Xié; + (?gng Xié}t‘ + (vnu) (cﬁddﬂinh/ di
Tiéng Anh) iéng Anh) iéng Anh) ong)
Ghi G .o
NGUOI PE NGHI PHU TRACH BQ PHAN BQ PHAN HC-CSVC
(ky, ho tén) (ky, ho tén) (ky, ho tén)




