SO LAO DONG — THUONG BINH VA XA HQI KHANH HOA
TRUONG TRUNG CAP NGHE
DAN TQC NOI TRU KHANH VINH
Dia chi: S6 02 Hing Vuong, thi trin Khanh Vinh, Khanh Vinh, Khanh Hoa
bién thoai: 0258.350.3356 Email: ndtntkv.sldtbxh@khanhhoa.gov.vn
Website: http://tcnkhanhvinh.edu.vn

QUY TRINH
XU LY VAN BAN DEN

Ma hoéa: . 34/QT-TCNDTNT-DTHCKT
Ban hanh lan: 02
Hiéu lye tir ngay: 01/01/2023

Nguwoi soan thio Ngudi kiém tra Nguwoi phé duyét

&Q\NH VA 'kq‘/’

TRUQNG 2'\
«E\/ ' )Y [ YRUNG CAP NGHE \2)
,,g\wﬁ ]‘)AN‘"PO 4,‘!.15—

s KHANH VINE /3

8y

Ho va tén | Cao Thi Hong Quyén Van Thanh Tam Kiéu Xuan Khiém

Chuyén vién phong
Dao tao — Hanh chinh
— ke toan

Chuc
danh

Trwong phong Dao tao —

Hanh chinh — ké toan Hi¢u truéng




1. Muc dich va pham vi ap dung

a. Muc dich

bam bao théng nhét vé trinh tu tiép ?nhém, xur ly, soan thao, ban hanh van ban; ting
cuowngd viéc quan ly, xur 1y va luan chuyén van ban ddm bao don gian hoa thu tuc hanh
chinh trong hoat dong cua nha truong.

b. Pham vi ap dung

Quy trinh nay ap dung cho van thu, cac phong, khoa, trung tam tryc thudc truong.

2. Dinh nghia va tu viét tat

1. Pinh nghia:

- Vin ban dén 1a tat ca cac loai van ban, bao gdm vin ban quy pham phap luat, van

ban hanh chinh va van ban chuyén nganh (ke ca ban Fax, van ban dugc chuyén qua mang,
van ban mat) va don, thu gti dén co quan, to chirc

- Bang ky van ban la viéc ghi chép hodc cap nhat nhiing thong tin cap thiét vé van
ban nhu s0, ky hi¢u; ngay, thang, nam ban hanh; t€n loai va trich yéu néi dung; noi nhan
va nhitng thong tin khac vao s6 dang ky van ban hodc co s¢ dir li€u quan ly van ban trén
may vi tinh dé quan 1y va tra tim vin ban.

b. Tw viét tit

- PDTHCKT : Phong Pao tao — Hanh chinh — K¢ toan
- HS : HO so

- KH : Ké hoach

-QT : Quy trinh

- BM : Biéu miu

- DM : Danh muc

3. Lwu d6 (xem trang 3)
4. Piic ta (xem trang 4 dén 5)



LUU DO QUY TRINH XU LY VAN BAN DEN

LAP KE HOACH BO SUNG, CHINH SU THAM PINH LUU TRU
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PAC TA QUY TRINH XU LY VAN BAN PEN
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5. Cac cong cu/ biéu miu/ hwéng din:

STT

Tén biéu miu/ huéng din

Ma hoa

S6 cong van dén
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Danh muc ho so luu cong van dén
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