QUY TRINH
TIEP NHAN, XU LY VA BAO GOI THONG TIN THEO YEU CAU
Pham Thi Diu
S6 dién thoai: 0978606208; Email: ptdiu@vnua.edu.vn
1-2 ngay (cin ctr theo yéu cau dit)

1. Céan bd phu trach:

2. Thoi gian thuc hién:

~ A A ~ A .
CB Tiep nhén yéu cau tin/photo

ey

1. Nhén yéu céu tin (qua email hoic
truc tiép);

2. Xtr ly yéu ciu tin (phan loai, x4c
dinh ndi dung yéu cau tin, danh gia
tinh hop phép cia ngudn tin; x4c dinh
nguon thu thap; hinh thirc cung cip;
du kién chi phi...)

3. Phan hoi thong tin cho nguoi yéu

A

cau

Céan b nhan yéu cau

@

1 Nhan phan hdi dong y dit hang
cua nguoi dung tin;

2. Xéac dinh phi bao goi di duoc
chuyén vao tai khoan da xac dinh
cua don vi;

3. Tién hanh thu thap, bao goi thong
tin;

4. Kiém tra lai TT (dam bao tinh ddy
du, cép nhat va dung ndi dung yéu
cau);

Can by nhén yéu cau

3)

1.Gui Thong tin dd hoan tat cho
ngudi yéu cau;

2. Lién lac véi nguoi yéu cau dé xac
dinh thong tin di giri dén dugns dia
chi /xac dinh mirc d§ dap tmg ngudn
tin ctia nguoi yéu cau;

3. Luu TT da bao go6i vao thu muc
“danh séch cac ngudn tin da cung
cép”

4. Dbi chiéu, xac nhan kinh phi thuc
hién véi ké toan don vi;

LANH DAO DON VI
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Pham Thi Thanh Mai




