1. Ngudi phu trach:

2 Phéi hop:
3.

Trung tam TT-TV
LDC; Ban TCCB
(D

QUY TRINH LAM THE CONG CHUC, VIEN CHUC
Lé Hong Giang, Nguyén Anh Tuén
S6 BT/Zalo : 0977 832 201;  Email: lhgiang@vnua.edu.vn
Céc don vi, Ban To chirc can bd, Ban Tai chinh va Ké toan

Thoi gian hoan thién 1 quy trinh: 2 - 8 ngay (tiy theo sb luong anh/lan lam va tinh trang dit lidu, thé can xur ly..)

1. Ban TCCB gtri danh
sach can bo lam thé
cho Trung tam TT-TV
LDbC;

2. Trung tam TT-TV
gui thong bao yéu cau
cac don vi ndp anh /file
anh (c& 4x6 kiéu anh ho
chiéu) cho trung tam
TT-TV LDBC;

3. Can by méi Cung cap
thong tin

(1) ap dung cho lam thé
{ap trung toan Hoc vién)

Cic don vi; Ban t6 chire
can bg

(2)

(I ngay lam viéc)

1. Céc don vi gtri cong
van yéu cau lam thé + DS
can b lam thé (Trudng
Don vi xac nhan), anh/file__
anh (néu co) cho Thu
vién;

2. Can bo dén Thu vién +
don xin cép lai thé can
bo, hop dong (Pu chit ky
va dau), anh/ file anh

(2) dp dung cho cd nhan,
tap thé cé nhu céu lam
thé bo sung/thay — doi
the...)

-

Trung tam TT-TV
LDC, Can b lam thé
3)

Trung tam TT-TV
LDC, cac don vi
4

Ban Tai chinh
va Ke toan

)

I. Trung tdm TT-TV
LDC tiép nhin DS
kiém tra, dbi chiéu
v6i CSDL, yéu cau
nop anh bd sung néu
anh  trong CSDL
khéng  ding  quy
dinh/thiéw/mor/ci. .

2. Chuan bi vét tu lam
thé (duy bang, muc in,
phoi the, may in...),

I. Trung tam TT-TV
LDC tién hanh xt ly
Anh, xur ly dir liéu,
In thé,

2. Tra thé cho CB-
V(C;

3. Cac don vi cu
nguoi dén nhan thé;

(01 ngay lam viéc)

(1-2 ngay/thé lam BS)
(3-5 ngay /thé tap trung)

1. Thanh toan
chi phi mua
nguyén liéu
lam thé

(1-2 ngay/thé 1am bd sung) (02 ngay)
(5-7 ngay/thé 1am tap trung)
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