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1. Mgc cl{ch:

COng tac vdnthu luu dong mQt vai trd quan trgng trong hQ th6ng qu6n lts

Nhh nuo'c, dArn b6o viQc cung c6p vd xem xdt gi6i quy6t m6t c5ch kip thdi, dAy

dtr, chinl"r xdc, bho mpt vd an todn nhfl'ng th6ng tin cAn thi6t phpc vr,r nhiQm cp

quAn lii Nid nu6c cria trudng, gop phAn gi6i quy6t c6ng viQc cria nhd trudng

dugc nhanh chong vd g6p phAn cbt cdchthtr tpc henh chinh ctra trudng.

Quy trinh ndy th6ng nhAt vigc qu6n ly, ph6n phOi va ki6m sodt cic tdi liQu,

cdng vfui, tdi liQu cua trudng ra b6n ngodi.

Quy trinl-r ndy quy dinh chung vO viQc ki6m so6t cdng vdn di vd vi6c quin ly,
.I

su'dung con dAu cua Trudng Trur-rg cdp ngh6 Co khi xAy dpng nhdm dAm b6o viQc

xu' Iy c6ng vdn di, qu6n ly con d6u dung quy dfnh, d6p rmg y6u cAu c6ng vi6c.

2. Ph4m vi vh cli5i tugng 6p dgng

2.1. Phqnt vi dp clyng: Ap dpng trong viQc xir ly vd phdn ph6i c5c vdn b6n cta
x'I'ruong Trung cAp nghd Co khi x6y dpng ra b6n ngodi.

2.2, DOi twg'ng tip dyngz Quy trinh ndy dugc 6p dr,rng cho nhAn vi6n vdn thu vd

c6c don vi trpc thuQc Trutrng.

3. Cin crir phSp Iy vir tii liQu tham chi6u

C[rr cu'Nghi dinh s6 30NE-CP ngdy O5l3l2O2O ctra Chinh phu vd c6ng tac v5n thu;

Cdn c[' Quy6t dinh s6 463IQD-TTCN ngey OZl1ll2O20 cira Trudng Trung c6p

ngh6 Co khi x6y dung vA vi6c ban hdnh Quy dinh so4n thdro, ky ban hdnh van

ban l-rdnh chinh cira Trudng Trung c6p nghO Co khi xdy dgng.

4. Dinh nghia vi ttr vifit tit
4.1 Dlnh nglia

Vdn ban dt ldtat cb cdc 1o4i v6n bAn, bao g6m v[n bAn quy phAm ph6p luft, v6n

bAn hdnh chinh vh vdn b6n chuyCn nginh (kO cA b6rn sao vdn b6n, vdn b6n nQi b0

vd vdn b6n mAt) do co quan, t6 chfc ph6t hanh.

4.2 Til'vih fit
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STT rir vitit tit Y nghia

1 BGH Ban Gi6m hiQu

2 BM BirSu m5u

.|
J CV C6ng vdn

4 P.TH Phdng Tdng hcp



STT rt vi6t tit Y nghia

5 QD quytSt dinh

6 QT Quy trinh

7 VB-Di Van bin di

5. Lu'u dd (Xetn trang 4)

6. E4c til (Xem trang 5)

7. Cic bi6u miu/ hufng din:
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S1"T TOn bi6u m6u/ hu6'ng d6n M6 h6a

1 56 ddng ky v6n bin di BrwQT49/P.TWo1

2 Bia v[n bAn BlwQT4glP.Tw02

3 Sd gu'i vin b6n di buu diQn BrwQT4gD.TH/03

4 56 su'dUng b6n luu BrwQT4glP.TW04

J



4

L,tlu B0

\
'r'\
0Hr:

uy
/

TT Cdc bu6'c cdng viQc
Trrlch
nhiQrn

Tdi liQu, bi6u miu YGu cAu
Thbi
gian

I

I
So4n th6o
vdn bin

C6c don vi
truc thu6c

DAy du,

dirng nQi

dung vd

thd thric

trinh bdy

Theo 1'6tl

cAu t4i

Phi6u xu

Iy van

bAn

2
Tru0ng

dcrn vi

Ki6m so6t

k! nQi

dung vd

thd thric

trinh bdy

Truoc

khi trinh
Ban

Gi6rn

hiQu ky

Ki6rn so6t n6i dung,
the thuc vdn bdn

a
J

Ki0m tra th6 thfc
van b6n

Phdng

-1I orlg l1qp

Theo quy
I

dlnL1 VC

c6ng t6c

vdn thu

Trong

ngay

4 Ky duyQt
Ban Gi6m

hi0u

Vdn b6n

duqc phO

duyQt

Trong

ngay

5
NhAn vi6n

vdn thu

BM/QT49/P.TH/01 ;
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Nhdn vi6n
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Bu'6,c L CdnhAn soan th6o v6n bin c6 trhchnhiOm thu th0p tdi li$u, s6 1i0u d6

soan th6o v6n bin theo dung y6u cAu. Th6 thuc trinh bdy theo dung quy dinh.

Bu'6'c 2: Nguoi so4n thAo v[n b6n sau khi sopn th6o xong chuy6n cho Trucrng

don vi ki6m so6t n6i dung vd k! thuAt trinh bdy vdn bAn. Trudng hqp vin bAn

chu'a dirng, Trudng don vi y6u cAu ngudi so4n th6o vin b6n thuc hi6n lai.

Tru'crng hop vbn bAn dd dAy du n6i dung vd dfng th0 thirc trinh bliy v6n bAn,

nguoi soar-r thAo vin b6n vir Trudng don vi ky tit $! tfi6y) vio vdn b6n theo

quy dlnh.

Bu'6'c 3: Vbn ban dd hodn chinh chuy6n d6n Phdng T6ng hgp (ngudi ducvc phAn

c6ng phu tr6ch) ki6m tra lpi th6 thric trinh bdy cria vdn b6rn tru6c khi trinh Ban

Gi6rn l-ri6u. Ndu vin b6n c6 sai s6t v6 th6 thirc trinh bdy, y6u cAu trinh bdy lai

cho dung th6 thuc quy dinh. Ndu vdn b6n dd dung, trinh Ban Gi6m hiQu ky

duyOt.

Bu,6'c 4: Vin b6n sau khi dugc Ban Gi6m hiQu ky duyQt, vin thu viro s6 c6ng

vdn di, ph6t hanh vbn bAn (photo vd dong dAu) theo quy dfnh.

Bu'6'c 5: Sau khi vdn b6n dugc vho s5, v[n thu ydu cAu bQ phan sogn th6o vdn

bAn vDro rO ban *Om, ghi rd ho t6n 16nh dpo dA ky vdn bAn vDr chuytin bAn mdm

v6n brin vdo hdrn thu ltru ctra trudng.

Bu'6'c 6: Sau khi ldm thu tpc ph6t hdnh vdn bdn,luu trft vdn b6n tr6n hdm thu
lu'u chung cria tru'dng, vdn thu luu git bAn g6t tru vdn bdrn, don vf chiu tr6ch

nlii0r.n soan th6o vdn bAn luu git 01 bAn d6u do.
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