
QUYTRINH
LAM cAe LO~I BAo cAo
vA SLIDE TONG KET

MA so: QHDN/QT-02
Ban himh:
sf> trang: 01/02

1. M\lc dich: th\l'c hi~n dung quy trinh va dung thai h~n cac bao cao quy, bao cao
nam va slide t6ng kSt.

2. Ph~m vi ap d\lng: Bao cao quy, bao cao nam va slide ph\lc V\l cong tac QHDN,
bao cao gui DHQG-HCM, BQ GD&DT, cac BQ, hQi thao va hQi nghi.

3. NQi dung quy trinh:

Bmyc
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NQi dung th\fc hi~n

Ph6 phong ph an cong d~u va
hgp 1y cho tUng chuyen vien
th\l'c hi~n bao cao ho~c slide
t6ng kSt.

a) NSu khong lien quan
dSn cac dan vi khac, chuyen
vien tiSn hanh th\l'c hi~n bao
cao (ho~c slide) do Ph6
phong phan congo

b) NSu lien quan dSn cac
dan Vl khac, chuyen vien
th\l'c hi~n bao cao gui mail
yeu cau dan vi lien quan cung
dp thong tin va th\l'C hi~n
bao cao (ho~c slide).

Sau khi t6ng hgp thong tin tiT
cac dan vi, chuyen vien th\l'C
hi~n bao cao (ho~c slide).

ThOi gian
thuc hien

Trang vong
02 ngay sau
khi nh?n duQ'c
email yeu cdu
th\l'c hi~n bao
cao.

05 ngay

05 ngay ho~c
my tinh hinh
th\l'C tS

03 ngay
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Ghi chu

• NSu c6 2 chuyen vien lam bao
cao t6ng kSt nam thi m6i
chuyen vien chiu trach nhi~m ra
soat 6 thang giao ban truO'ng +
2 quy giao ban VNU. NSu lam
bao cao quy thi mQt chuyen
vien 1 thang, chuyen vien con
l~i 1a 2 thang.

• TriT truO'ng hgp dan vi dau mf>i
gui thong tin qua sat thai h~n
nQp l~i, 1uc d6 thai h~n linh
dong my tinh hinh thuc tS.
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QUYTRiNH
LAM cAe LO~I BAo cAo
vA SLIDE TONG KET

MA so: QIIDN/QT -02
Ban hfmh:
S6 trang: 02/02

BucYC
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NQidung thl!c hi~n

- Ph6 phong t6ng hQ'P thanh
bao cao/slide.
- Ph6 phong trinh cho TruOng
phong bao cao/slide t6ng hQ'P
va cac bao thang c6 lien quan
d€n ki t6ng hQ'P (email +
gidy).

.:. LU'u Yo' Khi Tru<?'ng
phong ra soat bao cao tong
hQ'P va d6i chi€u vai bao cao
thang, n€u phat hi~n chua t6ng
hQ'P du ho~t dQng cua bao cao
thi Ph6 phong va chuyen vien
(chiu trach nhi~m ra soat bao
cao thi€u s6t) phai bao cao
giai trinh vi sao thi€u.

Ph6 phong va chuyen vien
chinh sua va hoan tdt bao
cao/slide.

ThiYi gian
thuc hien

03 ngay

03 ngay

Ghi chu

C6 thS giao chuyen vien
h5 trQ' them n€u cAn. Tren
ban gidy bao cao/slide
phai ghi ra ten chuyen
vien chiu trach nhi~m ra
soat bao cao/slide d6.

TP. H6 Chi Minh, ngay:21thcing OiIzam 202 J

TRl1ONGPHON~

Nguy~n Tuftn Nam
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