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QUY TRINH

CHAM CONG

MA SO: QHDN/QT-01
Ban hanh: 01-25/08/2020
S6 trang: 01/02

1. Muc dich: Thuc hién dung thoi han chém cong theo quy dinh.
. Pham vi 4p dung: Phong Quan hé déi ngoai, Trudng Pai hoc Cong ngh¢ Thong
tin.
. Noi dung quy trinh
= ” Nhan sy .Thm S
Noi dung thye hién w “gian thue Ghi chu
‘ thuc hién a .
| b hién
“_J Chuyen vién phu trach
G thong iy et | Neiy O1 | chim cng i
cua minh cho chuyén Tat ca chuyén | \ g2y 4c, néu ong thi
.y, . ddutién | chuyén vién vin phai
vién phu tracl chim cdng | vién Phong .
cua c6 trach nhiém g
thang) thong tin theo ngay
dugc quy dinh.
* Tong hop‘ hoan thanh Néu ngay 01 va 02 1a
bang cham cong; N Ngay 02 ngay cudi tudn hoic
* Trinh van ban hoan Chuyén vién (Ney th ngay nghi Lé thi CB-
chinh dén Pho Phong | phy trich 5 Y T | VC ciia Phong cap nhat
= Chinh sﬁ'a‘van ban cham céng thgga) thong tin cho chuyén
thheo go(p yilcua Pho = vién phu trach trudc
Phong (néu cé) ngay nghi 02 ngay.
Ky duyét tai muc “Nguoi Phé Phe N
chém cong” 0 Phong gay 02
Sau khi Bang cham cong
da c6 chit ky cuia Pho _— .
Phong thi tri Trudéng Pho Phong Ngdy 02
phong.
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MA SO: QHPN/QT-01 \

QUY TRINH
CHAM CONG Ban hanh: 01-25/08/2020
S6 trang: 02/02
| Nhan sw Than
Buéc Noi dung thue hién thue hién gian thuc Ghi chu
| WK hién
Trong
* Scan Bénfg cham cong I\;ogg ;)alu
* Giriemail binscan | CB-VC cia | 8%
5 0 i : khi
cho Truong va Phé Phong Truon
Phong i
phong
duyét
| Trong
C}luyén Bang chim cong I\ior}g ot
dén Chuyén vién phu CB-VC cia |D82ysau
6 - ) A p N khi
trach ctua Ph(?ng T6 chirc | Phong True
— Hanh chinh. s
phong
duyét
|

TP. H6 Chi Minh, ngay3l thing § nam 2020
TRUGNG PHONG V
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