
QUYTRINH

RA. SOA.T BANG CHAM CONG

MA so: QHDN/QT
Ban hanh: 02-05/08/2016
sf> trang: 1/01

I. M\Jc dfch : f)S tlllJc hi~n dung vi~c ch~m congo
2. P1Wmvi ap dVng : Phong Quan h~ d6i ngo~i, Truang f)~i hQc Cong ngh~ Thong tin.
3. NQi dung guy trinh:
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Thai gian ch~m cong

Thang tin clla cac thanh vien trong Phong: hQ va ten

S6 ngay trong thang

Danh sach nhu'ng nguai nghi trong thang

Nghi phep:
• Nghi I~ theo lich clla nha nuac, phep nam, di cang tac: CQt "S6 cang hucmg luang

tho'i gian" = t6ng s6 ngay lam vi~c (trong thang);
• Nghi phep khang luang:

CQt "S6 cang huo'ng luang thai gian" = T6ng s6 ngay lam vi~c (trong thang) -
T6ng s6 ngay nghi phep khang luang.
CQt "S6 cang nghi khang luang" = T6ng s6 ngay nghi phep khang luo'ng.

• Nghi thai san:
CQt "S6 cang hu6'ng luang thai gian", "sf> cang nghi khang luang" = O.
CQt "sf> cang hu6'ng BHXH" = T6ng s6 ngay nghi thai san (trong thang).

PIl\) trach bQ ph~n (ky, hQ ten): ph~n danh cho Tru6'ng phong

Nguai ch~m cang (ky, hQ ten): ph~n danh cho chuyen vien tn.rc ti~p ch~m cang

Thimh ph6 H6 Chi M;nh, ngay Or;thimg 8 nam 2016

TRUONG PHONG

Nguy~n Tufin Nam
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