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Quy trinh ghii quy~t cong van di va d~n 

TRANG THEO DOl so LAN SlJA DOWnEU CHiNH TAl LltU
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Tom t~t nqi dung 

sua dBi/bB sung/di~u ehinh 

CO' sO' ho~e ly do ella vi~e 

sua dBi/bB sung/di~u ehinh 
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M1)C L1)C 

1. M1)C DICH 

2. PHA.M VI Ap Dt)NG 

3. DJNH NGHIA vA TV VIET TAT 

4. NOI DUNG 

5. BIEU MAu Ap Dt)NG 
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Quy trinh giai quy~t cdng van di va d~n 

I. Ml)C etcn. 
Quy trinh giai quyet giai cong van di va d~n duoc thi~t l~p, irng dung, duy tri nham dam baa moi 

cong van di duoc chuyen d~n dung d6i tuong va kip thai, duoc hru trfr co h~ thong d~ khi dn thiet co th~ 

tim diroc ngay. 

II. PH~M VI Ap Dl)NG: 

Quy trinh nay co lien quan d~n cac don vi sau day (danh d§u X): 

~ Phong To chirc - Hanh ~ Trung tam Ngoai ngtr - Tin ~ Khoa Tai chfnh ­
chfnh hoc va Dao tao ngan han Ngan hang 

~ Phong Dao tao ~ Trung tam Nghien ciru ~ Khoa K~ toan - Kiem 
Kinh t~ va tia chfnh toan 

~ Phong Ke hoach - Tai ~ To Thanh tra - Phap che ~ Khoa Quan tri kinh 
chfnh doanh 

~ Phong Hop tac quoc te ~ Van phong Chuyen san ~ Khoa H~ thong thong 
Kinh t~ - Luat va Quan ly tin 

121 Phong Khao thi va Dam ~ Thu vien 181 KhoaL~t 

bao chat hrong 

~ Phong Sau dai hoc va ~ Van phong Dang uy 181 KhoaLuatkinh t~ 

Quan ly khoa hoc 

r8I Phong Cong tac sinh ~ Van phong Cong doan I8J B9 man Ngoai ngir 
vien 

~ Phong Quan tri thiet bi ~ Van phong Doan - H9i I8J B9 man Tom Kinhte 

~ Trung tam Quan h~ ~ Khoa Kinh te 
doanh nghiep va H6 tro 
sinh vien 

~ Trung tam Dao tao quoc ~ Khoa Kinh te doi ngoai 
te 

III. D!NH NGHiA vA TAl LI~U THAM KHAo 
1. Djob nghla: 
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Quy trinh giai quy@t cong van <Ii va <I~n 

Cong van di: Cac cong van, tai lieu, thu tin do cac don vi trong tnrong giri eho cac co 

quan angoai Truong (k~ ca e-mail) ... goi tat la cong van di. 

Cong van d€n: Cac cong van, tai lieu, thu tin do cac co quan ben ngoai giri v~ Truong 

(k~ ca fax) ... goi t~t la cong van d€n. 

2. Til vi~t t~t: 

BGH Ban Giam hieu 

CY Chuyen vien 

P.TC-HC Phong T6 chirc Hanh chinh 

3.Tili li~u lnrong d§n: 

Quyet dinh s6 377/QD-TTg ngay 24 thang 3 narn 2010 cua Thu tu6ng Chinh phu v~ 

viec thanh l~p Truong Dai hoc Kinh t€ - Luat thuoc Dai hoc QU6e gia TP.H6 Chi Minh; 

Nghi dinh s6 110/2004/ND-CP ngay 08 thang 4 nam 2004 cua Chinh phu v~ cong tac 

van thu va Nghi dinh s6 09/201O/ND-CP ngay 08 thang 02 nam 2010 sua d6i, b6 sung 

mot s6 dieu cua ND s6 110/2004/ND-CP ngay 08 thang 4 nam 2004 cua Chinh phu v~ 

cong me van thu; 

Nghi dinh s6 11l/2004/ND-CP ngay 08 thang 4 narn 2004 cua Chinh phu quy dinh 

chi ti€t thi hanh mot s6 di~u cua Phap lenh Luu till quoc gia ; 

Quyet dinh s6 273/QD-DHKTL-TCHC ngay 11 thang 11 nam 20 11 v~ viec ban hanh 

Quy che cong tac van thu va luu trir. 

IV.N(HDUNG 

Burrc NQi dung Trach nhiem Tai li~u-Ha so 
Mo ta cong vi~c 

( 

Cong van 
di/d~n 

- Cong van, 
quyet dinh,... 

- Thir tin, biru 
J..

pham,. . . 

- Fax, e-mail , ... 

,
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Quy trinh giai quyet cong van di va d~n 

Cach thirc ti~p nhan : 

Ti~p nh~n 

cong van di 
Id~n 

B1 

B2 

Khiing Th1!C 
dat 

hi~n r-­

phsn 
IOl.li 

LIIU 

B3 

Luu cong 
van 

B4 

Phan 
ph6iL.f--+ 

- B(> phan hanh 
chinh. 

- Chuyen vien, 

- B(> phan hanh 
chinh. 

- Chuyen vien. 

- B(> phan hanh 
chinh. 

- Chuyen vien. 

-Tnrong Phong 

TC-HC 

- B(> phan hanh 
chinh . 

- Nguoi thirc 
hien cong viec, 

- s6 tai lieu 
cong van 
di/d~n. 

- File cong van 
dild~n 

- Hop thir dild~n 
cua e-mail. 

- Cong van, 
gi~y to' lien 
quan; 
- S6 tai lieu 
cong van 
di/den; 
- File cong van 
di/d~n 
- H(>p thir 
dild~n cua e­
mail. 

- Nhan cong van, gi~y to' nr cac don vi 
trong Truong (ky nhan neu can) 

- Ghi vao s6 tai lieu cong van dild~n 

- Nhan e-mail 

- Ti~n hanh phan 10<;1i , nhan dang tai 
lieu, bao gom: 

+ Cong van do tnrong ban hanh 

+ E-mail (in ra hru n~u dn) 

- Dong d~u cong van di/d~n vao 

nhtrng cong van, gi~y to' dn thiet. 

- Xac dinh cong van phai hru; 

- Xac dinh nguoi hru va file h6 so hru; 

- Nhap may tinh s6 cong van hru; 

- Luu file h6 so'. 

- Xac dinh cac d6i tuong nhan cong 
van (xin y ki~n Truong P. TC-HC 

n~u can) 

- Nhan ban va phan phoi cho cac d6i 
tuong lien quan; 

- Giri cong van eho cac d6i tuong lien 
quan. 
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