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Quy trinh ghli quyet h6 so xin nghi vi~e/ chuyen eong tac 

I. Ml)C etcn. 
Nham thong nhat each thirc phoi hQ'P va thuc hien viec giai quyet che do thoi 

viec, chuyen cong tac cho can bo vien chirc Truong 

II. PH~M VI AP Dl)NG: 

Quy trinh nay co lien quan den cac don vi sau day (danh dfru X): 

JgI Phong To clnrc - Hanh (g) Trung tam Ngoai ngir - Tin (g) Khoa Quan tri kinh 
chinh hoc va Dao tao ngan han doanh 
JgI Phong Dao tao JgI Thu vien f8I Khoa H~ thong thong . . 

tm
 
181 Phong Ke hoach - Tai f8I To Cong nghe thong tin 181 Khoa Luat
 
chinh
 
f8I Phong HQ'P tac quoc te f8I Van phong Dang uy f8I Khoa Lu~t Kinh te
 
~ Phong Khao thi va Dam 181 Van phong Cong doan f8I Bo monNgoai ngu
 
bao chat luong
 
(g) Phong Sau dai hoc va I8J Van phong Doan - Hoi 181 Bo mon Toan Kinh te 
Quan ly khoa hoc 
I8J Phong Cong tac sinh 181 Khoa Kinh te 181 To thanh tra - Phap 
vien che 
f8I Phong Quan tri thiet bi I8J Khoa Kinh te doi ngoai 181 Van phong chuyen san 

Kinh t~ - Luat & Quan ly 
181 Trung tam Quan h~ 181 Khoa Tai chinh - Ngan [gI Trung tam Nghien ciru 
doanh nghiep va He> tro hang kinh t~ & Tai chinh 
sinh vien 
181 Trung tam Dao tao quoc rgj Khoa Ke toan - Kiem toan 
te 

III. DJNH NGHiA vA TU vnrr TAT 

1. Dinh nghia: 

2. Til' vi~t t~t: 

BGH Ban Giam hieu; 

DHQG Da: hoc Quoc gia TP. HCM; 

P.TCHC Phong T6 chirc - Hanh chinh; 

TP TC-HC Truong phong T6 chirc - Hanh chinh 

3. Tai Ii~u vi~n d§n: 

Luat s6 58/201O/QH 12 ngay 15 thang 11 nam 2010 Luat Vien chirc cua Quoc hoi 
kh6a 12 ban hanh (c6 hieu hrc 01/01/2012); 

Nghi dinh 29/2012/ND-CP ngay 12 thang 4 nam 2012 cua Chinh phil v~ tuyen 
dung, str dung va quan ly vien clnrc; 

Nghi dinh 204/2004/ND-CP ngay 14 thang 12 nam 2004 v~ che do tien Iuong d6i 
voi can bo, cong chirc, vien chirc va lire hrong vii trang cua Chinh phu ban hanh; 
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Quy trinh giai quyet h6 so xin nghi vi~e/ chuyen cong tac 

Thong nr s6 15/2012/TT-BNV ngay 25 thang 12 nam 2012 cua B(> Noi vu hirong 
d~n v€ tuyen dung, ky k~t hQ'P dong lam viec va d€n bu chi phi dao tao , b6i dU511g d6i 
voi vien chirc; 

Nghi dinh s6 46/201O/ND-CP cua Chinh phu v€ viec quy dinh v€ thoi viec va thu 
tuc nghi hiru d6i voi cong chirc. 

IV. NOI DUNG: 

Binrc I Trach nhiem	 I NQi dung I Bi~u m~u 

Nop Don xin nghi viec/ chuyen cong 
tac c6 xac nhan cua Truong don vi kern Don xin nghi 

1.	 I CBVC I thea Cong van hoac Quyet dinh tiep nhan viec/ chuyen 
cua co quan chuyen d~n (neu c6) truce 30 cong tac 
ngay. 

Ti~p nhan H6 sa xin chuyen cong tac 
cua CBVC. 

Chuyen vien 2. 
Trinh lanh dao phong va Ban Giarn 

hieu xem xet cho y kien giai quyet 

Tiep xuc voi CB,GV,NV xin nghi 
viec d~ n~m b~t nguyen nhan, tam tir, 
nguyen vong. 

Thirc hi~n cac thu tuc thanh toan tarn Gi~y xac nhan 
irng; ban giao h6 sa, trang thiet bi, tra tai khong virong 

TP TC-HC 3. 

CBVC4. lieu cho thir vien ... d~ xac nhan tinh trang mac 
khong virong mac. 

Xac nhan trinh trang khong virong
Truong cac don 

mac cua CBVC xin nghi vi~c/ chuyen 5. 
vi lien quan 

cong tac 

Ti~p nhan Giay xac	 nhan khong 
Quyet dinh

virong mac cua CBVC. 
Chuyen vien 6. Giay thoi tra

Soan Quyet dinh va Gi~y thoi tra 
hrong

luang trinh Hieu tnrong ky 

Ky quyet dinh nghi viec/ chuyen
Ban Giam hieu 7. 

cong tac cua CBVC. 

Chuyen Quyet dinh va Giay thoi tra 
luong da: ky cho CBVC va don vi quan ly 
CBVC xin nghi viec/ chuyen cong tac 

Chuyen vien 8. 
Thu h6i The BHYT con thai han, 

ban sao CMND (d~ lam thu tuc chot sf> 
BHXH); the can b(> vien chirc. 

I 
I 
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Quy trinh ghii quy~t he. SO' xin nghi vi~e/ chuyen eong tac 

9. Chuyen vien 

Chuyen Quyet dinh dii ky cho P. KH
TC d~ bao ngirng tra hrong 

Chuyen Quyet dinh cho t6 IT d~ bao 
ngung sir dung hop mail dien tu 

Thuc hien h6 sa bao giarn BHXH va 
chot s6 BHXH nop CO' quan BHXH. 

10. Truong don vi 

Thirc hien viec tiep nhan ban giao 
c6ng viec cua CBVC chuyen c6ng tac tai 
don vi. 

Nhan quyet dinh chuyen c6ng tac, 
giily thoi tra Iirong 

11. CBYC 

Ban giao cong viec dang dam nhiern 
cho Truong don vi. 

Nhan lai s6 BHXH khi dii hoan tilt 
thu tuc thea qui dinh va sau khi co xac 
nhan cua co quan bao hiern xii hoi. 

-

v. BIEU MAu Ap Dl)NG 

TT Ten bi~u m§u 
Miihoa 
(n~u co) 

Tho; gian hru Noi hru 

1. 
Don xin nghi viec/ chuyen c6ng 
tac 

BMNVOIITCHC Lau dai PTC-HC 

2. 
Oi,ay xac nhan kh6ng vuong 
mac 
Quyet dinh nghi viec/ chuyen 

BMBT03ITCHC Lau dai PTC-HC 

PTC-HC, BY, 
3. BM1\N02ITCHC Lau dai 

4. 

c6ng tac can b(> 

Giay thoi tra hrong BMNV03ITCHC Lau dai 

YC 
PTC-HC, BY, 

YC 
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