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Quy trinh giai quy~t thu tuc, eh~ d9 nghi hiru & keo dai thiri gian eong hie 
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Quy trinh giai quy~t tho rue, ch~ dQ nghi htru & keo dai thOi gian cong tac 

I. Ml)C otcn. 
Nham thong nh~t each thirc phoi hQ'P va thirc hien viec giai quyet thu tuc, eh~ 

dQ nghi hiru va keo dai thai gian cong tac eho can bQ vien chirc Truong 

II. PH~M VI AP Dl)NG: 

Quy trinh nay e6 lien quan d~n cac don vi sau day (danh ddu X): 

l2:I Phong To chirc - Hanh l2:I Trung tam Ngoai ngu - Tin 181 Khoa Quan tri kinh 
chinh hoc va Dao tao ngan han doanh 
r8I Phong Dao tao r8I Thu vien l2:I Khoa H~ thong thong 

tin 
l2:I Phong Ke hoach - Tai l2:I To Cong nghe thong tin l2:I Khoa Luat 
chinh 
l2:I Phong HQ'P tac quoc te l2:I Van phong Dang uy r8I Khoa Luat Kinh te 
~ Phong Khao thi va Dam ~ Van phong Cong dean ~ BQ mon Ngoai ngtr 
bao chat hrong 
l2:I Phong Sau dai hoc va 181 Van phong Doan - HQi ~ BQ mon Toan Kinh te 
Quan Iy khoa hoc 
181 Phong Cong tac sinh l2:I Khoa Kinh te ~ To thanh tra - Phap 
vien che 
r8I Phong Quan tri thiet bi l2:I Khoa Kinh te doi ngoai ~ Van phong chuyen san 

Kinh t~ - Luat & Quan Iy 
l2:I Trung tam Quan h~ l2:I Khoa Tai chinh - Ngan (g) Trung tam Nghien CUu 
doanh nghiep va H6 tro hang kinh t~ & Tai chinh 
sinh vien 
l2:I Trung tam Dao tao quoc r8I Khoa Ke toan - Kiem toan 
t~ 

III. DJNH NGHiA vA TV' VIET TAT 

1. Djnh nghia: 

2.	 Tir vi~t t~t:
 

BGH Ban Giam hieu;
 

DHQG Dai 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 58/201OIQH 12 ngay 15 thang 11 nam 2010 Luat Vien chirc cua Quoc hQi 
kh6a 12 ban hanh (c6 hieu lire 0110112012); 

Ngh] dinh 29/2012/ND-CP ngay 12 thang 4 nam 2012 cua Chinh phu v~ tuyen 
dung, sir dung va quan Iy vien clurc; 

Nghi dinh 204/2004/ND-CP ngay 14 thang 12 nam 2004 v~ che d9 tien luang d6i 
voi can bo, cong chirc, vien chirc va luc hrong Vll trang cua Chinh phu ban hanh; 
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Quy trinh ghii quyet thii tuc, ch~ d(} ughi luru & keo dai tho; gian eong hie 

Nghi dinh s6 71/2000IND-CP ngay 23 thang 11 nam 2000 cua Chinh Phu v€ viec 
keo dai thai gian c6ng tac cua can bQ c6ng chirc den dQ tu6i nghi huu ; 

Nghi dinh s6 46/201OIND-CP ngay 27 thang 4 nam 2010 cua Chinh phu v€ viec 
quy dinh v€ th6i viec va thu tuc nghi hiru d6i voi c6ng chirc; 

IV. N(H DUNG: 
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Trach nhiem 

Chuyen vien 

CBVC 

Chuyen vien 

Chuyen vien 

Ban Giam hieu 

Chuyen vien 

CBVC 

NQidung 

Tnroc 6 thang tinh d€n ngay CBVC 
du tu6i nghi htru, PTC-HC giri thong bao 
d€n CBVC va Truong don vi co CB-VC 
thuoc dien nghi htru biet. 

Nhan thong bao v~ viec nghi hirong 
che dQ 

Truong hop muon keo dai thai gian 
c6ng tac, CBVC lam don xin keo dai thai 
gian c6ng taco 

Truong hop CBVC xin keo dai thai 
gian c6ng tac: Ti€p nhan Don xin keo dai 
thai gian c6ng tac va trinh Ianh dao phong 
va BGH xem xet. 

Truong hop CBVC muon nghi hiru 
dung quy dinh: huang d~n CBVC thirc 
hien thu tuc xac nhan khong virong mac 

S01;ln Quyet dinh nghi htru trinh Ban 
Giam hieu hoac 

S01;ln C6ng van d€ nghi keo dai thai 
gian c6ng tac gui DHQG TPHCM 

Ky Quyet dinh nghi htru hoac C6ng 
van! keo dai thai gian c6ng taco 

Chuyen Quyet dinh da ky cho 
CBVC, dan vi quan Iy CBCV va cac don 
vi lien quan 

(Truong h9'P khiing dirac keo dai 
thai gian cong tac thi thuc hifn cdc buoc 
tiep thea) 

Ban giao c6ng viec dang darn nhiern 
cho Truong dan vi. 

NQP h6 sa d~ giai quyet che dQ huu 
tri cho phong TCHC, gorn: 

Bi~u m§u 

Thong bao ve 
viec nghi hiru 

Don xin keo 
dai thai gian 
c6ng tac 

Gi~y xac 
nhan , kh6ng 
vuong mac 

Quyet dinh 
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Quy trinh gi3i quy~t tho tuc, eh~ dt) nghi huu & keo dai tho; gian eong hie 

- The BHYT con thai han, 

- Ban sao CMND, 

- The can be> vien chirc. 

8. Truong don vi 
Thirc hien viec tiep nhan ban giao 

cong viec cua CBYC tai don vi. 

9. Chuyen vien 

Ti~p nhan h6 sa giai quyet che de> 
huu tri cua CBYC. 

Thirc hien h6 sa baa giam BHXH va 
h6 sa giai quyet ch~ de> hiru tri nop Co 
quan BHXH. 

V. BrEU MAu Ap Dl)NG 

TT Ten bi~u miu 
Ma hoa 
(n~u co) 

ThOi gian hru Noi hru 

1. Thong baa ve viec nghi huu BMNHO l/TCHC Lau dai P.TC-HC 

2. 
Don xin keo dai thai gian cong 
tac 

BMNH02!TCHC Lau dai P.TC-HC 

3. 
Gi,ily xac nhan khong vuong 
mac 

BME>1D3/TCHC Lau dai P.TC-HC 

4. 
Quyet dinh nghi viec de huang 
che de> BHXH 

BMNH03/TCHC Lau dai 
P.TC-HC, DY, 

YC 
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