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TRANG THEO DOl so LAN sirA f)OI/f)[EU CHiNH TAl LI~U 

S 
TT 

Tom t~t nQi dung 
sira dBi/bB sung/di~u chinh 

Coo sO' ho~e Iy do ciia vi~e 

sira dBi/bB sung/di~u chinh 
L§n 

sira dBi 
1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 

10. 

Ml)C Ll)C 

1. Ml)C DicH 

2. PHAM VI Ap D1)NG 

3. DlNH NGHIA vA TUVIET TAT 

4. NOI DUNG 

5. BIEU MA.U Ap Dl,JNG 

Ngay hieu luc: 0115/2014 Trang: 2/17 L~n ban hanh: 0 I 



Quy trinh kY I~i hQ1> d6ng v6i can bi.>, vien clure, nhan vien trtreng 

I. M1)C etcn. 
Nh~m thong nhftt each thirc ph6i hop va thirc hien viec tuyen dung can bo, vien 

chirc, nhan vien trong Truong 

II. PH~M VI Ap Dl)NG: 

Quy trinh nay c6 lien quan d~n cac dan vi sau day (danh d<1u X): 

I8l Phong To chirc - Hanh I8l Trung tam Ngoai ngtr - Tin I8l Khoa Quan tri kinh 
chinh hoc va Dao tao ngan han doanh 
[81 Phong Dao tao I8l Thu vien [81 Khoa H~ thong thong 

tin 
I8l Phong Ke hoach - Tai [81 To Cong nghe thong tin I8l Khoa Luat 
chinh 
181 Phong Hop tac quoc te 181 Van phong Dang uy 181 Khoa Luat Kinh te 
[81 Phong Khao thi va Dam [81 Van phong Cong doan 181 BQ monNgoai ngfr 
bao chftt hrong 
181 Phong Sau dai hoc va I8l Van phong Doan - HQi I8l BQ mon Toan Kinh te 
Quan Iy khoa hoc 
I8l Phong Cong tac sinh I8l Khoa Kinh te 0" To Thanh tra phap che 
vien 
181 Phong Quan tri thiet bi I8l Khoa Kinh te doi ngoai 0" Trung tam nghien ciru 

kinh t~ va tai chinh 
I8l Trung tam Quan h~ I8l Khoa Tai chinh - Ngan 0" Van phong chuyen san 
doanh nghiep va H6 tro hang Kinh t~ - Luat va Quan ly 
sinh vien 
I8l Trung tam Dao tao quoc I8l Khoa Ke toan - Kiem toan 
t~ 

III. DJNH NGHiA vA TUVIET TAT 

1. Dinh nghia: 

Can bo, vien chirc, nhan vien la nhtrng nguoi duoc tuyen dung, tiep nhan v€ 
Truong sau do ky k~t hop d6ng (bao gorn hop dong lao dong, hop d6ng lam viec, hop 
dong khoan) voi Truong (tnr nhirng can b9, vien chirc da: ky Hop dong khong thai gian 
tai cac dan vi khac chuyen v€ Truong cong tac) huong luang nr nguon ngan sach nha 
mroc va cac khoan thu nhap khac tir nguon thu SlJ nghiep cua tnrong. 

2. Til' vi~t t~t: 

BGH	 Ban Giam hieu; 

TP, TK, TT Truong phong, tnrong khoa, t6 tnrong 

- CB, VC, NV : Can bQ, vien chirc, nhan vien; 

P. TC-HC Phong T6 chirc - Hanh chinh; 

P.KH-TC Phong K~ hoach - Tai chinh. 

3. Tai	 Ii~u vi~n d~n: 

B9 Luat lao dong ngay 18 thang 6 narn 2012; 
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Quy trinh ky I~i hop d6ng vOi can bq, vien chirc, nhan vien truong 

Nghi dinh 29/20 l2/N8-CP cua Thu tirong Chinh phil v~ viec tuyen dung, su dung 
va quan ly vien chirc; 

Thong tu 15/20 l2/TT-BNV cua BQ NQi VI,J v~ viec huang d~n tuyen dung, ky ktt 
hop dong lam viec va d~n bu chi phi dao tao, boi dirong d6i voi vien chirc ; 

IV. N<)I DUNG: 

86i voi cac can bQ, vien chirc dfi qua 1 l~n thai gian ky Hop dong 3 nam, neu can 
bo, vien chirc titp tuc cong tac tai Truong va trong qua trinh cong tac tnroc d6 diroc 
danh gia la hoan thanh nhiem vu thi se duoc chuyen sang ky Hop d6ng lam viec khong 
xac dinh thai han , 

86i voi cac can bo, vien chirc duoc tuyen rnoi ngoai viec ky Hop dong t~p SlJ 1 
narn (neu c6), se kY 1 l~n Hop d6ng lam viec xac dinh thai han. Sau d6, ntu can bQ, vien 
chirc tiep tuc cong tac tai Twang va trong qua trinh cong tac truce d6 ducc danh gia la 
hoan thanh nhiern vu thi se chuyen sang ky Hop dong lam viec khong xac dinh thai han. 

TT Trach nhiem NQi dung H6 so! Bi~u m§u 

1. 
Chuyen vien 
phu trach t6 
chirc 

Thong bao thai han hop dong dtn CB, VC, 
NV qua dicn thoai hoac email truce khi hop 
d6ng ktt thuc it nhat la 20 ngay 

-

2. 
Chuyen vien 
phu trach t6 
chirc 

Cap nhat hop d6ng va moi CB, VC, NY len 
PTC-HC ky hop dong moi 

Hop dong 

3. 
Chuyen vien 
phu trach t6 
chirc 

Trinh Hieu twang ky hop d6ng HQ'p dong 

4. 
Chuyen vien 
phu trach t6 
chfrc 

Liru h6 sa 1 ban goc va gtri CB, VC, NV 1 
ban 

Hop dong 

V. BIEU MAU Ap DVNG 

Mftu hop d6ng thea thong nr 15/20 l2/TT-BNV cua 8Q NQi VI,J ngay 25 thang 12 
nam 20 12 v~ viec huang d~n v~ tuyen dung, ky ktt hop d6ng lam viec va d~n bu chi phi 
dao tao, b6i dirong d6i voi vien chirc hru tai ph~n m~m HRM. 
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