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Quy trinh t~p s'! VieD clnrc 

I. MVC DICH: 

Nham thong nhat each thirc phci h9'}J va thuc hien viec tuyen dung vien chirc 
trong Twang 

II. PH~M VI APDVNG: 

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

181 Phong To chirc ­
chinh 

Hanh 

~ Phong Dao tao 

18I Phong Ke hoach 
chinh 

- Tai 

18I Phong H9'}J tac quoc te 

181 Phong Khao thi va Dam 
bao chat IUQ1lg 

18I Phong Sau dai hoc va 
Quan Iy khoa hoc 

181 Phong Cong tac sinh 
vien 

181 Phong Quan tri thiet bi 

181 Trung tam Quan h~ 

doanh nghiep va H6 tro 
sinh vien 

181 Trung tam Dao tao quoc 
t~ 

181 Trung tam Ngoai ngtr - Tin 
hoc va Dao tao ng~n han 

181 Trung tam Nghien ciru 

Kinh t~ va Tai chinh 

181 To Thanh tra - Phap che 

181 Van phong Chuyen san 
Kinh t~ - Luat va Quan Iy 

181 Thu vien 

181 To Cong nghe thong tin 

181 Van phong Dang uy 

181 Van phong Cong doan 

181 Van phong Doan - Hoi 

~ Khoa Kinh te 

181 Khoa Kinh te doi 
ngoai 

181 Khoa Tai chinh -
Ngan hang 

181 Khoa Ke toan - Kiem 
toan 

181 Khoa Quan tri kinh 
doanh 

181 Khoa H~ thong thong 
tin 

181 Khoa Luat 

181 Khoa Luat Kinh te 

181 ae monNgO?i ngtr 

181 ae mon TminKinh te 

III. DINH NGHiA VATU VIET TAT 

1. Dinh nghia: 

2. Tir vi~t t~t: 

BGH Ban Giarn hieu; 

TP Truong phong 
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Quy trinh t~p s'! vien chirc 

CV Chuyen vien; 

DHQG Dai hoc Quoc gia TP. HCM; 

P.TCHC Phong T6 chirc - Hanh chinh; 

DV D01l vi co nhu cAu tuyen dung. 

3. Tai li~u vi~n din: 

Luat s6 58/2010/QH12 ngay 15 thang 11 nam 2010 Luat Vien clnrc cua Quoc he>i 
khoa 12 ban hanh (co hieu hrc 0110112012); 

Nghi dinh 29/2012/ND-CP ngay 12 thang 4 nam 2012 cua Chinh phu v€ tuyen 
dung, sir dung va quan Iy vien chirc; 

Nghi dinh 20412004/ND-CP ngay 14 thang 12 nam 2004 v€ ch~ de> ti€n IU01lg d6i 
voi can be>, cong clurc, vien chirc va hrc IUQ11g vii trang cua Chfnh phu ban hanh; 

Thong tu s6 15/20 12/TT-BNV ngay 25 thang 12 nam 2012 cua Be> Noi vu huang 
dfrn v€ tuyen dung, ky k~t hop d6ng lam viec va d€n bu chi phi dao tao, b6i dirong d6i 
voi vien chirc; 

I. NOI DUNG: 

Bmrc Trach nhiem NQidung 86 sal Bi~u miu 

1. Chuyen vien 
Can cir k~t qua tuyen dung vien chirc, 
soan thao cong van d€ nghi phan cong 
can be> huang ~n ~p SlJ giri v€ don vi 

Cong van 

Quyet dinh phan 
cong can be> huang 
dfrn t~p SlJ 

Bao cao t~p SlJ thea 
quy 

Bien ban hQP xet 
chuyen vien t~p SlJ; 
Bien ban giang thir; 
Bao cao t~p SlJ; Ban 
nhan xet vien chirc 
t~p suo chirng chi. , 
cua ngach 

Bao cao t~p SlJ thea 
quy, Bien ban hop 
xet vien chirc t~p SlJ; 

2. 
Tnrcng cac don 
V! 

Phan cong can be> huang dfrn, gir! v€ 
Phong TC-HC 

3. Chuyen vien 
DlJ thao Quyet dinh phan cong can be> 
huang dfrn trinh Hieu tnrong phe duyet 

4. D01l vi 

Theo doi qua trinh t~p SlJ cua can be>, 
vien chuc va gir] bao cao v€ Phong T6 
chirc - Hanh chfnh qua trinh t~p SlJ cua 
vien chirc (3 thang 1 I~n) 

5. D01l vi 
Truce khi vien chirc h~t t~p SlJ 30 ngay, 
t6 chirc hQP xet d6i voi vien chirc h~t 
t~p SlJ (giang thir d6i voi giang vien) 

6. D01l vi 
Tnroc khi vien chirc h~t t~p SlJ 10 ngay, 
giri toan be> h6 sa v€ Phong T6 chirc -
Hanh chfnh 
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Quy trinh t~p s'! vien chile 

BIf(YC Trach nhiem NQi dung H8 sCYI Bi~u m§u 

Bien ban giang thir; 
Bao cao t~p S\T; Ban 
nhan xet vien chirc 
t~p S\T 

Quyet dinh cong 
nh~n h~t t~p suo. , 
Quyet dinh b6 
nhiem ngach; Quyet 
dinh cho thoi viec 

7. Chuyen vien 

Can cir danh gia cua don vi, soan thao 
Quyet dinh cong nhftn h~t t~p S\T va 
Quyet dinh b6 nhiem ngach trinh Hieu 
tnrong hoac tien hanh cac thu tuc khong 
ti~p tuc kY hQ'P d6ng d6i voi vien chirc 

IV. BIEU MAu Ap Dl)NG 

TT Ten bi~u m§u 
Mahoa 
(n~u co) 

Tho; gian hru NCJihru 

1. Cong van BMTSOlffCHC Uiu dai P.TC-HC 

2. 
Quyet dinh phan cong can b<) 
huang d~n t~p S\T 

BMTS02!TCHC Lau dai 

P.TC-HC; P. 
KHTC; Can 

b<) huang d~n; 
NLD' DV' h6, , 
sa dirong S\T 

3. Bao cao ~p SlJ thea quy BMfS03ffCHC Lau dai P.TC-HC; DV 

4. 
Bien ban hop xet vien chirc ~p 

SlJ 
BMfS04ffCHC Lau dai P.TC-HC; DV 

5. Bao cao t~p S\T BMfS05ffCHC Lau dai P.TC-HC; DV 
6. Ban nhan xet vien chirc t~p S\T BMTS06ffCHC Lau dai P.TC-HC; DV 

7. 
Quyet dinh cong nhan het t~p 
S\T 

BMTS07ffCHC Lau dai 
P.TC-HC; DV; 

NLD; h6 sa 
duongs\T 

8. Quyet dinh b6 nhiem ngach BMfS08fTCHC Lau dai 

P.TC-HC; P. 
KHTC; DV; 
NLD; h6 sa 

duongs\T 

9. Quyet dinh thoi viec BMfS09ffCHC Lau dai 

P.TC-HC; P. 
KHTC;DV; 
NLD; h6 sa 

duongs\T 

10. HQ'P d6ng lam viec co thai han BMfSlOffCHC Lau dai 

PTC-HC; P. 
KHTC;DV; 
NLD; h6 sa 

duongs\T 
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