DAI HOC QUOC GIA THANH PHO HO CHI MINH
TRUONG PAI HOC KHOA HQC XA HQI VA NHAN VAN

QUY TRINH
SOAN THAO VA PHAT HANH CONG VAN

M s quy trinh  : QT/TTPNA-SCV03
Lan ban hanh :01

Ngay ban hanh  :01/01/2012

SOAN THAO KIEM TRA PHE DUYET
CN. Ho Cam Giéi PGS.TS. Thanh Phin TS. Tran Pinh Lam
NHUNG THAY POI PA CO
Ngay Noi dung thay doi Lan ban hanh

thang




_ QUYTRINH V
SOAN THAO VA PHAT HANH CONG VAN

Mi s6: QT/TTDA.SCV-
03

Lén ban hanh: 01

Ngay ban hanh:
01/01/2012

1. Muc dich: Xac dinh cac budc soan thao va phat hanh cong van.

2. Pham vi 4p dung: Trung tdm Nghién ciru Viét Nam — Pong Nam A

3. Noi dung:
3.1 Tém tdt quy trinh:
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Soan thao

Gb ky ban hanh

Phat hanh |




3.2 Mo ta cdac budc thuc hién:

Buéc Noi dung thye hi¢n Nguoi chiu trach nhiém | H so lién quan
- Xin ¥ kién noi dung coéng vin can soan
thao vai lanh dao Trung tam. - Ngudi soan thio
1 |- Noi dung do lanh dao Trung tam chi dao, | _ Linh dao TT
hodc do nhén vién de nghi tr thyc t€ cong :
viéc.
- Soan thao cong vin voi ndi dung da thong Cv-01
2 nhit theo hinh thitc (miu) quy dinh cua | - Nguoi soan thao CVv-02
Phong HC-TH CV-03
3 | Lay y kién dong gop vé ndi dung céng vin | - Ngudi soan thao
- GOp y truc ti€p trén ban in hodc qua email | - Nguoi gop v
4 | Hoan chinh cong van, trinh 1anh dao Trung | - Nguoi soan thao
tam duyét. -Lanh dao TT
- Lay s cong van, ghi lai sb nay vao danh CVv-04
muc cong van di tai Trung tam.
6 |- Nhanban cong van. - Nhén vién van phong
- DPoéng dau.
- Phét hanh.
7 I Luu.

- Pho bién thong tin ndi bo.

4. Danh muc cac biéu miu sir dung trong quy trinh:
CV-01: Mau Quyét dinh caa P. HC - TH
CV-02: Mau Thong bao ciia P. HC - TH
CV-03: Miu Cong vin cia P.HC - TH




