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QUY TRINH LEN LICH CONG TAC VA SU DUNG PHONG HQP

A. Muc dich:

- Dé thong nhét sy tap trung quan Iy viéc dap img nhu cau sir dung cc phong hop
Hiéu truwong, phong hop Hi¢u bj tir cac don vi trong truong Dai hoc Dong Thap mét
cach co ké hoach;

- Gitp phong HC-TH thuc hién chirc nang diéu phéi lich lam viéc, hdi hop khi sir
dung cac phong hop theo quy dinh tir cac don vi trong trudng moét cach khoa hoc;

- Quan ly va phuc vu c6 hiéu qua cac cudc hop cuia cac don vi dang ky.

B. Pham vi ap dung:

Ap dung cho céc hoat dong c6 lién quan dén viéc dang ky lich lam viéc va lich st
dung phong hop Hiéu trudéng, phong hop Hi€u bd cua cac don vi trong Truong do
Phong HC-TH quan ly.

C. Tiéu chuén lién quan:

- Can ca Quy ché t6 chirc va hoat dong ctia Truong Pai hoc Pdng Thap ban hanh
theo quyét dinh s6 269/QD-DHDT, ngay 09/5/2013;

- S6 tay chét lugng Truong Pai hoc Pong Thép;
- Can ct tiéu chuan ISO 9001 : 2008.

D. Chir viét tit:

- Trudong Pai hoc Pong Thap: Truong PH DT

- Phong Hanh chinh — Téng hop: Phong HC-TH

- Phong hop : Phong hop Hiéu trudng va Phong hop Hiéu bo
- LD: Lanh dao

- egov.dthu.edu.vn: hé théng quan ly hanh chinh dién tir
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F. Dién giai:
1. Cac don vi ¢6 nhu ciu

Trong tuan, cac don vi ¢6 nhu cau té chirc cac cude hop, str dung phong hop lién
hé Phong HC-TH & dang ky lich cong tac va sir dung phong hop.

Céc don vi dang ky lich cong tac tuan theo mau “Pang ky lich lam viéc va sir
dung phong hop” (QT06/HCTH-BM) giri vé Phong HC- TH ¢ham nhét vao chiéu ngay
thir S hang tuln.

2. Phong HC-TH tiép nhan

Chuyén vién Phong HC-TH tiép nhan biéu mau dang ky lich lam viéc va dang ky
su dung phong hop theo quy dinh qua egov.dthu.edu.vn.

3. Phong HC-TH kiém tra ndi dung diing ky

Chuyén vién Phong HC-TH kiém tra thong tin, ghi nhén, phan hdi thong tin va
cap nhat vao “Quan ly lich cong tac” trén egov.dthu.edu.vn

4. Phong HC-TH tong hop lich diing ky

Chiéu thir 6 hang tuan, Phong HC-TH tién hanh tdng hop 1én lich cong tac tudn
va lich str dung phong hop.

5. Lanh dao duyét

Lich lam viéc va sir dung phong hop sau khi tong hop xong, trinh lanh dao Phong
ky duyét va chinh sira (néu c6)

6. Phong HC-TH theo déi lich cong tic trong tuin

Sau khi déang tai lich cong tac trén Egov. Phong HC-TH phbi hop v6i cac don vi
lién quan bd tri co s& vat chat phuc vu tdt cho cac cude hop. (Nude udng va céc thiét bi
lién quan). Viéc sir dung phong hop dot xuét phai ¢ y kién ctia Lanh dao truong.

7. Lwu ho so

Phong HC-TH luu hd so “Pang ky lich 1am viéc va sir dung phong hop” béng
file dién tir va c6 thoi gian luu trir sau 01 ndm cong téc.
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Ip Cao Lanh, ngay  thang nam 2015
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