UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM

TINH THANHHOA Poc 1ap - Tu do - Hanh phic
TRUONG PAI HQC HONG PUC
S6: 445 /DPHHP-HCTH Thanh Hoa, ngay Q8 thang § nam 2015

V/v chén chinh viéc thuc hién Quy trinh
mot cua va ban hanh mau dé nghi, yéu cau
thong nhat trong toan trudng.

Kinh guri: Trudong cac don vi truc thudc.

Chan chinh viéc thuc hién Quy trinh mot cua nham nang cao hiéu qua cong
tac tiép nhan va xur ly dé nghi, yéu cau (DN/YC) cua cac don vi, ca nhan trong toan
truong, Hiéu truong yéu cau cac don vi, ca nhan thuc hién mot sb noi dung sau:

I. Noi dung DN/YC phai dugc danh méy theo diing mau ban hanh (c6 biéu
mau kém theo), khong dugc viét tay; néu lam sai mau can bd phu trach b phan
mot ctra sé tra lai tai noi tiép nhan.

2. Béi voi DN/YC khéng c6 trong Ké hoach nam hoc can phai c6 Gidy dé
nghi b6 sung Ké hoach (néu rd 1y do) trinh Ban Giam hiéu va céc phong chitc nang
xin y kién giai quyét.

3. P6i voi DPN/YC can phai xin y kién cua 02 phong chuyén mén tr 1én thi
phai danh may thém phan xin y kién giai quyét ctia cac phong chuyén mén do.

4. Cac don vi, ca nhan khi ngp DN/YC phai thong qua can by phu trach mot
cura tiép nhan, duyét thé thuc va ky nhan hé so. Bo phan mot cura khong chiu trach
nhiém d6i véi DN/YC tu trinh truc tiép.

5. Bo phan mét ctra (Phong Hanh chinh - Tong hop) c¢6 trach nhiém theo doi
tién do giai quyét DN/YC cua céc phong chirc nang va bao cdo Hiéu truong hang
thang nhitng DN/YC giai quyét khong ding han dé c6 bién phap xr ly, khic phuc.

Trong qué trinh thyuc hién, néu c6 thic mac can giai dap, lién hé qua dong chi
D6 Manh Hai - Chuyén vién Phong Hanh chinh - Tong hop (SDT: 0904.712.851).

Nhén dugc cong van nay, yéu cau Truong cac don vi trién khai thuc hién
nghiém tic ké tir ngay 01/9/2015./.
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