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GIAO DUC VA PAO TAO
I HOC NGOAINGU - TIN HQC

/ NGOAF\;’;'.UH-QT?N ;ﬁa\NH PHO HO CHI MINH

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Ty do - Hanh phic

QUY TRINH

TO CHUC CAC CUQC HQP CUA TRUONG
(Kem theo Quyét dinh s6 AA4.2./QP-DNT ngay AL./..2../202Z
cia Hiéu truong Trirong Pai hoc Ngoai ngit - Tin hoc Thanh phé H6 Chi Minh)

I. S6 hiéu quy trinh: QTO1/DNT-TCHC

IL. Luu d6 quy trinh:

Pon vi thuce hién hodc Tén tai li¢u/vin
Buée 7 e T, T Quy trinh Thoi han ban va ky hiéu
phoi hop thue hién bidu mau
1
b ) o " i
1 Phong TC-HC Nhan yéu cau to chirc cude hop 1 ngay MSPJ
e I
A gl -
2 Phong TC-HC Du thao ké hoach t6 chire | ngay BMOI'Q ¥ Vﬂﬁﬁa P
TCHC \H0 CHf M
Ko~
. Trinh lanh dao xem xét, phé g &"_____
3 Phomg TC-HE duy¢t du thao ké hoach | ngay
Phé bién ké hoach t6 chire dén
4 Phong TC-HC cac don vi, ca nhén co6 lién quan 1 ngay
va dang ky lich cong tac
Phong TC-HC ..
5 ; i phdi Té chure ho Theo tho;
Cac don vi ph01 hop, P gian du kién
ca nhan co lién quan
6 |Phong TC-HC Dy théo bién ban cude hop Ingiy |E02QTOLBNTY
TCHC
7 | Phong TC-HC Phét hanh bién ban cudc hop | ngay

II1. Dién giai

1. Buwdce I: Phong TC-HC nhén yéu ciu td chirc cude hop cua Truong tir Hiéu trudng,

Lanh dao Truong hodc cac co quan quan ly Nha nudec.

2. Buoc 2: Phong TC-HC du thao ké hoach td churc cude hop, trong ké hoach phén

cong cu thé nhi€ém vu ctia cac don vi phoi hgp va ca nhan co lién quan.




BMO1.QTOl/BNT-TCHC

A® DUC VA PAO TAO CONG HOA XA HOI CHU NGHIA VIET NAM
SRUGNG DAIHOC NGOAINGU - TIN HOC Péc lip — Tu do — Hanh phiic

71 EHANH PHO HO CHI MINH
\HO CHI MINH/v

°K6: ...../KH-DNT Thénh phé Ho Chi Minh, ngay ... thdng ... ndm ... ...
KE HOACH
Ve viée to chire cude hop ......

I. MUC PICH YEU CAU
II. NOIDUNG CUQC HOQP
1. Thoi gian
Dia diém

Thanh phan tham duy

-2

Noi dung chuong trinh

III. CONG TAC CHUAN BI

IV. PHAN CONG THUC HIEN

HIEU TRUONG
(Ky va ghi rd ho tén)

Noi nhin:

..........




BMO02.QTO1l/BNT-TCHC

\DUC VA PAO TAO CONG HOA XA HOI CHU NGHIA VIET NAM
NGOAINGU - TIN HQC Poc ldp — Ty do — Hanh phic
O HO CHI MINH

A /BB-DNT Thanh phé Ho Chi Minh, ngay ... thdng ... ndm ... ...

BIEN BAN

Thoi gian bét dau: .........
bia diém: ..........

Thanh phéan tham du: ..........
Chu tri: ..........

Thuky: ..........

I. NOIDUNG CUOQC HQP

II. KET LUAN

.................................................................................................

THU KY CHU TRI
(Ky va ghi rd ho tén) (Ky va ghi ro ho tén)

Noi nhin:
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: ; FAD DUC VA PAO TAO
TRUGNG'PAI HOC NGOAINGU - TIN HQC
PHO HO CHi MINH

o HO CHI .‘J]I.“Hy

QUY TRINH

CONG HOA XA HOI CHU NGHIA VIET NAM

Doc lap - Tw do - Hanh phic

LAP BANG THANH TOAN THU LAO GIANG DAY

CUA GIANG VIEN THINH GIANG

(Kém theo Quyét dinh s6 4 ¥QD-DNT ngay 4:4./.9./202 & ciia Hiéu trucng
Trieomg Pai hoc Ngoai ngit - Tin hoc Thanh phé H6 Chi Minh)

I. S6 hiéu quy trinh: QT02/DNT-TCHC

II. Lwu dd quy trinh

Tén tai
Pon vi thye hién li¢u/van
Buéce |  hoiic phdi hop . - ban va ky
iy Titen Quy trinh LLL higu bidu
mAu - néu
co
Lap bang thanh toan thu Cudi mbi hoc ky (tuan EMIOL,
L Khoa T T 12 QTO02/BNT
ao glang day ) TCHC
1 .. z.z | Toida0l tuan sau khi ‘
. i . | Kiém tra, xac nhén so tiét 0 .
Phong Dao tao Dai " x E 1 nhan dugc bang thanh
2. giang day, h¢ so 16p 2 5o 2
hoc done. hé s& neodi eid toan thu lao vuot chuan
g, 11§ goal g cua Khoa
, T4i da 01 tuan sau khi
3 Phong T chure - Kiém tra, xac nhan don nhan duoc bang thanh
' Hanh chinh gia, thu lao giang day toan thu lao vugt chuan
cua Khoa
’ q Tbi da 01 tuan sau khi
A Phong Ké hoach - Kiém tra thu lao giang nhén dugc bang thanh
' Tai chinh day toan thu lao vuot chuan
cua Khoa
5. Hbi ddng truong Phé duyét 03 ngay
1 £ Thanh toan thu lao_ glang Tbi da 01 tuan sau khi
Phong K¢ hoach - day cho giang vién ; S .
6. Ty . e 5 101 dong truong phé
Tai chinh Thong bao va tra bang Juva
uyet
lvong cho Khoa
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Pho to bang luong, sau do
chuyén dén Phong T
chirc - Hanh chinh 01 ban
luong photo dé luu hd so

Khoa 01 tudn

I11. Dién giai

1.

Budce 1: Vao cudi hoc ky, Chuyén vién ciia Khoa Iap bang thanh toan thi lao giang
day cua giang vién thinh giang, Trudng khoa xem xét va ky xac nhéan, sau dé giri vé
Phong Pao tao Dai hoc.

Budc 2: Khi tiép nhan bang luong, chuyén vién Phong Pao tao Dai hoc ¢
trach nhiém kiém tra, d6i chiéu sé tiét giang day, hé sé 16p dong, hé s ngoai gio
clia giang vién, sau d6 trinh Trudng phong ky xac nhan phan ciia Phong Dao tao Dai hoc.
Néu Truong phong khong chip thudn thi dé nghi chuyén vién kiém tra lai, néu chip
thuan thi ky bang luong va tra cho Khoa dé Khoa chuyén dén Phong T6 chitc - Hanh chinh.
Bude 3: Khi tiép nhan bang luong, chuyén vién nhan sy Phong T6 chitc - Hanh chinh
¢6 trach nhiém kiém tra, d6i chiéu don gia giang day va miic thi lao giang day cua
giang vién sau do trinh Trudng phong ky xéc nhén phan danh cho Phong Té chire -
Hanh chinh.

Néu Trudng phong khong chap thudn thi dé nghi chuyén vién kiém tra lai, néu chép
thuan thi ky bang lwong va tra lai cho Khoa dé Khoa chuyén dén Phong Ké hoach -
Tai chinh.

Budc 4: Khi tiép nhan bang lwong, chuyén vién Phong Ké hoach - Tai chinh kiém
tra mirc thu lao giang day cua giang vién, sau doé trinh Truong phong ky xac nhén.
Néu Truong phong khong chip thudn thi dé nghi chuyén vién kiém tra lai, néu chip
thuan thi ky bang luong va trinh Hoi dong trrong phé duyét.

Budc 6: Hoi dong trudong xem xét va ky duyét, Néu khong dong y thi tra lai cho
Phong K& hoach - Tai chinh.

Budc 7: Sau khi bang luong duge Hoi dong trudmg phé duyét, Phong K& hoach - Tai chinh
tién hanh thu tuc thanh toan thu lao giang day cho giang vién thinh gidng bang hinh
thitc chuyén khoan. Sau khi hoan tét thanh toén, chuyén vién Phong Ké hoach - Tai chinh
thong béo cho chuyén vién Khoa dé nhan lai bang lwong tai Phong Ké hoach - Tai chinh.
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7. Budc 7: Sau khi nhdn dugc théng bao tir Phong Ké hoach - Tai chinh, chuyén vién
Khoa t&i Phong Ké hoach - Tai chinh dé photo bang lwong (02 ban), Khoa luu 01
ban, chuyén Phong T chirc - Hanh chinh 01 ban, tra lai ban chinh cho Phong Ké

hoach - Tai chinh luu ho so, hoan tat cong viéc.

8. IV. Luwu trit hé so

Tén ho so/vin ban Thoi han Iuu triv Don vi luu triv

Bang thanh toan thti lao Dai han -Phong K& hoach - Tai chinh

thinh giang (ban chinh)
-Phong T6 chirc - Hanh
chinh (ban sao)
-Khoa (ban sao)

TRUONG PON VI TRUONG PHONG HIEU TRUONG
SOAN THAO KT-BDCLGD

4 g

Nguyén Quéc Hung Lé Thi Tuy

Nguyén Anh Tuén




BMO1. QT02/ENT-TCHC

G DAI HOC NGOAINGU' - TIN HOC TP.HCM

NGOA! NGU -'Tkﬂ

THANH PHO
HB CHI MINH/

BANG THANH TOAN THU LAO GIANG DAY, HOCKY ...... /NAM HOQC................
Hoc ham, Sb tiét
hoc vi thye " .
S6 Aakmnien, Maon giing day Sé gidng l:ﬁe l:; Thanh z
T Ma gidng vién Ho va tén giﬁPg dgy/- s0 : Lop/ Nhom SV lg | ngoi Pon gia tidn Tong chng | Ghicha
nim duoc dé o
plinng LT | TH | dong | gi
chirc danh
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15
) Tién si 13.872.000
Nguyén —
1 00237 Vin A Giangday | Viéttiéng Anh1 | A42102 45 | 30 1,00 | 1,0 | 160.000 | 4.800.000
Viét tiéng Anh 1 | A42103 64 | 45 1,05 | 1,2 | 160.000 | 9.072.000
Thac si 24.867.000
1. Gidng day 140 - -
Tiéng Anh co ban
" LKT2003 | 65 | 30 1,05 | 1,0 | 180.000 | 5.670.000 A
2 00266 Nenyea 3
Vin B & ;
an e Anlreobén | upoos |6 | 30 1,05 | 1,1 |180.000 | 6.237.000
Viét tiéng Anh 3 | A32005 45 | 30 1,00 | 1,2 [ 180.000 | 6.480.000
Doc tiéng Anh 1 | A52109 45 1 30 1,00 | 1,2 | 180.000 | 6.480.000
Tong
cong: 38.739.000
BANZ CHIE: ... e oe e e e
TP. Ho Chi Minh, ngay ......thdng... ... nam 2022
Hdi dong Trudng Truéng phong TC-HC Trudéng phong Pao tao PH Trudng Khoa Nguoi ldp bang
(Ky va ghi ré ho tén) (Ky va ghi ra ho tén) (Ky va ghi ré ho tén) (Ky va ghi rd ho tén) (Ky va ghi ré ho tén)

Xdc nhén cot 12 -> 14 Xac nhdncéot 5 -> 11
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ALH Y0 DUC VA PAO TAO
'RUONG DAFHOC NGOAI NGU - TIN HQC
E ANH/PHO HO CHI MINH
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CONG HOA XA HQI CHU NGHIA VIET NAM
Doc 1ap - Ty do - Hanh phiic

QUY TRINH ,
LAP BANG THANH TOAN THU LAO VUQT CHUAN
CUA GIANG VIEN CO HUU
(Kém theo Quyét dinh s6/4{5QD-DNT ngay 45./.9./2024._cia Hiéu trudng
Trieong Pai hoc Ngoai ngit - Tin hoc Thanh phé H6 Chi Minh)

I. S6 hiéu quy trinh: QT03/PDNT-TCHC

I. Luu dd quy trinh

. Tén tai liéu/vin
Bom viithie ban va ky hiéu
Buée | hién hoic phéi . Thoi han WL R
: i Quy trinh bi¢u mau - néu
hop thue hién .
co
Lap bang thanh
1 Khoa toanthidas | ‘CobimBi heeley (b 15y | PMUIAQTIVDNI-
x TCHC
vuot chudn
Kiém tra, xac
nhén so tiét giang
PhongDio a0 Adz_ly, hf: 80 Io‘p“ T o1 da 0} tuan sau k}’n l’lhé:lll
2 Pai hoc dong, h¢ sd ngoai | duge bang thanh toan thu
ey 210, s0 gio hoat lao vugt chuédn cua Khoa
dong chuyén mén
khac
Fhong an 0 K:efn tr? s B3 Téi da 01 tudn sau khi nhan
Sau Pai hoc — nhéan s6 gio ; : . ;
3 . e duoc bang thanh toan thu
Khoa hoc Cong | NCKH cua giang -
R o lao vugt chuan cua Khoa
nghé vién
Kiém tra, xac ] i
\ % g nhan don gia Toi da 01 tuan sau khi nhan
Phong To chire ‘g s ; o g
4 - Hanh chinh giang day, gio duoc bang thanh toan thu
vuot chuan, thu lao vugt chudn cua Khoa
lao vuot chuan
Phong Ké Kiém tra, Xd¢ | 4 42 01 tudn sau khi nhan
o nhan thu lao vugt _ » . N
5 hoach - Tai R 2 h ~. | duwoc bang thanh toan thu
; chuan va trinh Hoi I
chinh X " lao vuot chuan cua Khoa
dong truong




Hoi dong

e Phé duyét 03 ngay

Thanh toan thu lao
giang day cho
giang vién ; Thong
bao va tra bang
luvong cho Khoa

Téi da 01 tudn sau khi Hoi

Phong Ké hoach ‘
dong trudong phé duyét

- Tai chinh

Pho to bang luong,
sau d6 chuyén dén
Phong T6 chuc -
Hanh chinh 01
bang lwong photo
dé luu ho so

8 Khoa 01 tudn

I1L. Dién giai
1. Bude 1: Vao cudi hoc ky, Chuyén vién cia Khoa lap bang thanh toan thu lao vuot

chuén cua giang vién co hitu, Truong khoa xem xét va ky xac nhdn, sau do gui vé ===

y V3
Phong Do tao Dai hoc. AUONG
2. Budc 2: Khi tiép nhan bang luong, chuyén vién Phong Dao tao Pai hoc c6 trach ﬁ;oﬁw
nhiém kiém tra, déi chiu b tiét giang day, hé sé 16p dong, hé s ngoai gid, céc hoat :: ;T@
dong chuyén mén khac cia giang vién, sau dé trinh Trudng phong ky x4c nhén phén :{://

cua Phong DPao tao Dai hoc.

Néu Truong phong khong chép thudn thi d& nghi chuyén vién kiém tra lai, néu chip
thudn thi ky bang lwong va tra cho Khoa dé Khoa chuyén dén Phong Pao tao
Sau dai hoc — Khoa hoc Cong nghé.

3. Budc 3: Khi tiép nhan bang lwong, chuyén vién Phong Dao tao Sau dai hoc - Khoa hoc
Céng nghé c6 trach nhiém kiém tra, déi chiéu sé giod NCKH cua giang vién, sau d6
trinh Trudng phong ky xéc nhan phan NCKH ciia giang vién.

Néu Trudng phong khéng chép thuan thi d& nghi chuyén vién Phong kiém tra lai,

néu chip thuan thi ky bang lwong va tra lai cho Khoa dé Khoa chuyén dén Phong

T chirc - Hanh chinh (dinh kém bang théng ké hoat dong NCKH cua giang vién).
4. Budc 4: Khi tiép nhan bang lwong, chuyén vién nhan su Phong Té chirc - Hanh chinh

co trach nhiém kiém tra, d6i chiéu don gia giang day, viéc thuc hién gid nghia vu,
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sb gid vuot chudn va muc thu lao vuot chudn cua giang vién sau dé trinh
Truéng phong ky xac nhan phan danh cho Phong T chirc - Hanh chinh.

Néu Truong phong khong chap thuan thi dé nghi chuyén vién kiém tra lai, néu chap thusn
thi ky bang lwong va tra lai cho Khoa dé Khoa chuyén dén Phong K& hoach - Tai chinh.

5. Budc 5: Khi tiép nhan bang luong, chuyén vién Phong K& hoach - Tai chinh kiém
tra murc thi lao vuot chuan cua giang vién, sau d6 trinh Trudng phong ky xéac nhan.
Néu Trudong phong khong chép thuan thi dé& nghi chuyén vién kiém tra lai, néu chép
thudn thi ky bang Irong va trinh Hoi dong trrong phé duyét.

6. Bugc 6: Hoi dong trudong xem xét va ky duyét. Néu khong dong y thi tra lai cho
Phong Ké hoach - Tai chinh.

7. Budc 7: Sau khi bang lwong duoc Hoi dong truong phé duyét, Phong Ké hoach - Tai chinh
tién hanh thu tuc thanh toan thu lao vuot chudn cho giang vién bang hinh thirc chuyén
khoan. Sau khi hoan tét thanh todn, chuyén vién Phong K& hoach - Tai chinh théng
bao cho chuyén vién Khoa dé nhan lai bang lwong tai Phong Ké hoach - Tai chinh.

8. Budc 8: Sau khi nhén duoc théng bao tir Phong K& hoach - Tai chinh, chuyén vién
Khoa t6i Phong K& hoach - Tai chinh dé photo bang luong (02 ban), Khoa luu 01
ban, chuyén Phong Té chirc - Hanh chinh 01 ban, tra lai ban chinh cho Phong Ké

hoach - Tai chinh luu ho so, hoan tat cong viéce.

9. IV. Luu trit hé so

Tén ho so/vin ban 7 Théi han leu triv ® Pon vi luu triv @
Bang thanh toan thu lao Dai han -Phong Ké hoach - Tai chinh
vuot chuan (ban chinh)

-Phong Tb chuc - Hanh
chinh (ban sao)
-Khoa (ban sao)

TRUONG PHONG TRUONG PHONG HIEU TRUONG

TC-HC KT-BPCLGD
St
L& Thi TUM

yén Quoc Hume




---------------------------------------

BANG THANH TOAN THU LAO VUQT CHUAN, HOC KY

BMO01.QT03/DNT-TCHC

./ NAM HOC................

Hoce S6 tiét
bt Mén thure Thanh tién Ghi chii
hoc vi o3 ia
Thim | &0 g
" day, ; , x
1 . PN 1 Nhigm ) 5 Qui | g5 ge | HE | HE
So | Ma giing Ho va giing o Lop/ So doi ra S0 s0 DPon
i n z | vukhic ; " vuot . 5 -
TT vién tén day/ so S Nhom | SV gio’ Z I6p | ngoai gia
. quira Z chuan N A Chiu Khéng % .
nam LT | TH | chuin dong | gio T > : | Tong cong
dwoc gl thué chiu thué d
pho'ng chuiin
a5 (néu cé)
c
danh o3
! 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 ¥ DAl
CAN BO-CHUYEN VIEN KIEM GIANG DAY &5 ey
: - o [NGOAI NG -
Tién si 12.360.000 | 1.512.000 | 13.872.000 \| !
.~ 1 . Yy
P.KHTC- Gling | V= & -
02. Neuyén il tiéng A42102 | 45 | 30 30 30 1,00 1,0 | 160.000 | 4.800.000 0 4.800.000 \_‘
P1opree | vina —_[Anhi x
00623 Viet
tiéng A42103 64 | 45 45 45 1,05 1,2 160.000 | 7.560.000 1.512.000 9.072.000
Anh 1
GIANG VIEN CO HUU
K.NNGU- NisivEi
GVI- g y Thac st _ 12.195.000 | 1.080.000 | 13.275.000
Vin B =
00041
1.
1 Gidng 140 140 | 32.83 ) . .
day
Tiéng
Anhco | LKT2003 | 65 | 30 31,50 ) 1,05 | 1,0 | 180.000 i ) )
ban 3




Tiéng
Anh cd TH2008 64 | 30 31,50 1,05 1,1 180.000
ban 3
Viét
tiéng A22005 | 72 | 30 33,00 1,10 | 1,0 | 180.000
Anh 3
Viét
tiéng A32005 | 45 | 30 30,00 1,00 | 1,2 | 180.000
Anh 3
Tiéng NB
Anh 2 2003 85 | 45 14,00 | 32,826 | 1,15 1,0 180.000 6.795.000 0 6.795.000
Poc
tiéng A52109 45 | 30 30 1,00 1.2 180.000 5.400.000 1.080.000 6.480.000
Anh 1
2 Du 50
I 100 150 git
NCKH NCKH -
3.HDP
Khac 80 80
Tong cong: | 24.555.000 | 2.592.000 | 27.147.000
B CHIE" cvmvsraions nsv s aro aieG i
Thanh phé Ho Chi Minh, ngay..... thang.....ndm 2022
Trudéng phong TC-HC Trudéng phong Pao tao DPH Trudéng phong SPH-KHCN Trudng Khoa Nguwdi lap bang
(Ky va ghi rd ho tén) (Ky va ghi ré ho tén) (Ky va ghi rd ho tén) (Ky va ghi rd ho tén) (Ky va ghi ré ho tén)

Xdc nhgncdt 10,11,14 ->17 Xdc nhdn eot 5 -> 9,12,13

Hoi ddng Truwong
(Ky va ghi ré ho tén)



CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lip — Tw do — Hanh phiic
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HO CFW

QUY TRINH
GIAI QUYET CHE PO THAI SAN

(Kém theo Quyét dinh s64442/.QD-DNT ngay . £4./..9. [f04....ctia Higu trudng
Truwong Pai hoc Ngoai ngit - Tin hoc Thanh phé Hé Chi Minh)

I.  S6 hi¢u quy trinh: QT04/DNT-TCHC
II.  Luwu dd quy trinh

Buéce | Pon vi thue hién Quy trinh Thot han Tén tai liéu/van
hoic phdi hop ban va ky hiéu
thue hién biéu mau (néu
c0)
1 | Phong Té chitc — | P.TC-HC nhan Don xin | Trude thoi diém | BM 01-TCTS
Hanh chinh nghi - huong tro cdp thai | nghi sinh 01
san cia CB-GV-NV (theo | thang
mau) dé thuc hién cac
bude dé nghi giai quyét
ché do thai san cho CB-
GV-NV
2 | Phong Té chirc — | Chuyén Don xin nghi- | 02 ngay BM 01-TCTS
Hanh chinh huong trg cip thai san lén
Hiéu truong dé bao cdo va
trinh ky.
3 | Phong T6 chic — | Lap hd so dién tir bdo | 01 ngay BM  DO02-TS,
Hanh chinh giam lao dong nghi- Mau  02/TB-
hudng ché do thai san GDDT
4 | Phong Tb chic — | CB-GV-NV gui gidy khai | Sau thoi gian
Hanh chinh sinh vé P.TC-HC sinh con
5 | Phong Td chitc — | Sau khi bdo giam lao | 01 ngay BM 01B-HSB,
Hanh chinh dong, nhin GKS tir CB- Mau 02/TB-
GV-NV guii dén, P.TC- GDDT
HC thue hién budce lap hd
so dé nghi giai quyét ché
do thai san




6 | Phong T6 chirc — Ding ky buu cuc va gui | 01->03 ngay Gidy khai sinh,
Hanh chinh ho so gidy lén co quan | lam viéc PGNHS 201,
BHXH Mau 02/TB-
GDDT
7 | Phong Té chic — | Theo dditinh tranghb so | o6 04y 1am
Hanh chinh dé dic¢u chinh hoac bo i
sung (néu co)
8 | Phong Té chirc — | Kiém tra ketl qQuahosotrd | o dinh 06 | C70s-HD,
5 : vé qua emai v lam via
Hanh chinh q ?tie;y ]t.':in’ll( 1‘;/.160 BM 02-DX,
¢ té khi
- . C70s-Hb
nhén dwgc két s
qua ho so lau
hon)
9 | Phong Té chic — | Khi nhan duge két’ qua | 01 ngay
Hanh chinh qua en}ail, lap dé xuat chi
hdé ché do cho CB-GV-
NV theo DS dd dugc
BHXH duyét, trinh
Truong phong kiém tra va
ky nhay
10 | Phong Té chuc — | Chuyen de xudt dén PKE| o) poqy BM 02-BX,
Hanh chinh, hoach — Tai chinh dé trinh C70s-HP
Phong Ké hoach — | Héi dong truong ky duyét
Tai chinh
11 | Phong T6 chirc — | Phé duyét ctua Hoi dong | 02 ngay BM 02-DX,
Hanh chinh truong C70s-HD
12 | Phong Ké hoach — | S0 tién dugc giri dén CB- 1 o5 105y BM  02-PX,
Tai chinh GV-NV theo hinh thue C70a-HP, Uy
chuyén khoan nhiém chi
13 | Phong Té chirc — | FhO 16, luuhd so, chumg 1, 105 BM  02-BX,
Hanh chinh tr, iy nhiém chi ché do C70a-HD, Uy

thai san

nhiém chi, Gidy
khai sinh, BM
01-TCTS




II. Luu trit hd so
STT Tén hd so/ viin bin Ma higu Thii glan Iynfey | 00 vl G
1 DS béo giam lao dong | BM D02-TS 05 nam Phong T chirc —
Hanh chinh

2 DS dé nghi giai quyét | Mau 01B-HSB 05 ndm Phong T6 chirc —
ché do om dau, thai Hanh chinh
san....

3 DS giai quyét ché d6 | BM C70a-HD. | 05 ndm Phong K¢ hoach
om dau, thai san.... da — Tai chinh,
duge duyét cia BHXH Phong Té chire -

’ Hanh chinh

4 Ban duyét chi ho ché | BM 02-DX 05 ndm Phong Ké hoach

dd om dau, thai san —Tai chiph,
Phong T6 chire —
Hanh chiph

5 Don xin nghi - huéng | BM 01-TCTS 05 nam Phong Té chirc —
tro cap thai san Hanh chinh

6 Chung tur chuyén UNC 05 ndm Phong K& hoach
khoan —~Tai chiph,

Phong To6 chire —
Hanh chinh
TRUONG PHONG TRUONG PHONG HIEU TRUONG
TC-HC P KT-BPCLGD
/?M%

Nguy?n Quéc Him N "Nguyén Anh Tuin

guy g L& Thi Tuyét Anh




BM 01-TCTS

Kinh gui: - Lanh dao nha truong

- Trudng Khoa/Phong/Trung tdm.............oooviiiins

- Phong T6 chirc — Hanh chinh

8 N 5 N U CE TSP ROUPPPPR PSSR PPS PRI
T s T T EET TR U U U P PSP P PR PP P PSP PERTTPTTRPRLT
Thoi gian vao truong cong tac (ghi thang, nam): ..o

Téi xin thong bao vé thoi gian nghi thai sin nhu sau:

Du sinh ngay ..... .thang ..... 17:11 | (U
Nghi sinh trngay ..... thang ... .. 3711 PR
dén ngay ... .. PR 5o nam.....
Sé thang nghi trude sinh (t6i da khong qua 02 thang, néu cd)i......... , nghi hudng luong hay
KRONE THONG: weceviiirmnnieieiei e
T6i da ban giao cdng tac day dili Tho wsssssvsnses truée khi nghi sinh dam bao khong lam anh
hudng dén cong tac chuyén mon clia .............. va clia trudng.

P& nghi nha truong thong qua Phong T chic — Hanh chinh giai quyét ché db thai san cho
161 theo quy dinh.

TP.Ho6 Chi Minh, ngay . ... thang. .. .. nam. . ..
TRUGNG KHOA/PHONG/TRUNG TAM NGUOI LAM PON
BAN GIAM HIEU PHONG TO CHUC - HANH CHINH




BM 02-bBX

)C NGOAINGU - TIN HOC  CONG HOA XA HQI CHU NGHIA VIET NAM

H/PHO HO CHIMINH Doc lap — Tw do — Hanh Phiic
CHUC - HANH CHINH

TP. Ho Chi Minh, ngay .... thang .... ndm
$é:  /PX-TCHC
DPE XUAT
V/v duyét chi h ché do ém dau, thai san... cua can b, gidng vién, nhén vién

Cin cir danh sach giai quyét huéng ché d6 ém dau, thai san can b, giang vién,
nhan vién da duyét ngay ngay .......... cia BHXH quan 10. Phong Té chirc — Hanh
chinh ldp danh sach dé nghi nha trudng duyét chi hd ché do dot ..... nim hoc
cho CB-GV-NV c¢ tén sau:

Stt Ho va tén Pon vi Ché do S tién Ky nhin
1
2
Tongedng:
(BRIECHAL, s mmvnssmsmonmsamsmn ey s e ATE S R TS )
TRUONG PHONG TRUONG PHONG CAN BO THUC HIEN
TO CHUC — HANH CHINH KE HOACH - TAI CHINH
TM. HOI PONG TRUONG

CHU TICH







