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Ho va tén Dlronglé’l:l;’lic Quoc Nguyén Viét LAm Pao Hoai Linh

Chue
danh TP TC - HC

Pho Hiéu truwéng Hiéu truwéng
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I. MUC PICH, PHAM VI AP DUNG

1. Muc dich

Quy trinh nay quy dinh cong tac quy hoach can bo quan 1y Truong, Phé
cac Phong, Khoa, Ban, Trung tim thudc Truong Cao dang Ky thuat Cong -
Nong nghi€p Quang Tri.

2. Pham vi ap dung

Ap dung cho toan thé cac Phong, Khoa, Ban, Trung tdm tai Truong Cao
dang K thuat Cong - Nong nghiép Quang Tri.

II. PINH NGHIA, TAI LIEU SU DUNG VA CHU VIET TAT

1. Pinh nghia: Quy hoach cén bd lanh dao, quan ly cac b phanla cong
tac phat hién sém nguoén can bo tré c6 dirc, cb tai, co trién vong vé kha ning
lanh dao, quan 1y, dua vao quy hoach dé co ké hoach dao tao, boi dudng, tao
ngudn cac chirc danh lanh dao, quan 1y, dap Gng nhiém vu chinh tri trudc mat va
lau dai cia Nha truong.

2. Tir viét tit

- QT : Quy trinh

- BM : Biéu mau

- TC-HC : Hanh chinh - T6 chuc

- Ponwvi :  Cac phong, khoa, ban, trung tdm

3. Tai li€u can cw

- Quy dinh s6 268-QB/TU ngay 22/12/2025 cua Tinh oy Quang Tri vé
phan cap quan 1y can bd va quy hoach, bd nhiém, gidi thiéu tng ctr, tam dinh chi
cong tac, cho thoi gitr chire vy, tur chic, mién nhiém ddi véi can bo.

- Huéng dan s6 02-HD/BTCTU ngay 25/12/2025 caa Ban T6 chac Tinh
iy huéng dan mot s6 ndi dung Quy dinh sé 268-QD/TU ngay 22/12/2025 cla
Tinh uy Quang Tri vé phan cip quan 1y can bd va quy hoach, bd nhiém, gidi
thiéu ung cu, tam dinh chi cong tac, cho thoi gitr chure vy, tir chirc, mién nhiém
ddi vé6i can bo.

- Quy dinh s 06-QD/PU ngay 10/02/2026 ctia Pang iy UBND tinh Quang
Tri vé vé phan ca”ip quan 1y can bd va quy hoach, bo nhiém, gidi thiéu Gng ctr, tam
dinh chi cong tac, cho thdi gitr chure vy, tir chure, mién nhiém ddi véi can bo.
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II1. CAC CONG CU/BIEU MAU/HUONG DAN

STT Tén biéu miu So hiéu

Ké hoach ra soat, quy hoach can bo quan 1y giai

1 doan............. BMO1/QT18/TCHC
Bién ban Hoi nghi ra soat, gidi thiéu bo sung quy
2 hoach  Truong/Phé bd phan.......... giai BMO02/QT18/TCHC

Tong hop danh sach dé nghi ra soat, bo sung quy
3 hoach Trudéng/Pho cac phong, khoa, ban, trung BMO03/QT18/TCHC
tam giai doan...........

Phiéu lay ¥ kién ra soat, bo sung danh sach quy
hoach du nguén chic danh Trudong/Pho céc

4 Phong, Khoa, Ban, Trung tam giai doan BM04/QT18/TCHC
Bién ban kiém phiéu vé viéc ra soat, bo sung danh
sach quy hoach dy nguén chic danh Truéng/Phé
5 cac Phong, Khoa, Ban, Trung tam giai doan BMO5/QT18/TCHC
6 So yéu Iy lich BMO06/QT18/TCHC
Quyét dinh vé viéc phé duyét ra soat, b sung
quy hoach can bd du ngudn cac chuc danh
7 BMO07/QT18/TCHC

Trudng/Pho Phong, Khoa, Ban, Trung tam giai




BANG THEO DOI NHUNG THAY DOI
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STT

Lan swa doi

Trang

Noi dung thay doi

Ngay thay doi




IV.NOI DUNG

4.1. Bang li¢t ké cac buédc hoat dong

TT Tén bude BO phan/ < Két qua dat dwoc
nguoi thuc hién
Xay dung ké hoach Phong TC-HC Ké hoach
2 | Phé duyét ké hoach Ban Giam hiéu | K& hoach
, . Danh sach gio1
3| Trién khai ké hoach Céc bo phan ! 8
thiéu
4 Tiép n’han, ra soat; tong hop Phong TC-HC Danh séc.lll' nEﬁn
danh sach su dugc gidi thi¢u
Trién khai 1y phiéu gidi thiéu Phong TC-HC | Phiéu lay ¥ kién
6 | Ghi phiéu gioi thiéu nhén sy Céc bo phan Phiéu lay y kién
: Bién ban kiém
7 | Tong hop Phong TC-HC "
phiéu
Phé duyét Hiéu truong Quyét dinh
9 | Luu hd so Phong TC-HC | H6 so




4.2. So dd quy trinh quy hoach can b

Nguoi thue hién Ké hoach Trién khai thyc hién Ket qua
: ) i ) ) va luu
3. Tiép nhan,
Cac Phong, Khoa, Ban, Trung tim hoach dén cac c4 giGi thiéu nhan su
nhan trong don vi |¢—
B(’?H Df"lng bo; Ban Giam hiéu; lﬁnh di.l.() 8. Ghi phiéu
cac Phong, Khoa, Ban, Trung tam; dai ¢i6i thidu nhan su
dién Cong doan, Poan Thanh nién - -
4 7. Lay phiéu
5. Tng hop; lap gi6i thiéu nhan
. 1. Xay dung danh sach dy su ddi véi cac 9. Tong 11.
Phong TC-HC ké hoach kién; bdo céo chirc danh hop; bio Luu
Trudng/Pho bd c4o trir
phan 7y

Ban Giam hiéu

2. Duyét

6. Xem

xét/Thong
qua/ Duyét




4.3. Pac ta quy trinh quy hoach cin bg

B B phan/ngudi phéi h Két qua Han | Bicu
TT Tén budc Noi dung cong viéc phan/nguoi ¢ PAGIIRE Mp op 4 hoan | méiu/
n thuce hién dat duoc . N
thwe hién : : : ) thanh | ho so
. . Phc¢ .
1 Xay dung ke hoach Du kién ké hoach ong Keé hoach
TC-HC
R g R g Ban Giam B
2 | Phé duyét ké hoach | Phé duy¢t ké hoach hié Ké hoach
cu
. 2 | Tong hop danh
. . Thong bao ké hoach va trién kh )
3 Trién khai ké hoach ongw a0 ke Hlogehl va Hieh Khat Cac bg phan Phong TC-HC sach gidi thiéu
thure hién S A 1A
cua cac bo phan
2 . £ A A s . Phong TC- C A A Danh sich tong
4 | Tong hop danh sach | Tiép nhan, ra soat danh sach HC Cac bd phan hop du kién
Tép thé lanh dao thong nhat danh Danh sach d
5 | Duyét danh séch db The Talil €40 HHOng Mhat G| pu, BGH Phong TC-HC ant sach A
sach quy hoach kién
- Ghi phiéu lay y kién doi véi B1: Tap thé lanh dao
nhan sy du kién quy hoach B2: Tap thé lanh dao; BCH
bang bd; lanh dao cac
Phong, Khoa, Ban, Trung | ., , 2
\ A . A .| Bién ban tong
.2 Ak Phong tam; Chu tich Cong doan; p L2
6 | Trién khai lay y kién , . . hop két qua lay
Téne hov két aui L&y ¥ kidn déi TC-HC Bi thu Poan truong ki
- . ién
,_On§ d 011)1 (? }?ua ag/ Y hlen o B3: Tap thé Ilanh dao; y
VoL Ve Ganh sach quy iogeh. Truong cac Phong, Khoa,
Ban, Trung tam
B4: Tap thé lanh dao
7 Phé duyét chdt danh | Tap thé lanh dao thong nhat danh | Ban Giam Phong Danh sach quy
sach quy hoach sach quy hoach higu TC-HC hoach
Thuc hién luu toan by cac van ban
5 o i i Phong Céc bo phéan, 5
8 | Luuho lié : Danh sach hoach; o Ho
uu ho so i€n quan: Danh sach quy hoach; TC-HC c4 nhan 0 so

Bién ban kiém phicu, phiéu




9 n BMO01/QT18/TCHC
UBND TINH QUANG TRI CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG CAO PANG KY THUAT Péc 1ap - Tu do - Hanh phuc
CONG - NONG NGHIEP
Sé: /KH-CBCNN Quang Tri, ngay thang  nam

o KE HOACH
RA SOAT, QUY HOACH CANBO .............

I. MUC PiCH, YEUCAU.....................

II. CHUC DANH RA SOAT, QUY HOACH

1. Chtric danh ra soat, quy hoach: .........................

2.S6lugng: ..o

3. D0 tudi ra soat, quy hoach: ........cooeveiveeinnn....

4. Tiéu chuan, diéu ki¢n

4.1. Tiéu chudn chung

- V& chinh tri tu twdng: ...........cooeeiinn,

- V& dao duc, 16i séng: .......................

- Vénang luc vauy tin: .....................

- V@& trinh d6 Iy luan chinh tri: .....................

- Véstckhoe: .....o..ooeiiieii.

4.2. Tiéu chudn chirc danh cu thé

III. POI TUQNG GIOI THIEU RA SOAT, QUY HOACH CAC
CHUCDANH ...........ooooeiiiiiii,

VI. TRINH TU CAC BUOC THUC HIEN RA SOAT, QUY HOACH

1.Ra soat, bd sung quy hoach can bo
2. Xay dung nhén sy quy hoach can bd
V. TO CHUC THUC HIEN

Noi nhén: HIEU TRUONG



_’ N _BMO02/QT18/TCHC
TRUONG CAO DPANG KY THUAT CONG HOA XA HQI CHU NGHIA VIET NAM
CONG - NONG NGHIEP Poc 1ap - Tw do - Hanh phic
Bophan:............................. L
Quang Tri, ngay thang nam

BIEN BAN
Hoi nghi ra soat, gigi thi¢u bo sung quy hoach Truéng/Pho......................

1. Thoi gian: ...,
2. Dja di€m: ..o,
3.Thanh phan tham dy

- Téng so: ...........nguot;
- S6 ngudi c6 mit: ..........ngudI;
- S6 ngudi vang mit: ..........ngudi;
Trong d6: +Vang coly do: ......c.ooovveiiinn.... nguoi;
+ Ving khong co Iy do: .....oeen...... nguoi.
- Chu tri HOi nghi: .o
- Thu ky HO1 nghi: ...oooviniiiiiiiie,

4. Noidung Hoinghi: ...

5. Mot so y kién phat biéu tai Hoi nghi (ghi t6m tdt cdc y kién phdt biéu,
néu co):

6. Két qua Hoi nghi:

6.1. Pua ra khoi danh sach quy hoach (sdp xép theo thir ty két qud tir cao
xuong thap)

A B0 phin cong tac/ Chirc danh dua ra LY S
T Ho tén Chirc vu hién nay khéi quy hoach S0 phicu (ty 1¢)
1
2

6.2. Giol thi¢u nhan sy dé nghi bo sung vao quy hoach (sdp xép theo thir
tw ket qua tir cao xuong thap)

. B) phan cong tae/ | C101 thiéu e nghibosung | g ) oe
TT Ho tén Chite vu hién na vao danh sach quy hoach (5 18)
4 hien nay Bophan |  Chirc vu v

I | Trwéng bo phin

1

2

II | Phé Truéng by phin

1

2

THU KY CHU TRI

(Ky, ghi ro ho tén) (Ky, ghi ro ho tén)
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7 v ‘ BMO3/QT18/TCHC
UBND TINH QUANG TRI CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG CAO PANG KY THUAT Péc lap - Tw do - Hanh phiic

CONG - NONG NGHIEP

Quang Tri, ngay thang nam

TONG HQP DANH SACH DE NGHI RA SOAT, BO SUNG
QUY HOACH DU NGUON CAC CHUC DANH TRUONG, PHO PHONG,
KHOA, BAN, TRUNG TAM

Giaidoan ....................
Két qua danh gia
Nim nhan xét can bo Chirc vu, bo Chire Ghi
TT Ho va tén sinh hing nim phan cong tac danh chi

hién nay quy hoach

Noi nhin: CAN BO TONG HQP
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7 9 ‘ BMO04/QT18/TCHC
UBND TINH QUANG TRI CONG HOA XA HOQI CHU NGHIA VIET NAM
TRUONG CAO PANG KY THUAT Péoc 1ap - Tu do - Hanh phiic
CONG - NONG NGHIEP
PHIEU LAY Y KIEN

Ra soat, b sung danh sich quy hoach dw ngudn chirc danh Truéng/Phé cac
Phong, Khoa, Ban, Trung tim
Giai doan

bé nghi dong chi cho y kién vé viéc gidi thi€u nhan sy dy nguodn cac chiic danh
giai doan ............. doi véi nhitng dong chi co tén sau:

. n Trinh do Chuire vu, Gidi thiéu
9 Trinh do , , A At A
s n Nam A chinh ly b6 phan Du nguon quy hoach
TT | Hovatén . chuyén A , NI i ~
: sinh x luin chinh cong tac chirc danh x| Khong
mon L oA Dong y P
tri hi¢n nay dong y
1
2
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7 q ‘ BMO5/QT18/TCHC
UBND TINH QUANG TRI CONG HOA XA HQI CHU NGHIA VIET NAM
TRU’OI\AIG CAO pANG KY THUAT Poc lap - Tw do - Hanh phuc
CONG - NONG NGHIEP
BIEN BAN KIEM PHIEU

Vé viéc ra soat, bo sung danh sach quy hoach dw ngudn
chirc danh Trudéng/Pho cac Phong, Khoa, Ban, Trung tam

Giaidoan ......................
Hom nay, vao lic...................... ,ngay......thang.....nam.........., tal..cccccoeeen.ne
..................................... to chic Ho1 nghi lay y kién veé viée ra soat, gidi thi¢u

nhan sy dy ngudn chirc danh Trudng/Phé cac Phong, Khoa, Ban, Trung tim giai doan

Hoi nghi théng nhat thong qua T6 kiém phiéu gom..... dong chi, c6 tén sau:

1. DONE Chi. v, - T6 trudng;
2.DONE Chi..veeeiieie e - Thanh vién thu ky;
3.D0NE Chi. .o - Thanh vién;
4. D00 Chi. v, - Thanh vién;
5.D0NE Chi..oovneiieiie e - Thanh vién.
Tién hanh kiém phiéu gi6i thiéu nhan sy quy hoach du ngudn chirc danh
Trudng/Pho cac phong, khoa, ban, trung tdm giai doan .......... nhu sau:

- Sb phiéu phatra: ................ phiéu;

- S6 phiéuthu vé: ................ phiéu;

-S6 phiuhop 18: ................ phiéu;

- S6 phiéu khong hop 18: ................ phiéu.

Két qua kiém phiéu cu thé:

Két qua

, A 1A A F So
TT Ho va tén Chire v, bo phin Dy nguon S0 | Tyie | phiéu | Ty1e
: cong tac hién nay chirc danh phi¢u (% )' khong (% )'
A 3 o (1]
dongy dong y
1
2

Bién ban kiém phiéu dugc 1ap va bao céo Kkét qua tai Hoi nghi vao lac
cung ngay./.

Thuw ky Thanh vién T truwéng
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BMO06/ QTl 8/TCHC

Co quan quan 1y vién chlIC.......cccoceeeiviiiiiiii e S hiéu vién churc..
Pon vi st dung VIEN ChTIC .....o.uiti e e e e

SO YEU LY LICH VIEN CHUC

1) Ho va tén khai sinh (viét chit in hoa):..............ooiiee e,
2) TEN GOT KNAC: .o eiei e
3) Sinh ngay:......... thang...........nam......... . Gi6i tinh (nam, nit):.........c.oevenenee.
4) Noi sinh: X&/Phuong........... .Huyén/Quén.......... Tinh/Thanh phd.......cccccooeereee...
5) Qué quan: Xa/Phuong......... Huyén/Quan........... Tinh/Thanh phd....................
6) DAN tOC:. .. ueeetei e 7) TON ZIA0:. ...

8) Noi dang k¥ ho khau thuong tri............ooieee it
(So nha, d‘mrngpho thanh pho. xom, thon, xa, huyén, tinh)

9) NOT O NN MY ...ttt et e
(So nha, d‘u"o’ngpho, thanh pho. xom, thon, xa, huyén, tinh)

10) Nghé nghiép khi duge BUYEN AUNE ...t
11) Ngay tuyén dung; ..... [oid iviiinn. Co quan, don vi tuyen dung:................oouveeeeeeeiiieeeee.n,

12.1- Chttc danh (chtrc vi) cONG tAC hiGN A .ccuu vttt
(Vé chinh quyén hodc Pdng, doan thé)

12.2- Chttc danh (chtrc vir) Ki€m nhi@m:.........ooooiiiiiit e e aeees
(Vé chinh quyén hodc Pang, dodn thé)

13) Cong viéc chinh dugc g1a0 .....................................................................................
14) Chirc danh nghé nghiép vién chlrcr..........oooo Mi sé:...
Bac luong:..... H¢ so:....... Ngay hu(mg ...... /..../.....Phu cAp chtrc danh:.......... Phu cap khac .....
15.1-Trinh d6 gido duc phO thong (da 16t nghiép I6p mdy/thude hé nao):.
15.2-Trinh @6 chuy@n mon cao NhAt:...............iii it
(TSKH, TS, Th.s, cir nhdn, ky su, cao ding, trung cdp, so cap, chuyén nganh)
15.3-Ly ludn chinh tri:............o 15.4-Quan ly nha nude: ...
(Cir nhén, cao cap, trung cdp, so cdp) (Chuyén vién cao cap, chuyén vién chinh, chuyén vién, cdn su.)
15.5-Trinh d6 nghi€p vu theo chuy@n nganh:............ooiiiiiiiii e
15.6-Ngoai NG . ...ovvivieiiiiiieeeee e 15.7-Tin hoc: . .
(Tén ngoai ngir + Trinh 3. TS, Ths, PH, Bdc 1 dén béc 6) (Trinh dp: TS, Ths, BH Ky nang 01 den Ky nang 15)
16) Ngay vao bang Cong san Viét Nam: ....... [ooin.. [oviiinnnn Ngay chinh thuc:........ [ocin.. Joveviain.
17) Ngay tham gia to chtrc chinh tri - X3 hOT:........oven e,
(Ngay tham gia té chirc: Poan, Hgi, ... va lam viéc gi trong 16 chite d6)
18) Ngay nhap ngii:...... [ooii.. [vieinnn. Ngay Xudt ngu ....... [ocin.. [ooin.. Quén ham cao nhat:............
19.1- Danh hidu dugc phong tAng ca0 NHAL:.......... .ttt
(Anh hing lao dong, anh hing hec lwong Vil trang: nha gido, thay thudc, nghé si nhan dén wu ti, ...)
19.2- Hoc ham dugc phong (Gido su, PhS gido si):.....oevueiiuineiinen.... Néam dugc phong:...............
20) SO IIONE CONEZ TAC ...ttt aet ettt et ettt et et et et et et et ee et et es e e e e e e eae et eaeanseeenseneanes
21) Khenthudng:........cccooeiviiiiiiiiiiiniienn, 22) Ky luat :
(Hinh thirc cao nhdt, ndm nao?) (vé ding, chmh quyén, doan the htnh thu"c cao nhat nam nao ?)
23) Tinh trang strc khoé:....................... Chiéu cao:........ , Cannang:......... kg, Nhom mau:....
24) La thuong binh hang:...... [ovinn. , La con gia dinh chinh sach ...........................................

(Con thwrong binh, con ligt si, nguoi nhiém chat déc da cam, Dioxin) .
25) Sb chimg minh nhan dan:..................... Ngay cap:...... [oin.. [ooi... 26) SOBHXH: ................
27)PAO TAO, BOIDUONG VE CHUYEN MON NGHIEP VU, LY LUAN CHiNH TRI, NGOAINGU, TINHQC

Anh mau

(4x 6 cm)

Tu thang, ndm Hinh thtrc Vin bing,

Tén truong Chuyén nganh dao tao, boi dudng dén thang, nam 430 tao chimg chi

Ghi chu:
- Hinh thirc dao tao: Chinh quy, tai chirc, chuyén tu, tir xa, lién thong, boi dudng.
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- Van bcfng, ching chi: TSKH, TS, chuyén kﬁoa 11, Ths, chuyén khoa 1, dai hoc, cao déng, trung cdb, SO ccfp, chung chi,...
28) TOM TAT QUA TRINH CONG TAC

Tir thang, nam | Chire danh, chirc vu, don vi cong tic (dang, chinh quyén, doan thé, 16 chire xa hoiké ca thdi

dén thang, nam | gian dugc dao tao, boi dudng vé chuyén mon, nghiép vu, ...

29) PAC PIEM LICH SU BAN THAN
- Khai r3: bi bat, bi tU (tr ngdy thang nim nao dén ngdy thang nim nao, ¢ dau?), da khai bao cho ai, nhiing
van dé gi? Ban than co lam Viéc trong ché dé cli(co quan, don vi nao, dia diém, chirc danh, chirc vu, thoi gian lam
viéc...):

‘ - Tham gia hodc c¢6 quan hé véi céc to chiic chinh tri, kinh té, xa hdi nao & nudc ngoai (lim gi,
to chirc nao, dat tru so o ddau ..?):

‘ 30) QUAN HE GIA DINH
a) Vé ban than: Cha, Me¢, Vo (hoic chong), cac con, anh chi em rudt
£ - Qué quan, ngh¢ nghi€p, chirc danh, chirc vy, don vi cong tac,
Moi \ o Nam R -5 o \ NP S ;
R Ho va tén . hoc tap, noi ¢ (trong, ngoai nudc); thanh vién cac to chirc chinh
quan hé sinh

tri - xa hoi ...7)

b) V& bén vg (hoic chéng): Cha, Me, anh chi em ru6t

Méi Nim Qué quén, nghé nghiép, chirc danh, chtrc vy, don vi cdng tac,
quan hé Ho va tén sinh hoc tap, noi ¢ (trong, ngoai nudc); thanh vién cac to chirc chinh

tri - xa hoi ...?7)
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31) DIEN BIEN QUA TRINH LUONG CUA VIEN CHUC

Thang/nam

Ma sb

Bac luvong

Hé sb lwong

32) NHAN XET, PANH GIA CUA PON VI SU DUNG VIEN CHUC

Nguoi khai v reeeean, Ngay... ... thang... ... ... nam 20......
T61 xin cam doan nhitng 161 Thi truéng don vi sir dung vién chirc
khai trén day 1a dung sy théat (Ky tén, dong dau)

(Ky tén, ghi ré ho tén)
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9 ﬂ BMO07/QT18/TCHC
UBND TINH QUANG TRI CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG CAO PANG KY THUAT Péc lap - Tu do - Hanh phiic
CONG - NONG NGHIEP
Sé: /QD-CBCNN Quang Tri, ngay  thang  nam

QUYET PINH
Vé viéc phé duyét ra soat, bé sung quy hoach can bd dw ngudn cac chirc
danh Trwéng/Pho Phong, Khoa, Ban, Trung tam giai doan ...................

HIEU TRUONG
TRUONG CAO PANG KY THUAT CONG - NONG NGHIEP QUANG TRI

Can cir két qua ra sodt, bo sung vao quy hoach cdn bé dy nguon cdc chirc
danh Truong/Pho Phong, Khoa, Ban, Trung tam truc thugc truong giai doan
oo e K&t lugn ciia phién hop cia Tdp thé lanh dao nha truong ngay

ooy

Xét dé nghi Phong Té chirc - Hanh chinh,
QUYET PINH:

Diéu 1. Phé duyét ra soat, bd sung Quy hoach can bd du ngudn céc
chuc danh Truong/Pho cac Phong, Khoa, Ban, Trung tdm truc thudc trudng
giai doan .........ccccevvvvnnnnns (Co danh sach kem theo).

Piéu 2. Quyét dinh nay c6 hiéu lyc ké tir ngay ky va thay thé cho céac
Quyét dinh d ban hanh trudc day.

Piéu 3. Trudng cac Phong, Khoa, Ban, Trung tdm truc thudc trudng va cac
ca nhén c6 tén tai Didu 1 chiu trach nhiém thi hanh Quyét dinh nay./.

Noi nhn: HIEU TRUONG
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