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1. Muc dich, pham vi ap dung
a. Muc dich:

Quy dinh théng nhét trinh tw, thG tuc thyc hién giai quyét nghi phép tai
Trudng Trung cip nghé Dién Khanh nham dé giai quyét nghi phép thuan lgi ding
ché do dap tng kip thoi nhu cdu cia ngudi xin nghi phép va thuc hién
chinh xéac, céng khai, minh bach cua don vi.

b. Pham vi 4p dung: Ap dung ddi véi tat ca can bo, vién chic, nguoi lao
dong cua Truong Trung cép nghé Dién Khanh

2. Pinh nghia va tw viét tat

a. DPinh nghia:

Vién chirc: la cong dén Viét Nam dugc tuyén dung theo vi tri viéc lam, lam
viéc tai don vi su nghiép cong 1ap theo ché d6 hop dbng lam viée, hudng luong tir
quy luong cta don vi sy nghiép cong 1ap theo quy dinh cta phdp luét.

Don vi thudc Truong: gém cac Khoa, Phong, Trung tdm
b. Tur viét tat:

- HT: Hiéu trudng

- VC, NLB: Vién chirc, ngudi lao dong

- GV: Giao vién

- P HC- KT: Phong Hanh chinh - K& Toan.

3. Luu dd

3.1. Quy trinh nghi phép nim ciia phong

3.2. Quy trinh nghi trén 2 ngay ciia khoa, trung tam
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Quy trinh: giai quyét nghi phép Trang 9
5. Céc cong cu/biéu mAu/hwéng din
STT Tén cong cy/bidu mAu/hwéng dan M3 hoa
1 |[Pon xin nghi phép BM.01.DXNP
TAI LIEU THAM KHAO
1. Luét vién chirc s6 58/2010/QH12.

2.

B Luit lao dong s 45/2019/QH14.

3. Cin clr Nghi dinh s 115/2020/ND-CP ngay 25/9/2020 ctia Chinh phu v& tuyén
dung, stir dung va quan ly vién chirc.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Dic lip - Ty do - Hanh phue

PON XIN NGHIi PHLEP

Kinh gri: - Hiéu truéng Truong Trung cép nghé Dién Khanh
- Trudéng phong Hanh chinh — Ké Toéan

- Trudng phong/khoa/trung tam
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<inh mong Hiéu truéng, Trudng phong HC-KT, phong/khoa/trung tam................coee
xem xét chp thuan,

Xin tran trong cdm on!
Dién Khanh., ngay....thang....ndm.....
PHONG/KHOA/TRUNG TAM NGUOI LAM DON
(Ky, ho tén)

PHONG HANH CHINH - KE TOAN HIEU TRUONG




