
KHOA HQC GIAO DUC ceNG HoA xA ugr cHU Ncni.q. vrET NAM
DOc l4p - Trf do - H+nh phric

QUr rninn oE xuAr, DE NGHI

cAp PHAr vAN PHoNG PHAM, AN pnAnn

I. Quy trinh c6p ph6t.6n ph6m (gi6y ti6u tld, phong bi, folder, eui t{ng...)

Bu6c 1- Dcrn vi c6 nhu cAu str dung 6n ph6m ghi giey dA nghf c6p phSt 6n ph6m cho

chuy6n vi6n phg trdch cira Phdng HC-CSVC tt ngdy 01 d6n 05 dAu thdng

(mdu BM. 0 1. 0 I -HC-CSVq.

Bu6c 2- Chuy6n vi€n BQ phfln HC-CSVC nhu.er,rC rO luqrrg 6nphAm cincdc dcrn vi
vd ti6n henh cap phdt 6n phAm trong vdng 03 ngiy t<C ttr khi nhan duqc giSy

dA nghi c6 chfi ky ph6 duyQt cira 15nh dpo dcrn vi.
* Ngudi li6n hQ c5p phSt 6n phim:

Ms. Nguy6n Thiry NhQt

Email : nhatnt.ep@ gmail. com

II. Quy trinh cdp ph6t name card

1. D6i vri,i cin bQ mfi tuy6n dung:

Budc 1- Tru&ng BQ phpn gfti gi6y d6 nghi ldm card (mdu 8M.01.02) cira nh6n sp m6i

cho b0 phQn HC-CSVC.

Bu6c 2- BQ phpn HC-CSVC ti6n hdnh in card vd chuy6n cho BQ phAn TCCB dC c6p

ph6t cho c6n bQ trong vdng 10 ngiy tc6 tir ngdy nhfn dugc gi6y dA ngh! cria BQ

phfln c6 nhdn sg m6i

2. Eiii v6i c6n bQ ilang lhm viQc:

Bu6c 1- C6 nhdn c6 nhu cdu in card grii dA nghi in card @du 8M.01.02)cho bQ phpn

HC-CSVC

BQ phQn HC-CSVC ti6n hdnh in card vd c6p ph6t cho c6n b0 trong vdng 10

ngiy te ttr l-hi nhpn dugc giSy dC nghi c6 chfi ky x5c nhpn cria 16nh dpo dcrn vi.
* Nguli li6n hQ c6p phSt name card:

Mr. Ta Nggc Cudng

Email : cuongkhg d@gmaiL com

Buoc 2-



A HOC GIAO DUC
I-CSVC

M6u BM.01.01-HC CSVC

c0. NG HoA xA uQr cHU NGHia vrEr NAM
Ddc lflp - Tu do - Hanh ohlic

Hd NQi, ngdy thdng ndm

DE NGH1 cAr pHAr vAx pHoNG rHAM, Ax pnavr

Kfnh grii: BO phpn Hdnh chinh - CSVC

Don vi @Q phan) 116 nghf cap phdt:.
Mpc dich sri dpng:.

i i ,i . i
TOn vin phdng ph6m, An phdm vir s6 luqng nhu sau:

STT AN PHAM DoN vI SO
LTIONG

GHI CHU

Ghi chr[: OOi vOi 6n phAm kh6ng rtO nghi cfip phit, ghi (0) viro c6t s6 luqng.

NGrId On NCnl
(ry, hp ftn)

rr4l rnAcH Be PrrlN
(ky, h9 t€n)

Bg PHAN HC-CSVC
(ky, ho ftn)



oA HOC GrAO DUC
VC

MAu BM.01.02-HC CSVC

c6. Nc HoA xA sQr cHU NGHia vryr NAM
Ddc lf,p - Tu do - Hanh phfc

Hd NQi, ngdy thdng ndm

GIAY on IqcHI CAP NAME CARI)

Kinh gfti: BQ ph4n Hdnh chinh - CSVC

Ngudi i16 nghi:

Dcrn vi:
DC nghi b0 phQn HC-TH c6p name card

56luqng:
0l hQp (elOi vOi crln bQ)

Thdng tin in card:

02 hQp lOOi vOi 16nh dpo)

STT
HO TEN

HOC VV
HQC HAM

(Ti6ng viet +
Ti6ng Anh)

CHUC DANH

Gi6ng viet +
TiSng Anh)

EONVI

(Ti6ns viet +
Ti6ng Anh)

EMAIL
(vnu)

DIEN THOAI

lcii ointrl oi
tI0ne)

Ghi chfi:

NGUOr On NCnl
(lc!, hp ftn)

PHV rRACH Bg PH,IN
(E, he ftn)

BO PHAN HC-CSVC
(lc1i, he tAn)


