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1. MO TA QUY TRINH

thoi han hop d(’ing

1.1 Luu db cdc buéc cong viée

Pidu kién dAu vao: Vién chirc méi tuyén dung va vién chirc/ngudi lao dgng (NLD) sip hét

QUY TRINH KY KET HOP PONG LAM VIEC — HOP PONG LAO DPONG

B{ phin A Thoigian |~ .z -
; Mau b d
= phu trich e thue hién AL NACH S g
it clie] . 20-TCHC-BM-01
1 NLD Chuén bi va ndp ho so 4 | Nngdy |20-TCHC-BM-02
20-TCHC-BM-03
o v Khong
Chuyén vién dbng ¥
2 | phong TCHC Kiém tra 1 ngay
phu trach
Pong y
Lanh dao ‘ .
3 | phong phy Phé duyét 0.5 ngay
trach
Chuyén vién
4 | phong TCHC Trinh ky 0.5 ngay
phu trach
Y
5 |Ban Gidm higu Phé duyét | 1ngdy
Bong § Khéng dong ¥
A
Chuyén vién .
6 | phong TCHC Théng béo 0.5 ngdy
phu trach
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7 | Vién chic/ 1 ngay
NLD Ky két hop déng
Chuyén vién : Y
8 | phong TCHC Soan thao TB | Sfl’(*'.i_ﬂ f{}aOhTB khong 0.5 ngay
phu trach ky hop dong y tiep hop dong L
[
Khong
Lanh dao dong y
9 | phong phu 0.5 ngay
trach
10 Vian thu . i | ned
Tmbng an han Ban han gay
L4
Chuyén vién .
11 phong TCHC Thong bao 05 ngay
phu trach |
+ A\ 4

San phim dau ra: Hop dong lam viéc/hgp dong lao dong (HPLV/HDLD),

Théng bio ky HDLV/HDPLD, Théng bso vé viéc khong ky ticp HDPLV/HPLD

1.2 Dién giai

Buéc 1: Chuén bi va ndp hé so

Vién chirc/ngudi lao dong (NLD) chudn bi hd so ky HDLV/HPLD cho Phong T6
chirc - Hanh chinh cu thé nhu sau:

a) Bdi véi vién chitc méi tuyén dung:

Thuc hién ky HPLV trong khoang thoi gian 30 ngay ké tir ngay nhin dwogc Quyét
dinh tuyén dung.

b) Péi véi vién chire/NLD dang ky HDLV/HPLD:

Trudc khi hét han hop dong 60 ngay, vién chirc chudn bi hd so gdm:

Trang 3
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- Pon xin ky tiép HPLV/HPLPD (Biéu méu s6 20-TCHC-BM-01)

- Ban tu danh gia (Biéu miu sd 20-TCHC-BM-02);

- Ban giai trinh (Biéu mau s6 20-TCHC-BM-03) (dp dung cho cdc truong hop qud
thoi han ky tiép HDLV/HDLD),

- Ban photo cac vin ban: HDLV/HDLD, thong bao ky HDLV/HDLD gin nhit,

Quyét dinh (QD) nang bic lwrong gin nhit hoic QP bd nhiém chirc danh nghé nghiép;

Bwéc 2: Kiém tra

Chuyén vién phu trach kiém tra ho so cua ca nhan.

- Néu hd so hop 1 thi tién hanh chuyén hd so cho Lanh dao Phong Té chic -
Hanh chinh phé duyét.

- Néu hd so khong hop 18 thi dé nghi vién chire/NLD lam lai ho so theo yéu cau.

BuGc 3: Lanh dao Phong To chic - Hanh chinh xem xét hd so va phé duyét
chuyén cho chuyén vién phy trach trinh ky Ban Giam hiéu.

Buéc 4: Trinh ky

Chuyén vién phu trach trinh ky Ban Giam hiéu trinh hd so di duoc Lianh dao
Phong Té chirc - Hanh chinh phé duyét cho Ban Gidm hiéu.

Budc 5: Ban Giam hi¢u phé duyét

Ban Giam hiéu xem xét va phé duyét (ddng y va khong dong y).

Budre 6: Thong bao cho vién chire/NLD dén ky hop dong

Sau khi hd so dugc Ban Giam hiéu phé duyét dong ¥, chuyén vién phu trach thong
bao cho vién chire/NLD qua dia chi Email c4 nhin vé thoi gian va dia diém tién hanh
ky hop dong.

Buéc 7: Ky két hop dong

Chuyén vién phu trach huéng dan vién chiac/NLD viét va ky 03 ban hop ddng
gidng nhau theo miu quy dinh.

Budc 8: Soan thao Thong bao

a) Trudng hop duge Ban Giam hi¢u phé duyét ddng y: Chuyén vién phu trich soan
thdo Thong béo ky hop ddng trinh Linh dao Phong T6 chirc - Hanh chinh (kém 03 ban
hop dbng) tham dinh.
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b) Truong hop duge Ban Giam hiéu phé duyét khong ddng y: Chuyén vién phu
trach tién hanh soan thao Thong bao vé 1y do khong ky tiép HDLV/HPLD déi véi
vién chire/NLD.

Buéc 9: Lanh dao Phong T chirc - Hanh chinh thim dinh

Lanh dao Phong T4 chirc - Hanh chinh tién hanh kiém tra van ban.

- Néu khong ddng v thi giri lai chuyén vién phu trach chinh sira lai theo yéu cau.

- Néu déng y thi ky phé duyét Hop ddng (03 ban), Thong béo ky hop dong hodc
Théng béo vé viéc khong ky tiép HDLV/HPLD.

Bwae 10: Ban hanh van ban

- Van thu Truong tién hanh cac thu tuc ban hanh cho céc ca nhan don vi c6 lién

quan.

- Chuyén vién phu trach nhén ban gdc théng bao, 03 ban hgp dong. Lap danh sich
theo ddi va bao cao dinh ki (néu co).

Buwéce 11: Thong bao nhan hop dong

Chuyén vién phu trach thong bao cho vién chitc/NLD dén nhan (c6 ky nhan) 01

ban hop ddng, 01 théng bao ky hop dong.

2. HO SO LUU TRU

STT Tén hé so Noi Hinh thire | Thoi gian Phuo‘nqg phap
luu luu luru hiy

| | HPLV/HPLD Théng | w6 wily
TCHC

5> | Thong bao ky HP Phong | H6 so gidy
TCHC | va file mém

3 | Hb so ¢4 nhan Phong | .8 gidy
TCHC

Théng bao khéng ky | Phong 5 X
4 | tiép HDLV/HDLD Tcuc | HO so giay
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3. BIEU MAU BAN HANH

STT Mai hi¢u Tén biéu miu
1 20-TCHC-BM-01 Pon xin ky tiép hop déng
2 20-TCHC-BM-02 Ban ty d4nh gi4
3 20-TCHC-BM-03 Ban giai trinh
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Mau 20-TCHC-BM-01

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap — Tu do — Hanh phic

Pa Nang, ngay ... thang ...... nam 20...

PON PE NGHI KY TIEP HOP PONG LAM VIEC
Kinh guri:
- Ban Gidm hi¢u Truong DPai hoc Bach khoa;
- Lanh dao Phong T6 churc - Hanh chinh;
- Truong Khoa/Phong.......c.ccevvvvveeien e el

L L o sssee o R e A B S Y e SR SR R
Binh nEdY: wiisammmiasmsgss TAE occsnmanmnsssamnsmmmnevsrsysnmmssas s asmsamsass
SO CMND: .o Cap NZAY: ceeeereeecrereranes Noi cap ....................
HO KA tAUONE T oottt
Trinh d6 van hoa, chuyén mon, nghi€p VU ....ccocviiiiiiiiiiciiceis e,
Di hop ddng 1am viéc tai (PTN, BG mon, Khoa/PRONG) : .......ceeecereeeveveecrinricniane.
CONG VIEC QUDC BIA0 - ......cocccucrernsonmnarsaassssssnsssassarsasorsnsspssansnns sbsseds st smsbasssasasnssssiinss
Chirc danh nghé nghiép: . - T R
BAC: oo He 56 Iucmg .................................................
Ngay bat dau ky hop QUBTIEE . opmonmmesoe 4655 S R R AR B S S TR
TR TIOE TR TIOD CHOUNEY mnensiis s 99485400000 S AR VALY

Qua qua trinh cong tic, t6i luén hoan thanh t6t cong viéc dugc giao va
...................................... Véi nguyén vong duge lam viée 1au dai tai Nha truong,
kinh d& nghi Hiéu truong, Lanh dao Phong T6 chitc - Hanh chinh, Truong
Khoa/Phong/Trung tam .......c...ccceevuenee cho phép t61 duoc tiép tuc ky hop dong lam
viéc.
Téi xin hira khong nging trau doi kién thirc chuyén mén, nghiép vu nhiam lam t6t
cong viée dugc giao hon nita cling nhu tich cyc tham gia cac hoat dong phong trao ctua
doan thé dé gop phan vao su phat trién ciia Pai hoc Pa Nang noi chung va Truong Dai
hoc Béach khoa néi riéng.

T6i xin chan thanh cam on.

Y kién cia Truéng Khoa/Phong/Trung tim Nguwoi lam don
Y kién ciia Phong TC-HC: Y kién ctia Ban Giam hiéu

WEEN = W oy



BACH KHOA PAI HOC DA NANG Ma s6: 20-TCHC-QT- 1O
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Mau 20-TCHC-BM-02

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap — Ty do — Hanh phiic

BAN TU PANH GIA QUA TRINH CONG TAC
Kinh gui:
- Ban Gidm hiéu Truong Dai hoc Béch khoa;
- Lanh dao Phong T6 chire - Hanh chinh;
~ Truong Khoa/Phéng/Trang B0, .o wie sosvasinssssssy

8 OO

1Y T SRRSO
DOM VI CONZ TAC .ttt sa s s n e e en e as
L0ai hop AONG JAM VIBC: . w.vereeoceeceeeeeeesee e sesnissecs
Théi gian hop dong tir ........ fooerid oo @ VA

Qua qua trinh cong tac vira qua, tdi tu danh gia cdc mang cong viéc da hoan
thanh nhu sau:
1. Pham chat dao duec, tinh than doan két, tuong tro:

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

4. Tinh than trach nhidm va ¥ thirc Ky TUAL: .....o.oveeverieceiceececieeee e
5. Hoat AONZ AOAN thE:........ovceeceeeeeeeeeeeecee e bbb
Y kién nhén xét ciia Truong Pa Nang, ngay thang nam 20
Khoa/Phong/Trung tam: Nguwoi ty danh gia

Trang &
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Mau 20-TCHC-BM-03

CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap — Tu do — Hanh phic

BAN GIAI TRINH
Kinh gtr:
- Ban Giam hiéu Truong Dai hoc Bach khoa;
- Lanh dao Phong T6 churc - Hanh chinh;
- Trudng Khoa/Phong/Trung tam... ... .. eee e cevevves v eevee o)

TOLAEH LB . oorrenencsmmsnsmensmmnraasessmsrorestmsmnssmmesrssanpsommensssrssnmsammemtms b st b ns

DO V1CONE TAC, .cisuinmmomsiomssnsssonassnnsitininssn i isbsmssssisms somsassess i SRR T 5T SRRSO HHRR
Ngay........ c— , 161 ky Hop ddng xac dinh thoi han sb ......... co hiéu luc tr

HEAE o vnnnadd den ngay ............... , hién tai da hét han hop ddng nhung véi ly
00; 5 smmmsn snsmnnmns s anesss toi chua lam thu tuc ky tiép hop dong. Trong thoi gian qua toi

da lu6n hoan thanh cac nhiém vu duoc giao cta don vi ciing nhu chép hanh tét cic ndi
quy, quy dinh cua Nha truong.

Kinh dé nghi cac cé"}p Ir,ﬁnh dao xem xét, phé duyét dé t6i duoc ky tiép hop déng
lam vi€c theo quy dinh dé tiép tuc cong tac tai don vi.

Tran trong./.

Pa Ning, ngay thang nam 20
Ngudi lam gidi trinh

Trang 9
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