BO GIAO DUC VA PAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG PA| HOC LUAT TP. HCM Péc 1ap — Tw do — Hanh phc
S6:  1314/PHL-HCTH Thanh phé Ho Chi Minh, ngay 11 thang 10 nam 2024
THONG BAO

Vé viéc thue hién ding ky lich cong tac tudn

Nhim théng nhét viéc ding ky va thuc hién ké hoach cong tac tuan cua Trudng Pai
hoc Luét Thanh phd HO Chi Minh, Hiéu truéng Nha trudng yéu cau Lanh dao cac don vi
lwu ¥y mot sb quy tic ding ky lich cong tac tuan sau day:

1. Pang ky lich cong tac: thanh vién Ban Giam hiéu Lanh dao cac don vi va dua
trén ké hoach va bao lich cong tac cho Phong Hanh chinh — Téng hop, nguoi truc tiép tiép
nhan lich 1a Ong Nguyén Viét Anh Lan (email nvalan@hcmulaw.edu.vn), tré nhat vao luc
11h30 thtr sdu hang tuan. Lich cong tac cua Nha truong chi dua lich 1am viéc ciia Ban
Giam hiéu, lich 1am viéc chung ctia Nha truong ma it nhat c6 dén 02 don vi tham gia, dbi
voi nhitng lich cong tdc mang tinh chat ndi bo don vi hodc don thuan 1a hoat dong chuyén
mon cua don vi thi chi nim trong lich céng tac ¢4 nhan don vi.

2. Phé duyét lich cong tac: Phong Hanh chinh — Tong hép sap xép lich cong tac va
trinh Hiéu trueong Xxem Xét va phé duyét, sau khi Hiéu trudong dugc phé duyét, lich dugc
cap nhat thdng tin 1én lich cong tac cua Trudng, tré nhat vao lic 17h00 thir Sdu hang tuan
va niém yét lich cong tac chinh thirc.

3. Ping ky lich cong tic bo sung: lich cong tac bo sung sau khi ¢6 lich chinh thirc
chi dugc dua Ién lich chinh thirc khi dugc Hiéu tredng xem xét va xac nhan vao ndi dung,
lich bd sung dugc phé duyét chuyén cho Phong Hanh chinh — Tong hop cap nhat lai 1én
lich nha Truong;

4. Noi dung dang Ky lich cong tac

- Thoi gian (gio, ngay, thang).

- Thanh phan: Ddi véi cac trudng hop ghi dich danh thi chi ghi “6ng/ba” (khdng ghi
hoc ham va hoc vi). P6i vé6i thanh phan thudc cac Poan thé nha trudng, sau phan ghi dich
danh ghi 13 chtic vu trong Poan thé dy. Vi du: 6ng Nguyén Vian A — Bi thu Poan trudng.

- Dja diém bao gdm: Phong hop c6 Hoi truong A.1002, A.905, A.803, C.302 va mot
s6 phong hop khéc theo sap xép ctia Phong Hanh chinh — Tong hop. Vé thir ty wu tién nhu
sau: cap dang ky, tinh chat quan trong cua sy kién, thoi gian ding ky.

Tran trong!
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