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Kinh goi: - PHONG PAOTAO
- PHONG TAI CHINH - KE TOAN 7
- CAC KHOA (BO MON TRUC THUQC HT) GIANG VIEN

Pé viéc tiép nhan, bd tri, thiét 1ap hop dong giang vién (sau day goi la
GV) thinh giang thuc hién dung véi quy dinh, tao thuan 191 cho cong tac quan ly va
cho cac don vi lién quan. Trong d6 can bao dam 2 tiéu chuin moi giang co ban:
Tubi doi khong qua 70 tudi va c6 chimg chi su pham bac 2. Cha y trong hop dong
moi giang ¢ ghi rd khdi luong tiét moi day cu thé timg mén (bd ho so trién khai
hop ddng thinh giang co trén trang web — bén ngoai trang chu cua nha truong).

Nay dé nghi cac phong chuc nang, cac khoa (BM tryc thugc HT) giang
vién, cung tién hanh trién khai viéc ky két hop dong moi giang dbi voi GV CO
giang day nhitng “mon hoc thuoc nam hoc 2015-2016 hoc ky 27, va thu tuc tlep
nhan - thanh toan theo qui trinh théng nhat nhu sau:

I)- Pon vi Khoa:
1. Trudng hop GV thinh gidng giang day ngay tir diu hoc ky:
1.1. Béi v6i GV thinh giang cii:
1.1.1. Khong thu, ndp ho so - 1y lich thinh gidng ban dau nia.

1.1.2. Truée khi b tri giang day, can bg Khoa/Bo mon "ghi trude" vao biéu 1-
hop ddng: khéi luong tiét moi day cu thé tirng moén — 16p — si sb theo “ding véi ké
hoach phan cong giang day dé duoc phong Dao tao thong qua va Ban gidm hi¢u ky
duyét”. CHU Y O PIEU 1 — SO THANG — MUC “DPEN: ...”, NEN GHI DU —
NHIEU HON SO VOI THUC TE 01 THANG. Péng thoi co ghl thong tin: sb tiét
coi thi, chim thi, .... (néu c9).

1.1.3. Can bo Khoa/Bo méon phu trach ghi cac thdng tin trong Diéu 1, ky va ghi
10 ho tén & vi tri ¢6 ky hi¢u Y trong t& hop dong.

1.1.4. Chuyén 2 t& Hop dong giang day dén timg GV thinh giang: dién thong
tin c& nhan vao 2 to Hop dong/nguoi (ndi dung nhan than bén B), GV ky tén (chi
ky tuoi) vao phan bén B cta 2 t& hop dong. Thu nhén lai 2 Hop ddng da du thong
tin.

1.1.5. Chuyén riéng cac Hop ddng thinh gidng dén can bo cong tac gido vu - P
Pao tao (thiy Téng Vian Anh Hai), kiém tra thong tin tiét giang, k¥ x4c nhan vao vi
tri ky hiéu ¥ trong t& hop dong (néu da chinh xac).



1.1.6. Ghi vao Danh sach téng hop Biéu s6 1 (dinh kém): GV thinh giang cii
gia han giang day (thay cho giay dé nghi moi gidng tung nguoi). Trudng khoa ky
tén vao cudi danh sach.

1.1.7. Chuyén ndp lai P. T6 chitc - HC danh sach tér}g hop Biéu s6 1 va céac
hop dong GV thinh gidng cti du thong tin. Thoi gian can hoan tat: trudec ngay
20/02/2016.

1.2. Dbi voi GV thinh gidng méi tuyén:

1.2.1. Thyc hién theo cac Quy dinh ban hanh kém theo Quyét dinh sb
54/2008/QD-BGDDT (di gai don vi vao dau hoc ky I, NH 2008-2009), sau khi
lién hé va GV du kién moi giang dong ¥, c6 tham gia giang thtr, don vi Khoa c6
thé chinh thic thyc hién thi tuc moi giang. Trudng khoa 1ap dé nghi moi giang
(theo mau dinh kém). Ddng thoi, thu nhan hd so thinh giang ban dau: ban sao co
xac nhan sao y cac loai vin bang chuyén mén va gidy ching nhan; to So yéu ly
lich trich ngang ¢4 nhan c6 chimg nhan cta chinh quyén dia phuong, 2 anh 3x4 (c6
ghi ho tén ¢ mat sau), ban sao Chtng chi su pham c6 chimg thuc, Gidy kham strc
khoé c6 thoi gian gan nhat.

1.2.2. Thuc hién nhu huéng dan & muc 1.1.2 , myc 1.1.3, muc 1.1.4, muc 1.1.5
cua van ban nay.

1.2.3. Ghi vao danh sach tong hop Biéu s0 2 (dinh kem): “Danh sach GV thinh
giang mé1”. Truong khoa, truéng BM truc thudc HT ky tén vao cuo6i danh sach.

1.2.4. Chuyép ndp lai P. T chirc — HC: danh sach tong hop Biéu sb 2, cung
v6i ho so ban dau tung nguoi va cac hgp dong GV thinh gidang mai da du thong
tin. Thoi gian can hoan tat: trude ngay 20/02/2016.

2. Trudng hop mdi GV thinh gidng eidng day sau thoi diém dau hoc

Tuy thudc GV thinh giang cti hodc méi, thuc hién twong tng nhu trén,
0 cac diém thugc muc 1.1 hodc 1.2 cua van ban nay. Sau do chuyén giao ho so lién
quan dén P. T6 chirc - HC trong thdi gian sém nhat (trude ngay 15 hang thang).

I1. Phong Tb chitc - Hanh chinh: Hoan chinh hop dong c6 day du
gia tri phap ly. Chuyén gdi hop dong lai cho: GV, don vi Khoa, BM TTHT quan Iy
tryc tiép, phong Pao tao, phong Cong tac CT-HSSV, phong Tai chinh - ké toan dé
cung theo doi- thuc hién.

I11. Phong Dao tao: Chinh thire tinh toan khéi lugng giang day
va thu lao gidng day d6i voi GV da c6 hop dong giang day duoc ky két day du.

IV. Phong Tai chinh - Ké toan: Phat thu lao giang day cho GV

thinh giang.
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