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: 958 /PHL-HCTH Thanh phé Hé Chi Minh, ngay 04thang 7 ndm 2025
THONG BAO

Vé viéc thue hién ding ky lich cong tac t'llf\ll‘l cua cac don vi tai
Trwong Pai hoc Luat Thanh pho Ho Chi Minh

Nhim théng nhét viéc dang ky va thuc hién ké hoach cong tac tuan cua tung don vi
thudc Truong Pai hoc Luat Thanh phé HO Chi Minh, Hiéu truong yéu cAu Lanh dao céc

don vi thyc hién quy trinh ding ky lich cong tac tuan nhu sau:

1. Ping Ky lich cong tac tuin: linh dao cac don vi thudc Truong dua trén ké hoach
va bao lich cong tac cua lanh dao cac don vi va lich hoat dong ctuia don vi (theo muc lich
cong tac cta don vi tai hé thong Eoffice sau ddy viét tic 1a OE) dang ky v6i Phong Hanh

chinh — Tong hop trén OF hoic gtri vé dia chi email: hkphong@hcmulaw.edu.vn, tré nhat

vao luc 14h30 thir nim hang tuan.

a) Lich cong tac tuan cia Truong: Lich cong tac tuan ciia Nha truong chi dua

lich 1am viéc cia Ban Giam hi¢u, lich 1am viéc cap Truong mang tinh d61 ngoai.

b) Lich don vi: bén canh lich cong tic tuin ctiia Nha trudng con ¢ lich caa don
vi, dbi twong ctia lich nay 1a lich lam viéc cua lanh dao cac don vi trong Trudng va la nhitng
lich cong tac mang tinh chit ndi bd don vi hodc don thuan 13 hoat dong chuyén mon cta
don vi thi chi ndm trong muc lich ctia don vi trén EO va trén cac trang thong tin dién tur ca
nhan cua tung don vi. béi véi cac don vi phong, vién, trung tam phai c6 dang ky lich

cong tac cua lanh dao don vi.

2. Phé duyét lich cong tac: Phong Hanh chinh — Tong hop sip xép lich cong tac dé
trinh Ban Giam hiéu xem xét, lich Nha truong do Hiéu truong phé duyét, lich don vi do
truong hodc phu trach don vi phé duyét. Sau khi lich dugc phé duyét, lich sé€ dugc cép
nhat thong tin 1én dé muc “Lich truong va Lich don vi” trén trang hé théng EO va “Lich
cong tac” trén cac trang thong tin dién tir ci nhan cia timg don vi, tré nhat vao Iic 17h00

thir s4u hang tuan va niém yét chinh thuc.

3. Ping ky lich cong tic bo sung: lich cong tac ciia don vi bd sung sau thoi diém
niém yét lich chinh thtrc (17h00 thir nim hang tuan) thi chi duoc bd sung khi dugc Hiéu
trudng xem xét Va xac nhan, lich bd sung dugc phé duyét chuyén cho Phong Hanh chinh
- Téng hop cép nhat tai “Lich don vi” trén trang hé théng EO va “Lich cong tac” trén cac

trang thong tin di€n tr cd nhan cta tirng don vi.

4. N¢i dung dang ky lich cong tac cia don vi:


mailto:hkphong@hcmulaw.edu.vn

- Ngay, thang, nam (lich).
- Khung thoi gian (gid cu thé): ndi dung cua hoat dong.

- Thanh phan: Ddi véi cac trudng hop ghi dich danh thi chi ghi “6ng/ba” (khdng ghi
hoc ham va hoc vi). Ddi véi thanh phan thudc cac Poan thé ciia Nha truong, sau phan ghi
dich danh ghi 1 chirc vu trong Poan thé ay.

- Pija diém bao g(‘”)m: thé hién cu thé cac dia diém ma ldnh dao cac don vi dy kién

hoat dong lam viéc trong tuan 1am viéc tiép theo.

Tran trong./.

Noi nhan: - i
T
- Ban Giamhiéu;

- Cac don vi trong Nha truong;
- Luu: VT, HCTH
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