Chuong 4: T6 chirc chuyén
cong tac
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Noi dung chuong

4.1 Phan loai chuyén cong tac

4.2 Xay dung ké hoach chuyén cong tac

4.3 Nhirng cong viéc trong chuyén céng tac

4.4 Cac cong viéc van phong cin lam sau

chuyén cong tac



4.1 Phan loai chuyén cong tac

& Céac chuyén cong tac thuong ky
& Cac chuyén cong tac dot xuat
& Céc chuyén cong tac trong nudc

R Cac chuyeén cong tac nudc ngoai



4.2 Xay dung ké hoach chuyén
cong tac

&® Yéu cau doi véi ké hoach chuyén cong tac
- Trinh bay bing van ban

- Pam bdo kha tinh kha thi

- Day du thong tin

& Noi dung ké hoach chuyén cong tac



Noi dung ké hoach chuyén
cong tac

» Muc dich chuyén cong tac

< Thanh phan di cong tac:

- 56 lugng cac thanh vién tham gia

- Vi tri, trdch nhiém cia timg nguoi
< Dia diém cong tac

< Thoi gian:

- Ngay di, ngay vé

- Lich trinh cong tac



Noi dung ké hoach chuyén
cong tac

< Giai quyét thu tuc hanh chinh
- Quyét dinh cir di cong tac

- Giay gi6i thiéu

- Giay di duong

- Thu tuc xuat canh

- C4c giay to vé chirc danh, khoa hoc...



Noi dung ké hoach chuyén
cong tac

&

> Chuan bi phuong tién di lai
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» Chuan bi diéu kién dn, nghi, lam viéc

)

4

* Chuan bi tai liéu chuyén moén

» Chuan bi kinh phi
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4.3 Nhimg cong viéc trong
chuyén cong tac
& Néu thu ky di cing doan cong tac:

- Lién hé giai quyét noi dn, nghi, lam viéc cho doan

- Tham dv cac bu6i lam viéc va ghi bién ban

Thu thap tai liéu, giay to lién quan

Thu thap cac hoa don, ching tir can thiét

Giai quyét cac van dé phat sinh



4.3 Nhimg cong viéc trong
chuyeén cong tac

R Thu ky khong di cung doan:

Ho trg nhimg nguoi duoc uy quyén
Kiém soat cac cong viec
Quan ly cac vdn ban

Thong tin cho lanh dao khi can thiét



4.4 Cac cong viéc van phong can
lam sau chuyén cong tac

& Nim bit tinh hinh xdy ra trong thoi gian di cong tac
& Nhan cac cong van, giay to dé giai quyét

@ Nim bit lich lam viéc trong nhitng ngay tiép theo

& Lap ho so chuyén cong tac

&® Quyét toan kinh phi chuyén cong tac

& Bao cdo lai tinh hinh chuyén di véi nhitng nguoi c6

trach nhiém
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