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The Standard Operating Process of Class Meeting Record Management 

Students give school 
officers advices or not

Organize and 
file the record 

Send replies to tutors and class 
leaders 

Tutors and class leaders convey 
the reply to students 

Calculate the frequency of class meeting and transfer the data to related units 

Organize and file the 
class meeting records 

Tutors and offices of department 
have the right to read and check the 
file 

Within 7 
working 
days 

Related units reply 

Those advices will be sent to 
related units by Students 

Counseling Center 

Yes No 

Within 
14 
working 
days 

Class secretaries turn in class meeting record every week 

Class secretaries get class meeting notebook

Remind class secretaries to get class meeting notebooks 


