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Tai sao can ISO online?

\ ) Dbi voi cac don vi, khi ma sO lwong nhan vién it va cong viéc lién
‘ quan dén gidy t& khong nhiéu, ho c6 thé st dung céac cong cu nhu thu
dién ttr, may quét, may fax, may in, ti ho so ... dé trao doi dir liéu, ky
duyét van ban, luu trit va tim kiém cho cong viéc cua ho.

Tuy nhién, trén thuc té cac cong cu ndy to ra rat han ché, d6i voi cac cong viée
don gian va chi c6 2 ngudi thuc hién, né co thé khong nay sinh ra nhitng bat tién.
Nhung véi cong viéc doi hdi phai tuan thu cac quy trinh mét cach nghiém ngat va co
su tham gia cua nhiéu ngudi trong don vi, nhitng cong cu noi trén s€ to ra bat tién va
khong thé thuc hién dugc. Co thé nhin thay mot loat cac nhuoc diém do:

- Ludng xtr Iy cong viéc nhiéu khi rt phic tap;

- Vi€c quan ly hodc giam sat nhan vién thyc hién cong viée theo quy trinh rat kho
khin va mat thoi gian cho ngudi quan ly, giam sat chét lugng;

- V6i cac du an voi khéi luong hd so lon, viée luu trir dé tranh that thoat gidy to va
tim kiém nhanh chong khi can 1a mot van dé kho;

- Bdi v6i nhan vién méi thudng mat nhiéu thoi gian dé tim hiéu vé cac quy trinh xir Iy
phuc vu cho cong vi¢c cua ho;

- Viéc phé duyét van ban thuong gay mét moi va mat thoi gian cho ngudi yéu cau, ho
thuong phai di gap truc tiép tat ca nhiing nguoi ky van ban cho ho. Boi vi vi€e trao
d6i thong tin khong thuan loi gitra nguoi yéu cau va nhiing nguoi tham gia ky duyét
trong qua trinh phé duyét vin ban, din dén vin ban phai lap di 1ap lai nhiéu lan.

- Viéc tuan thi cac quy trinh trong coéng viéc 1a mot diém tét nhung ciing chinh vi
nhimg 1y do d6 néu can bo lanh dao di vang, cong viéc can dén chit ky cua anh ta
khong duoc phé duyét din dén coéng viéc bi ngimg tré, doi khi c6 thé dan dén 1am
thiét hai cho don vi.

ISO online gidi quyét dwge hoan toan cic nhwoe diém trén. ISO online hd tro viée
trao d6i thong tin gilta cac nhan vién trong mot don vi va ngoai ra nd con cho phép
trao d6i ca véi dbi tac bén ngoai.

ISO online la gi ?
ISO online la phan mém nham gitp don vi chuyén doi tur cach sir dung hé thong van
ban ISO theo cach thu cong thong thuong sang sir dung dé dang

B o cach thii ¢
2 e — va tién lgi bang phan mém , tin hoc hda toan by cac quy trinh va
w4 w4 biéu mau trong don vi, dic biét n6 ho trg cho cac quy trinh va

g quy

ctia don vi. ISO online dya trén nén tang cong nghé WebService,
vi thé né hd tro cho két ndi mang LAN va cd mang Internet.

ISO online tao ra mot mdi trudng cho phép trao ddi thong tin mot cach nhanh
chong, dé dang, moi luc, moi noi giita cac thanh vién trong mot don vi va co thé voi
dbi tac bén ngoai, giam thoi gian hoan thanh cong vi€c, tang nang suat, quan ly dir
liéu theo cach tap trung va thong nhit.

..%/ biéu mAu trong tai liéu ISO ( International Standard Organization)
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| Kha nang lam viéc tir xa '

/N guoi st dung co thé
truy cap xem véan ban, lap
va phé duyét van ban tu
co quan, nha, di cong tac
... qua mang internet

N

.

Bit budc tuén thii theo biéu miu hién hanh

Biéu méu quy dinh
da hét hiéu huc

Nhén vién bat budc st dung dung biéu mau don vi dang quy dinh, khong thé
st dung nham sang biéu mau da hét hiéu lugc
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Tuén thi theo quy trinh

@ (QT 01-TD)Quy trinh tuy&n dung( Quy trinh tuy&n dung)

NGi dung quy tiinh | Théng béo quy tiinh | Luu dd quy trinh | M 2 néi dung |

Tii khda tim kiém

_—

NGi dung thyc hign BO phén. ¢ nhén ydu  Tinh trang dénh  BO phan,  Tinh 1o ge, 00 gung
cau qida cd nhan trang
0 % 01.Nhu cdu tuyén dung Lai Van Thuan{NV - KT) | 100%(Hoan thanh)
= Can clxac dinh nhu cu tuy&n dung Céac phong/ ban/ ddn vi
0 % Xéc dinh nhu cdu tuyén dung Lai Van Thuén(NV - KT) 100%({Ho&n thénh)
[ ™ Nhu cBu tuyn dung ndm
= Héang nadm, phang Nhén su hanh chinh phdi hdp ciing vdi c... Cac phang/ ban/ ddn vi
0 = Cac phong/ ban/ don vi dua trén k&€ hoach SXKD cua cong i... | Cac phong/ ban/ ddn vi: Lai ... | 100%(Hoan thanh)
= Y&u ciu tuygn thdm I&p trinh vién Lai Van Thuén(NV - KT) 100%(Ho&n thanh) NV.BM.06.01 - TD
O % Nhu céu tuyén dung dot xuét
= Khico nhu cBu tuy@n dung dot xudt, cac phong/ ban/ dan vi... Céc phong! ban/ ddn vi
1 % 02.Xem xét nhu ciu va Iap ké hoach tuy&n dung
[0 = DBaivdi nhu cdu tuyé&n dung ndm P. NSHC: Trudng Mai Hoa(... | 100%(Hoan thanh)
= X&c nh&n nhu ciu tuyén dung cia P. Ky thudt Trudng Mai Hoa(NV - BPKH) | 100%(Ho&n thanh)
= B vdi nhu cdu tuyén dung dot xust Céc phang/ ban/ ddn vi
0 % 03.Kiém tra va phé duyét nhu cau, ké hoach tuyén dung
0 = Kiém tra va phé duyét nhu ciu, k& hoach tuy&n dung P.HCNS: Trudng Mai Hoa(N... | 20%([Dang thyc hién)
= Kim tra va phé duyét yéu cBu tuyen dung cia P. Ky thust Trudng Mai Hoa(NV - BPKH) | 30%(Dang thuc hién)
Nguoi st dung phdi tudn tha ding cac budc cong viéc
- \
3 A R 5 r - 5 A A e
trong quy trinh: Khong thé bo sét van ban can lap, Nguoi
giao viéc cO thé danh gid dugc muc d6 hoan thanh trén
A HP o N A
cong viéc cua nguoi thuc hién
2 r
> o R . A 1Y A
Kha nang trién khai mo hinh da cap
Tong cong ty
Ha néi
ol [ 1N
l Chinhanh TPHCM t Chinhanh Panang ' Chinhanh ...
P -

C6 thé trién khai theo m6 hinh Tong cdng ty, tap doan va cac

cbng ty thanh vién.
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Kha ning tiy bién quy trinh, biéu miu ban hanh

e S
| —
7 | " 2 B
il =%
éuy trinh,van bin ISO , AN l! B
trong don vi khi thay doi S bl - .
, nguoi quan tri c6 thé tu :
A A A By » atian
dong cdp nhat quy trinh S e v
< a- , 4 ~ e | bass Buvers
va ndi dung cac biéu mau P ey e s
mai vao hé thong dé moi e kg [kl
nguoi trong don vi ap I "'}f\ B
g g - FL. .
: TP e st | fonstammeniase |
4 Supn evan "\Q-'!:v:::: e U
K / (|

Kha ning chia sé dir li€u cao

e mue i tiw, quy \—"] e

trinh lam viéc, van ban
phé duyét trén mang
internet. D dang truy cap
va chia sé cho nhiéu
nguoi dé cing tham gia

\Vélo cong viéc
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Vin ban gbc
duoc luu tai thu
muc nguoi tao
rano

Nhiing nguoi
khac chi luu
shortcut cho du
b6 ho so clia ho

Ky duyé¢t trén van ban file MS Word

Nguoi 1ap van ban chi
dugc quyén nhép trong
phan cta ho

Nguoi phé duyét chi
duoc nhap trén phan cua
ho

]

CONG TY TNHH CUNG CAP SP&DV TRUC TUYEN
NETVALUE
Priga thogi - 4 66731578 Fax: 04 38TI0ET
Watsite - hitp: % aling v i i o

oA

NETVALUE

4 - T T R T )
BIEN BAN 56 120
NGHIEM THU VA BAN GIAO DUA VAO SU DUNG

. Déi twrong nghiém thu, va ban giao:
§E§Nm&- Quyét Dink
anh phin trc tiép nghiém thu v ban giao:

h) Bin ban giao (Bén B) : Cong ty TNHH cung cip SP&DV trwe tuyén NETVALUE.
Ong: Neuyén Quyst Dink Chire vy : [riséme phidne ke thust

i: Truomg Mai Hoa Chire vy - Trudme phéng kinh doanh

) Bén nhin bin giao (Bén A): Céng ty b tons Déns Nai

Neuyén Tuéme An Chire vu : Trudme phéng kFf thudt
Neuyén Vin Hanh Chire vu - NV & thust

Bitdin: §hnssy 20032012

Két thic - 10k ngiy 203/2012

Tai dia difm céng ty bé ting Déng Nai

0 an:

Phin mém 130 online 43 d3p ime 3y 46 cdc véu ciu trong hop déng

B i s gl b v

e g - g P PP




* ‘Ht ISO online I

4—"\&
| Ky duyét trén van ban file MS Excel '

10 2 | 3| 4| 5| 6 | 7|8 91011 |12 |13 | 14 |15 | 16 [ 17 ] 18 | 19
1| CONG TY TNHH CUNG CAP SAN PHAM VA DICH VU TRUC TUYEN NETVALU
2| P,
3| [Pervacce KE HOACH THU'C HIEN VA PANH GIA CONG VIEC HANG TUAN
4 Tir ngay: DPén ngay:

5
6 [Canbgchitri:  TRwong Mai Hoa
_ 7 |Ngudi danh gia:
8 |A.Céng viéc ton dong tudn trwdc chuyén sang
9 1 Ké hoach thyc hién
ST Néi dung céng viéc Novor| o2 o . .| BP. Canhan phéi | Yéu cau may o
giao | khan | Tiy ngay Pén ngay d Ghi chu
10 hop moc, TB VT
11 R R T e R L] g e
12 2|Mua bén hang hoa
13 3|Quéng céo email marketing
14 | S=iGliamal OC e e el

\

- Mbi ngudi ky duyét chi dugc nhap dit liéu vao ving ctia ho dugc phép
trén file excel

- C6 thé tinh toan trong file excel

- H tro phé duvét trén biéu miu excel c6 nhiéu sheet

| Sir dung USB token khi phé duyét van ban '

USB Token checking

\" Xac nhan USB token (USB token validating)

K&t qua( Result): Xin hdy cAdm USB Token

Diing( Cancel)

A~

/

e Khi ky x&c nhan vin ban hoic khi huy bo van ban: Yéu cau
phai cdm USB token dé kiém tra. Nhu vay néu ban cd bi hacker
tan cong lay may mat khau ho ciing khong thé thay doi ky duyét
cta ban duoc > An toan tuyét doi
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Lich lam viéc — c& nhan hoac lich cong ty

J— H&m nay. Thi 6.naay 26/07/2013 Lichngay Lichtheo tuan | Lichtheo thang | I Tim ki€m céng viec |
e
e 2 Nguy&n Quyst Binh - ATTECH(NV - NC - PT) '~ Thd 6,ngay 26/07/2013
Céng visc Pia didém Chua tri Tham gia pf::f;‘ l'i’é“ ?:";i“j:"' Ghi cha
> o Tha e Ngay 26/7/2013
Budi séng
08:00 AM Hop Vi khach hang Gang ty Nhan Binh Ha nai Nguyén Quy._. |BP 1&p trinh | M&y chigu
09:00 AM Thi&t k& hé théng Xd If van ban 1 ctia
Budi chidu
02:00 PM Gui chuy&n phat cho khach hang
- 04:00 PM Ki&m tra h& théng nudc thai ctia céng ty
Thém cong viee

A~

/

/

Cho phép tao lich cdng viéc ca nhan, chia sé lich

Xem lich ngay, lich tuan, lich thang

Noi dung lich gdm : tén cong viéc, chu tri, nguoi tham gia, thoi
diém, dia diém

Cho phép dinh kém vao lich

Hoi thoai true tuyén ( chat ndi bd)

|5 Danh sach hoi

Y & Nouydn Quyétdinh -

Ban dang lam gi vay

n - NETVALUE(NV - BPKH)
(&) Tu Thanh Tran

Nguyén Quyét Dinh: Chéo anh
Nguyén Quyét Dinh: Nay anh cé di hop khéng a?

== CONG TY TNHH CUNG CAP SAN PHAM VA DICH V|
-8 Ban giam déc
(&) Nguy&n QuyétBinh

+(%%) Vi Thanh Trung
----- ¥ Phong Ky thuat
E—]--’ B6 phan khach hang

(A‘j) Tridng Mai Hoa

%
-4 Phéng Hanh Chinh Nhan su
‘‘‘‘‘ ¥ Phong K& toan - Tai chinh

B I U ¢ Aial viiovw A < D

----- ¥ Phong Kinh doanh
‘i . i = » /\ -
7

- Cho phép chat 2 nguoi, chat nhom
- Xem lich str hoi thoai
- Xem cac tin nhan offline

Trang 10
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Lgi ich khi str dung ISO online

mét don vi nén tat ca nhimg. rac roi va bat tién trong viée st dung
van ban gidy to duoc phan mém nay xu ly. Pay 1a danh sach cac uu
diém cua ISO online:

i;. Q‘ Bo1 vi ISO online giai quyét cac Van dé lién quan dén gidy to trong

Két ndi tit ca can bo, nhan vién trong mot don vi

Phu hop vo1 moi loai hinh don vi.

Str dung céc van ban Word, Excel trén mang internet nhu tai may tinh ca nhan
HOb trg moi quy trinh va biéu miu ISO

Loai bo viéc lang phi gidy td trong viée in an

Cong viéc khong bi ngung tré ngay ca khi lanh dao di vang

Cong viéc doi hoi phai tuan thi quy trinh phirc tap duge xur Iy dé dang

Cong viéc bao cio co thé thuc hién ngay tai hién truong

Tim kiém dé& dang, nhanh chéng va luu trit van ban mot cach khoa hoc

Nguoi st dung ludn luén chu dong trong cong vige

AN N N N N N NN

1. Két noi tat ca can by, nhan vién trong don vi:

Khi khong sir dung ISO online

v/ Nhén vién va lanh dao ngép
dau vi gidy to qua nhiéu.

v' Trao d6i thong tin khé khan
vi khoang cach dia 1y va bat
dong thoi gian xir 1y cong
viéc clia mdi ngudi.

Khi sir dung ISO online

v" Nhan vién va lanh dao tré nén thoai
méi vi déng gidy to da duoc giai mot
cach don gian va hi¢u qud nho ISO
online.

v’ Viée luu trit gidy tO trd nén don gian
va gon nhe.

2. Loai b viéc ling phi gidy to trong viéc
in an

Trang 11
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Khi khong sir dung ISO online

v’ Phai in van ban giri cho lanh
; j dao dé phé duyét.
* v Lang phi nhi€u giay to vi
nguoi ky nhiéu khi khong
sy dong y voi ndi dung trong
&5 van ban ngay lan dau nhén
duogc yéu cau ky.

Khi str dung ISO online

v/ Khong can thiét in van ban khi ma
ndi dung vin ban chwa duoc thong
nhat gitta nguoi 1ap va nhimg nguoi
tham gia phé duyét.

v Tiét kiém mot khéi luong 16n gidy
to cho don vi.

3. Cong viéc khong bi ngung tré ngay ca khi linh dao di ving:

Khi khong sir dung ISO online

v/ Khi lanh dao di cong tac ching han,
van ban quan trong phai chd ong ta
ky duyét vi vay cong viéc trong don
vi b1 ngung tré.

Khi sir dung ISO online

v Ngay ca khi 1anh dao di cong tac,
cac van ban can c6 su phé duyét
cuia ctia dng ta van duoc thuc hién
vi vdy ma cong viéc trong don vi
van duoc tién trién binh thuong

Trang 12
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4. Cong viéc bao cao c6 thé thwe hién ngay tai cong trudong

Khi khong sir dung ISO online

Viéc bdo cdo két qua gidm sat ngay tai

cOng trudng vdi l1dnh dao tai van phong la A ) A I r A 5
o i o e v Thong thuong, viée bao cdo két qua

kiém tra hay giam sat duoc ghi cheép
vao sb sau d6 tré vé van phong va gui
dén lanh dao

v Lianh dao phai mat thoi gian chd nhan
bao cao

Khi sir dung ISO online

v' Véi mot thiét bi khong day co két
nbi mang internet, dé dang bao cao
v6i lanh dao ngay tai cong truong

v' Lanh dao c6 thé nhén dugc béo
cdo ngay lap tirc

Bdo cdo dudc lap ngay tai cong trudng

Nh& vao moét may tinh xach
tay c6 két ndi internet ( Viduy :
D-Com )

5. Cong viéc doi hoi phai tuin thu quy
Tuén thi quy trinh trong trinh phire tap dwogce xir ly dé dang

cOng viéc that la mét mai

Khi khong sir dung ISO online

v' Déi voi nhan vién, viéc tuan thu quy
trinh giy ton thoi gian va gy mét
moi;

v Déi véi lanh dao, viéc quan 1y nhan
vién c6 lam theo ding quy trinh va

Pay chi la mét quy trinh don gidn ma tréng
da phic tap va réi ram

| Trang 13 |
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biéu mau hay khong gy kho khin cho 1anh dao.

Khi sir dung ISO online

v’ Trong timg budc cong viéc cua
quy trinh, phan noi dung thyc hién
va nguoi chiu trach nhiém duoc
ISO online hién thi.

v Bbi véi lanh dao co6 thé nhin duoc
tong thé toan bo hd so du 4n, vin
ban nao da hoan thién ( van ban da
dugc ky boi tat ca ngudi tham gia
phé duyét) va van ban nao chua
hoan thién ( con it nhat mot vi tri
trong vdn ban chua dugc phé
duyét)

6. Tim kiém dé dang, nhanh chéng

Tuén tha quy trinh va bi€u mau mét
cach dé dang va don gian

N -———

Quy trinh phuc tap dugc
ISO online x{r ly

Khi khong sir dung ISO online

Viéc tim ki€m gidy td nhiéu khi
khé s& thé nay

Khi sir dung ISO online

v Ban chi can nhé mot vai tur trong van
ban, ban co thé tim thdy n6 mot cach
nhanh chéng va dé dang nho kha
nang tim kiém gidng Google

v' Véi mot khdi luong 16n hd so,
gidy t0, néu ban luu trit ching
mot cach khong coé khoa hoc,
ban c6 thé mét ca ngay dé tim
no, diéu d6 s& 1am ban mét moi
va chan nan va cudi cing chua
chic ban da tim thiy né.

Viéc tim ki€m dan gian chi bang vai thao tac

Van ban dugc tim thdy trong vai gidy

Trang 14
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7. Nguoi str dung luon luon chu dong trong cong viéc:

Khi khong st dung ISO online

Cong ViR Kong b, Jong. an vién co v Ddi véi cac don vi ap dung ky duyét
w van ban phai qua gidy to bang chir
v 3 ky tay, d6i khi nhan vién phai xép
1 : L AFAR hang cho dén luot minh dugc ky boi

: E A .. vi lanh dao dang ban tiép khach quan

trong hodc dang ky duyét van ban
cia nguoi khac. Piéu nay dan dén
lang phi thoi gian cua nhan vién, anh

hudéng khong tot téi cong viée cia
e D el Bty o\ cho nhén ho va cudi cung 1a ling phi ngudn
nhan luc ctua don vi.

Khi sir dung ISO online

v Chll’OTlg tI'iIlh ISO notiﬁcation Van ban dugc thong bdo mot cach tu dong
chay thuong tra trén may tinh cua
ban, no sé nhic nhé ban khi ma
c6 van ban nao d6 can ban phé
duyét, hodc c6 van ban nao do
ban phai blet ndi dung, hodc y
kién yéu cau stra d6i lai van ban
truoc khi ky duyét, vv...

Van ban sé dugc phé duyét
ngay trén may tinh xdéa bd
tinh trang chd dgi clia nhéan
vién

Chu trinh phé duyét van ban trén glay to

Gidy to khong con ton tai nhu mot phan chu dao trong quan 1y
van ban. Nhiéu nuéc dang tién toi loai hinh vin phong khong
gidy. Khi lam theo cach thu cong trong viéc phé duyét vin ban,
nhan vién trong don vi tao van ban va guri van ban téi nguoi ky
tuong g bang thu, fax, email dé dugc phé duyét.

Chu trinh phé duyét van ban trén 1SO online

St dung ISO online dé tu dong hoa viéc quan 1y vin ban sé& tré nén dé dang va don
gian hon nhiéu. Thu vién cac quy trinh mAu va van ban mau duoc xay dung sin trong
hé théng gitp cho viéc 1ap cac van ban duoc nhanh chéng va thuan tién. Ngudi sir
dung c6 thé dinh nghia vi tri trén vin ban, chd nao dé chira noi dung, chd nao dé
chira chit ky trén vin ban mau.

| Trang 15 |
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Tao vén ban

Phé duyét
van ban

Stra van ban': ban

<

1. Tao van ban: Van ban duogc taoegwc’:d:hé tréng hodc theo dinh dang dugc dinh
nghia sdn néu tao tir thu vién vin ban mau. N6 co thé duogc tao ra bén trong
cong viéc hoac & mot vi tri nao do6 trong quy trinh. Sau khi nhap dir liéu vao
van ban, ban c6 thé ghi van ban vao co sé dit licu.

2. Chon nguoi ky: S6 lugng nguoi phé duyét c¢6 thé 1a mot hodc nhidu nguoi, mot
ngudi chi ¢ thé phé duyét khi tit ca nhimg ngudi cip dudi da ky van ban.
Danh sach cac vi tri phé duyét s€ duogc tao ra mét cach ty dong néu van ban
duoc tao ra tir thu vién van ban mau. Ban chi viéc lya chon ngudi tuong tmg
cho tung vi tri phé duyét do.

3. Thong bao dén nguoi ky: Chuong trinh ISO Notification chay thudng trii trén
méy tinh ctia ngudi ky, no s& tu dong hién thi thong bao dén ngudi ky co van
ban can phé duyét, vi thé nguoi ky khong can thiét thuong xuyén phai kiém tra
xem c6 vin ban nao can phé duyét khong.

4. Nguoi ky xem xet noi dung va phé duyét: Khi ngu’oi ky nhan dugc thong bao
yéu céu phé duy€t, ho s€ mo van ban va xem xét noi dung. Co thé nguoi do s&
khong dong y phé duyét trén ndi dung do va anh ta s& tao mot y kién yéu cau
stra d6i va giri dén ngudi yéu cau( chuyén sang budc tiép theo). Trong trudng
hop dong ¥, anh ta s€ thuc hién phé duyét( két thuc chu trinh).

5. Yéu cau sira van ban (néu can thiét): Khi khong dong ¥ vi ndi dung van ban,
nguoi nhan s€ khong ky van ban, anh ta s¢ tao mot y kién yéu cau stra ddi va
gtri dén cho nguoi 1ap. .

6. Sitra van ban: Nguoi 1ap van ban s& nhan duoc ¥ kién yéu cdu sira doi, anh ta s&
thay d6i noi dung van ban theo dung yéu cau cta ngudi ky, sau d6 gui tro lai
cho nguoi ky.

7. Phé duyét vin ban: Nguoi ky nhan dugc yéu cau ky duyét biéu mau lan nira,
anh ta s€ xem xét va phé duyét.

. e
vem vat nai
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