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I/ MUC PiCH, YEU CAU:

- DPam bdo thong tin duoc truyén di chinh x4c, khong bi sai 1&ch.




. _ . Ma s6 : QC/QLTS/07
C QUI CHE MUA SAM VA Phién ban :Ver1.0

TECHNOLOGIES QUAN LY TAI SAN
Ngay ban hanh: 02/05/2007

- Hudng din cu thé cho cac bd phan phuong phap truyén va xir Iy thong tin.
I1I/ PHAM VI:

Quy trinh nay ap dung cho viéc bao cdo, xur ly thong tin/cong viéc hang ngay cua Cong ty, cu
thé gdm cac loai thong tin nhu sau:

- Thong tin tr bén ngoai vao cong ty va thong tin tir cong ty ra ngoai.

- Thong tin truyén dat giita cac bd phan nham giai quyét cong viéc theo chirc ning.

- Thong tin tr BGD chi dao cho cac b phan.

II/ PINH NGHIA:

- Khong co.

IV/ NOI DUNG:

1. Nguyén tic truyén dat va xir Iy thong tin.

- Thong tin c6 thé truyén dat qua cac loai hinh nhu: dién thoai, fax, email, truc tiép. ..

- Ddi v6i cong viée quan trong thi ngudi giri théng tiq phai dam bao rang nguoi nhan da thuc sy
nhén dugc thong tin va phai goi dién hay gap truc tiép hdi xem ho da nhan duogc hay chua? Cac
loai thong tin khi giri thuong phai xac nhan lai bang dién thoai la: gt thu, giri mail.

- Viéc giao nhan gidy to phai c6 bang ching giao nhan théng qua mau sd cong van. ..

- Sau khi nhan duoc thong tin pha1 tién hanh xir 1y thong tin ngay trong vong 30 phut, truong hop
vi Iy do khan cép thi phai chuyén ngay trong ngay, khong chuyén qua ngay hom sau.

- Khi nhén dugc thong tin, by phén nhan bét budc phai c6 phan hoi thong tin ngay cho bd phan
chuyén giao. Néu khong 1am dugc theo thoi han thi phai c6 phan hoi dé bd phan/ca nhan giao
thong tin sap xép.

2 Phuong phap xir ly véi cac loai thong tin:

2.1 Thong tin tir bén ngoai cong ty.

- V0’i thong tin 1a c4c cong van, thu tir tir bén ngoai nhan vién vin thu vao sd cong vin dén theo
mau, sau do xac dinh xem thong tin can chuyen dén bo phan nao, chuyén dén bo phan thi phai

yéu cau ngudi nhan ky vao sd cong vin dén.

- Véi thong tin khac bang dién thoai, truong hop can phai xir 1y thong tin lién  quan dén cac bo
phén — ca nhan khac, nhan vién van thu ghi nhan vao sb thong tin theo biéu mau. va chuyén
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thong tin dén cho nguoi can giai quyét. Viéc chuyén thong tin quan trong phai yéu cau nguoi
nhan ky vao so giadi quyét va xu ly thong tin theo mau.

- Vi thong tin bang mail.

e Mail dén: Khi nhan dugc mail, nhan vién ghi nhan ndi dung mail vao ) cong van dén, in
mail 1am hai ban, mét ban luu ho so va 1 ban chuyén cho ngudi nhan, yéu cau ngudi nhan
ky vao s6 cong van dén.

e (01 mail di: Truong hop phéi gui mail cho khach, nhan vién van thu du thao ndi dung, goi
noi dung du thao cho ngudi can giri x4c nhan bang cach ky tén. Sau d6 gdi ndi dung theo
yéu cau, in 1 ban mail da giri dé gul lai cho nguoi yéu cau gu’l mail, copy ban mail da g,

dich kém noi dung di xac nhan bang chit ky & trén va luu hd so.

e Trudng hop véi mail cua cac ca nhan tryc tiép goi ra ngoai khong thong qua van thu thi ca
nhan do6 truc ti€p giai quyet.

2.2 Thong tin tir trong cong ty ra bén ngoai.

- Céc thong tin chuyén tir bén trong ra bén ngoai gom céc loai thong tin do vian thu giri va thong
tin do cac cd nhan, b phan cua cong ty gui tryc tiép ra bén ngoai.

- Théng tin do cac bd phan gui truc tiép ra bén ngoai thi do bd phan d6 quan 1y va kiém soat theo
nguyén tac trén.

- Trudng hop vin thu giri ra bén ngoai thi phai tuan thii cac yéu cau sau: phai luu bang chimg qua
trinh chuyén giao thong tin ra bén ngoai nhu: phi€éu giao cho don vi chuyén phat nhanh...

- Toan bd céac ndi dung kiém soat cong van ra bén ngoai cong ty phai ghi chép theo bicu mau so6
giao cong van di.

2.3 Thong tin tir b phan nay ra by phan khac.
- Thong tin cta bd phin bao gdm cac thong tin chuyén ra bén ngoai cong ty, thong tin chuyén qua
van thu, thong tin chuyén dén Giam dbc, thong tin chuyén qua cac by phan va cé nhan khac

trong cong ty.

- Khi chuyén thong tin phai duéi dang van ban nhu cong vin, thong bao, fax hodc cic biéu mau
thudc cac quy trinh chuyén mon lién quan.

2.4 Théng tin do Giam ddc trién khai:

- Doi voi cac thong tin do Ban Giam doc trién khai, quan ly cac bd phan c6 trach nhiém trién khai
day da cho nhan vién.
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- Ngay sau khi trién khai, moi nguoi tham gia cudc hop phai ky tén va quan 1y xac nhan vao cudi
bién ban (ghi trong so6 hop cua phong).

V/ BIEU MAU KEM THEO:

1. S6 theo ddi va xtr 1y thong tin mi s6: HC — 19 — BMO1



	 
	 
	Bảng theo dõi sửa đổi tài liệu 

