CONG TY [TEN DOANH NGHIEP] CONG HOA XA HOI cHU NGHIA VIET NAM
SO: ...../20xx/TB-HCNS DPdc 1ap - Tw do — Hanh phiic

[Dia danh], ngay ...... thdng ...... nam ......

THONG BAO

V/v chuyén d6i hinh thirc chdm céng ttr thi cong sang phdn mém cham céng tw déng

Kinh glri: Toan thé Can bd nhan vién Cdng ty [Tén doanh nghiép]

Nham nang cao hiéu qua quan ly thdi gian 1am viéc, dam bao tinh chinh xac, minh bach trong céng tac cham
coéng — tinh lwong, ddng thdi khdc phuc cac han ché phét sinh ti hinh thikc chdm cong tha cong (ky s6/bang
ch&dm cong gidy), Ban Giam ddc / Phong Nhan sw thong bao vé viéc trién khai chinh thlrc phan mém chim
céng tw dong [tén phan mém] 4p dung cho toan thé CBNV, cu thé nhw sau:

1. Ly do chuyén doi
e Hinh thtrc chAm cong thl cong hién tai dé phat sinh sai sét, that lac s6/bang chdm céng, mat nhiéu thoi
gian dbi chiéu cong — lwong cubi thang.
e Yéu cau quan ly nhan s trong giai doan cong ty m& rdng quy md can di li€u chAm cong theo thdi gian
thwe, minh bach va c6 thé tra clru moi luc.

2. NOi dung thay doi

o T ngay ...../...../20xx, toan thé CBNV chadm céng qua [mdy chdm cdéng van tay/khudn mat két ndi phan
mém / tng dung di ddng], khong tiép tuc st dung bang chdm cong gidy hodc ky sb thl cong.

o DU liéu chAm cong dwoc ddng bo tw ddng vé hé thdng, 1a cdn ct duy nhat dé tinh cong, tinh lwong, xét
phép va cac ché do lién quan.
e Nhan vién c6 thé tw tra clru lich stk chdm cong, s& ngay phép con lai va glri don xin nghi/gidi trinh cong

trwee tiép trén (ing dung.

3. Thoi gian trién khai
o T¥ngay...../..../20xx dén ngay ...../...../20xx: giai doan chay song song (chAm cong ca hai hinh thirc d&
dbi chiéu, khdng phat sinh sai l&éch anh hwéng dén luvong).
o T ngay ...../..../20xx: 4p dung chinh thirc 100% qua phan mém, ngrng hoan toan hinh thirc chdm cong

thi céng.

4. Hwéng dan str dung
¢ Phong Nhan sw/IT td chirc hwéng dan cai d&t va st dung phan mém cho toan thé CBNV vao ngay
..... /...../20xx tai [dia diém/link hop online].

e Tailiéu hwdng dan chi tiét (video, tai liéu PDF) dwgc glri qua email/nhém chat ndi bd va déng tai tai
[dworng dan ndi bo).
5. Dau méi hd tro
Trong qua trinh st dung, néu gdip khé khan (khéng chdm cong dworc, diF liéu sai I&ch...), CBNV vui long lién hé:
e Phong Nhan sw: [HO tén — sb dién thoai/email ndi bo)

o Phong IT: [HO tén — sb dién thoai/email ndi bd]
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Dé nghi Trwdng cac bd phan phd bién ndi dung Thong bao nay dén toan thé nhan vién thudc bd phan quan Iy
va phdi hop trién khai ding tién do.

Tran trong théng bao./.

Noi nhan:
- Nhw kinh gtri (dé thwe hién);
- Lwu: VT, HC-NS.

TM. BAN GIAM DOC / GIAM DOC NHAN SV
(Ky, déng ddu, ghi ré ho tén)
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