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Chit ky

I/ MUC PICH:

- Cép phat kip thoi nhu ciu sir dung céac loai biéu mau, s6 sach cho cac bd phan.
- Pam béo st dung diing dinh muc, tiét kiém.

II/ PHAM VI:

- Ap dung cho toan bo cong ty.

111/ PINH NGHIA:

- Khong co.

IV/ NOI DUNG:

1. Phat hanh biéu mAu:

- Toan bd cac biéu mau su dung cho qué trinh diéu hanh thuc hién cong viéc phai do
Phong hanh chinh phat hanh.

- MB&i biéu mau phai dugc quy dinh kém theo mdt tai liu theo hé théng tai liéu cua cong
ty nhu so tay, quy trinh, quy dinh bao gom cac ndi dung: cach thic str dung, cach thuc
luu gitr, cach thirc bio cdo cac bi€u mau nhu thé nao.

2. Lap danh sach biéu miu.

- Phong hanh chinh chiu trach nhiém 1ap danh sach biéu mAu cta timg bd phan trong toan
b0 cong ty theo mau: HC — 18 -01.

- Tat ca cac bg phan phai 1ap danh sach bi€u mau cua by phan minh theo bi€u mau trén.

- Khi phat sinh biéu mau méi, chdm nhat 01 tuan sau, bd phan lién quan phai cip nhat vao
danh sach bi€u mau cua b phan minh.

- Danh sach biéu mau phai dugc quan 1y cua mdi bo phan xem xét, kiém tra va phé duyét.

3. Xéc dinh dinh mirc str dung
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- Déi vé6i timg bd phan, Truong phong HCQT chiu trach nhiém phéi hop véi truong bo
phan dé xac dinh cach thic sir dung céc loai biéu mau cho bd phan do, cu thé:

+ Biéu miu d6 in thanh s6 dé sir dung.

+ Photo hang loat va st dung.

+ Do bd phan tryc tiép photo hay in tir may khi c6 nhu cau st dung khi cac biéu mau do it

str dung hodc phai thay d6i nhiéu ndi dung trong do.

- Déi véi truong hop st dung s6 hay photo hang loat, phong HCQT lap bang dinh mirc six

dung theo mau: HC — 18 — BM02.

4. Lam trinh duyét 1am s hay photo tai liéu.

- Phong HCQT phai 1ap bang tong hop dinh mirc s6 hay biéu mau, trinh GD duyét theo

mau HC — 18 — BMO03.

- Bang trinh duyét lam sb phai ghi rd dinh muc, tan suit mua, sb lugng mua/lan

- Toan bd viéc in 4n cac sd hay photo biéu mau hang loat do phong HCQT thuc hién va

phan phdi cho cic bo phan vao dau thang.

- Dbi voi trudng hop can 1am sb hay photo ¢ ngoai thi phong HCQT thuc hién theo quy

trinh mua hang chung cua cong ty.

- Dbi véi cac trudng hop nhu cau sir dung it (dudi 10 miu/thang) thi cac bd phan tir tién

hanh photo hay in dé str dung.

5. Phan phoi s0, mau:

- Dinh ky hang vao dau thang, phong HCQT phan phbi céc 6, biéu mau cho cac b phan

su dung.

- Viéc phan phdi phai dugc ghi nhan trong s cAp phat biéu mau, sd sach theo mau: HC —

18 — BM 04.
V/ BIEU MAU KEM THEO
1. Danh sach biéu mau mi s6: HC — 18 — BMO1
2. Bang dinh mic str dung biéu mau mi s6: HC — 18 — BMO02
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Ngay ban hanh:
3. Trinh duyét photo, 1am so sach mi s6: HC — 18 — BMO03
4. S phan phdi photo, s sach mi s6: HC — 18 — BM04
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