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SO SANH HE THONG MOT VA HE THONG cU
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Churc nang con han ché; quy trinh xtr ly chua that sy Nhiéu chire nang hon; quy trinh xtr ly ré rang, chuyén nghiép va dé
ro va dong bo. theo doi hon.

Chuc nang, quy trinh

X e o .. e . s . Chican taifile Word [én hé thong dé trinh ky, giam thao tac t
Trinh ky van ban Thudng phai chuyén file sang PDF trudc khi trinh ky. gialncan alfite Wordenne thong de trinh Ky, glam thao tac trung

Hé so cong viée Chua ho tro quan ly va luu trir ho so céng viee mét  Cho phép quan ly, luu trir ho so cong viéc va khai thac lai thuan tién

cach day du. hon.
Ky s6, phan vai Ky s6 khé thao tac hon; vai tro va trach nhiém cua Ky so thuan tién hon; vai tro, trach nhiém cuta tirng ca nhan duoc
’ tirng cé nhan chua thé hién ro. xac dinh ro trong tirng budc xu ly.
Ban hanh, girivanban  Chuyén vién cé thé guri van ban ra ngoai. Van thuw la dau maéi gui van ban ra bén ngoai.
Thu héi. lwu vét Theo dai lich str xtr ly chua day du; dé hinh thanh Khong c6 nut thu hoi van ban; toan bd qua trinh xir ly cua ho so cong
’ tam ly c6 thé sira hoac thu héi sau. viéc duoc luu vét day da tir dau dén cudi.

Chua c6 théng bao xtr ly; chire nang phan nhiém vy, Cé chirc ndng giao nhiém vu, danh gia, nhac viéc va thong bdo van

Nhiém vu, nhac viéc ) e _ , . A
danh gia va nhac viéc chua ro. ban/nhiém vu can xu ly.




THONG NHAT CAC NGUYEN TAC CHUNG KHI SU DUNG HE THONG
» Hé thong chi la cong cu dé trinh ky va luan chuyén van ban
- Tuan thu cac budc theo luong di cua van ban

- Khong lay soO "“b"”; khong dién truGc ngay thang cua van ban trinh
ky; khong xin soO trucc.

» Moi file trinh ky sé& chi ky 1 chir ky /

y

 Khong thé thu hoi khi vén ban da dong ddu ban hanh




LUU Y DANH CHO CHUYEN VIEN VA TUONG PUONG
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Nam rd ludng xt¥ ly van ban

Thuc hién dung trinh tw dé tranh trinh sai, phai lam lai nhiéu Ian; . e n . =
hé thong madi khong co chirc nang thu hoi van ban. Phuc dap treén dung luong HSCV

Khi tra 10i van ban cla co quan khac bang céng van, can thuc hién
ngay trén luéng HSCV da dwoc Van phong phan x{ ly, khéng tao

HSCV mai.

Pat trich yéu day dq, ré nghia

Khéng viét tat, khdng ghi chung chung; can thé hién ré ndi dung dé

thuan tién tim kiém, quan ly va luu trit ho so cong viéc. + an s gr 4 en .
T aran’ty aule Chu dong quan ly nhiem vu duwoc giao

Theo dbi cong viéc 1anh dao phong giao trén hé thong va lwu trir ho
Dw thao van ban phai chinh xac, day du so céng viéc day du, khoa hoc.
Van ban trinh ky can duoc ra soat ki vé mat thé thirc va ndi dung. Néu
van ban cé phu luc dinh kém, can phai upload day du. Néu van ban da

ban hanh ma can slra, phai ban hanh van ban khac dé thay the.

Khuyé&n nghi: trrére khi trinh ky, CAN kiém tra lai trich y&u, ndi dung, noi nhan va file dinh kém dé& han ché sai s6t.



LUU Y DANH CHO LANH PAO KHI SU DUNG HE THONG

Duyét va chuyén van thw ding quy trinh

Sau khi chuyén vién trinh ky, |anh dao can doc k{ van ban. Néu
dong y thi ky s va chuyén Van thu duyét thé thirc; khong trinh
thang |én BGH khi Van thu chua duyét thé thirc.

Ra soat lai trich yéu van ban

Kiém tra va chinh stra trich y&u cho day du, ré nghia; tranh viét tat
hoac ghi qua chung chung gay khé tim kiém va luu tri.

Thwong xuyén theo doi ho so trén hé thong

Can truy cap hé thong thudng xuyén deé theo doi tién do xir ly ho so
cdng viéc va cac van ban dén, di co lién quan.

Giao viéc va danh gia trwc tié€p trén hé thong

Thuc hién giao viéc, theo doi tién dd va danh gia chat luvgng cong
viéc ciia chuyén vién ngay trén hé thong dé bao dam ro viéc, ro
trach nhiém.
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Khong lam thay phan viéc ciia chuyén vién

Lanh dao khong thuc hién thay chuyén vién cac thao tac du thao va
trinh ky van ban; trén hé thong mai, cac chirc nang nay thudc tai
khoan chuyén vién.

Tai file van ban da ban hanh vé lwu

Sau khi van ban duoc ban hanh, can tai file vé may hoac thu muc
don vi dé thuan tién tra clru va tranh that lac di liéu. .
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Quy trinh X&' ly Luéng Van ban Hanh chinh

@ Giai doan 1: Quy trinh Luéng Van ban Pén
Lanh dao Truong uy quyén cho Vdan phong

j Van thu
D W\l »E
Tiép nhan va Phan loai Vinban Xir Iy va Phé duyét
Thu thap van ban tir cdc nguén va phan Lanh dao xem xét va dua ra chi dao

phdi dén ding bo phan chuyén trach giai quyét van ban

Ldanh dao don vi/ldnh dao truong ky

g — N )
; = X[~ Vén thu ban hanh
12~ @ -
J —
Ldnh dao don vi chi dao
chuyén vién Soan thao va Trinh duyét Ban hanh va Luu trir
soan vén bén Xay dung ndi dung van ban va lay y kién Déng dau, guri van ban dén noi nhan va

phtic ddp/ tao véin ban méi phé duyét clia cap c6 tham quyén thuc hién luu trir ho so goc




HE THONG QUAN LY VAN BAN VA BDIEU HANH
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CACH PAT TEN FILE

QD HDT final(1).docx
8am.Thong bao vv lam lai the sinh vien.pdf

Thao_Cv xin HOi trudng NVD ban cudi.doc

Signed.Cv xin HoOi truong NVD da edit
Signed.Signed.Signed.(P.VPTH) in an bién

19.9.2026_TB_821 Lamlaithesinhvien_vl.pdf

[Thoi gian] _[Loai] _[S6 hiéu] _[Trich yéu] _[Phién ban] . [Puai file]




CACH DAT TRICH YEU VAN BAN

Cong thurc "Hanh dong + Poi twong + Pham vi"

Hanh dong: Ban hanh, phé duyét, cu, thanh lap, khen thuong, cho phép...
Poi twong: Quy ché lam viéc, dé an phat trién, nhan su A, doan cong tac...
Pham vi (néu cd): nam 2026, giai doan 2026 - 2030, ky thi VSTEP 23/9/2026...

- QUYET PINH | ~ . Q_UYETAD!NHA i R
Veé viée cdng nhin hoc sinh hé chuyén ¢6 hoc bong trong ky thi Ccong nhan hOC sinh he chuyen CcoO hOC bong

@h lép 10 THPT chuyén Ngoai nglr nam 2026 trong ky thi tuyén sinh lép 10 THPT Chuyén Ngoai ngir nam 2026




CACH PAT TRICH YEU VAN BAN

Phan biét ro cach su dung chir "V/v"

Sai [am pho bién nhat 1a thém chir "V/v" vao tat ca cac loai van ban.
 Chi dung "V/Vv" cho loai van ban hanh chinh la cong van, thong bao:
Vi du: V/v xin gia han thdi gian ndp béo cdo, V/v st dung chitng chi IELTS d& mién hoc...
« Khong dung "V/v" cho van ban co tén loai: doi vai Quyét dinh, KE hoach...
. => Dij thang vao noi dung.

®Vi du: Quyét dinh Ban hanh Quy ché chi tiéu ndi bd ndm 2026 (Dudi chitr QUYET DINH), khong viét 1a Quyét dinh

V/v ban hanh...
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Van ban chi dé biét
Doc, nam ndi dung; chuyén can bd trong
don vi néu can - két thuc.

Trwong hop 2

Can phuc dap bang cong van
Giao chuyén vién du thao, phuc dap
ngay trén luéng - theo quy trinh van

- J

Ghi chu: Van ban can phic ddp duoc xtr ly lién thong trén cung ludng cong viéc dé bao dam theo dai, lwu vét va thdng nhat hé so.
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Truwdng Dai hoc Ngoai ngilt, DHQGHN
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Lanh dao Phong/Khoa phan x ly
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Nhép y kién xtr ly, nguwoi xir |

Y 4
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Chon ngay

B sung thém file

& Taitéptin | Ti da 50Mbffile

File dinh kém Signed.Signed Signed.1.CV muon HT Nguyén Vin Dao chét pdf

Porn vilca nhan nhan trwec tiép
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Chuyén vién m& van ban dén dé xir ly
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Van ban lién quan

Ngay hét han
Ghi cha

Téng hop y kién xir Iy

1. Néu van ban chi dé biét: doc/nam thong tin, khéng can x{r ly thém.
2. Néu can phuc dap bang céng van: chon “Khdi tao VB di” trén cung ludng cdng viéc.

ULIS - Quy trinh x& ly van ban



THONG TIN VAN BAN DI

Théng tin vin ban

Trich yéu(*)

Hinh thiec(*)

Pon vi soan thao
Hinh thirc sao

Chon vi tri trwdre khi

ky s6
File digh kém

Vin ban lién quan

Noi dung xv Iy
(Mau nhap)

Théng tin § kién Vin ban gbc

Phic dap céng van ABC

D6 khéan(®)

Cong van Thwéng
Vin phong Téng hop - Logivanban | . pan mai
Ban gbc van ban v Ngay tao | 17:09/2026
0O Chi dién s6 KH, ngay [ Ky sé phyluc [
thang nam

+ Quét t3i iéu

& Taitép tin | Tdi da 50Mbffile

®x0s K5 ren |  xom [ RTINS

82 Nén va tai tat ca

& Tai tép tin

B Luru

Ky nhay [

Linh vwc

Han xur by

1. Nhép trich yéu, théng tin lién quan va dinh kem file.
2. Chon “Chuyén lanh dao phong ky nhay hoac ky thira [énh”.

ULIS - Quy trinh x& ly van ban



Chuyén lanh dao phong ky nhdy hoac ky thira Iénh

Danh sach nhan

Tim kiém theo tén dang nhdp, ho tén, email Q Tim kiém

Nguyén Boan Phurong Trrdng Phong TRUONG DAl HOC NGOAI NG Vin phang

(phuongnd1978.vnu) Téng hop

Nguyén Viét Hoa (hoanv1983.vnu) Pho Tredmg Phong TRUONG BAI HOC NGOAI NGU/ Van phang
Téng hop

Nguy&n Tién Diing (dungnt_83.vnu) Pho Trrdmg Phong TRUONG DAl HOC NGOAI NG Vin phang
Téng hop

© Chuyén

Béng giri

= TRUONG DAI HOC NGOAI NG
Hoa Ngoc Son
Ha L& Kim Anh
Lam Quang Dong
Nguyén Xuan Long
D3 Tudn Minh
vanthu.dhnn
=) Phang Ké hoach Tai chinh

+ Khoa NN&VH Anh

Xem dé biét

O
H
O
O
O
O
O
O

ULIS - Quy trinh x& ly van ban



Linh dao phong mé& van ban chuyén vién vira chuyén

HE THONG QUAN LY VAN BAN VA PIEU HANH
PAI HOC QUOC GIA HA NOI
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Van ban dén
Van ban di (1)
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Van ban théng bao
Tra ctru van ban
Van ban theo doi
Hé so cdng viéc
Quan ly cdng viéc
Quan ly lich don vi
Uy quyén

Théng tin diéu hanh

&

ULIS - Quy trinh x& ly van ban
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