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3. Cae thanh vien VPDT 

- Tlnrc hi~n viec d6i mat kh~u tai khoan ca nhan, chu y khong d~t rn~t 
khau trung voi rn~t khau thu di~n nr do BQ cung cfip. Quan ly tai khoan diroc 
giao, khong dS ngiroi khac sir dung tai khoan cua rninh; tnrong hop cAn giao 
quyen sir dung cho nguoi khac dS xu ly cong viec, phai co S\I giam sat tlnrong 
xuyen va d6i rn~t khau ngay khi nh~n lai. 

- Thuc hien dAy du, dung tharn quyen va trach nhiem trong cac phan h~ 
thuoc VPDT. Chi sir dung phan mem dS phuc vu trong viec thirc hien nhiem vu 
cong vu duoc giao. 

- Tuyet d6i khong c~p nhat, trao d6i thong tin, tai li~u co nQi dung mang 
bi m~t nha mroc trong tfit ca cac phan h~ cua phAn mem, 

4. Sir dung phan h~ quan ly Van ban d~n 

- Va~ thu ,dan vi tiSp tuc c~p nhat thong tin qu~ ly van b~ dSn cua dan 
vi trong phan mern DocPro den het ngay 31/7/2013, dong thai tiep tuc c~p nh~t 

kSt qua xu ly van ban d6i voi cac van ban dii c~p nhat trong phAn mem nay. Tir 
01/8/2013, chinh thirc c~p nhat thong tin quan ly van ban dSn cua dan vi trong 
phan mem Van phong di~n nr dung chung thea quy trinh dii duoc huang d~n. 

- Truong phong (va nrong duong), cac thanh vien co trach nhiem c~p nh~t 

kSt qua phan cong, xu ly van ban tren phan mem kip thai, dAy du thea quy trinh. 

5. Sir dung phan h~ quan ly Van ban di 

- Tir 01/8/2013, Van thu dan vi chinh thirc c~p nhat thong tin quan ly cac 
loai van ban di cua dan vi, van ban do Thu tnrong dan vi ky Thira l~nh, thira uy 
quyen va van ban do dan vi soan thao trinh lanh dao BQ trong phAn mern Van 
phong di~n nr dung chung thea quy trinh dii duoc huang d~. 

- Cong clnrc, dan vi chu tri soan thao van ban trinh lanh dao cac cftp kY 
trinh, ky duyet thuc hien dung trinh tu, trinh qua dAu m6i Van thu dan vi thea 
dung quy dinh cua BQ va cua dan vi. 

- Chua yeu cAuthanh vien la cong chirc chu tri soan thao van ban phai c~p 
nh~t thong tin van ban sOlilll thao trong phAn mSm nhu quy trinh dii huang d~. 

DS nghi cac dan vi chu dQng th\Ic hi~n cac nQi dung neu tren. Trong qua 
trinh th\Ic hi~n, dS nghi cac dan vi, cac thanh vien phcit hi~n cac 16i cua phAn 
mSm (nSu co), nhUng kho khan vuang m~c va dS xuftt cac giai phap cai tiSn d6i 
v.6i phAn mSm. Thong tin xin gui qua Tin nh~n, di~n tholili ho~c bfulg van ban vS 
Van phong BQ./. 

Nui nh(in: 
- Nhutren; 
- Uinh dlilO Bo (d~ b/e); 
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- c.ty CPTH Tan Dan (d~ ph6i hQ'p TH); 
- Luu: VT, BQLDA. 
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