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Quy trinh Ky duyét viin ban dién tir trong to chirc Poan - Hji UEH
(danh cho co sé Poan - Hoi)

I. POITUQNG - QUYEN LOI:

1. Poi tugng:

- Thuong truc Poan - Hoi thudc vin phong Poan Thanh nién - H§i Sinh vién
UEH;

- Co s& Poan - Hoi khoa/Vién/Lién vién/KTX va cac CLB/Doi/Nhém céc cap.

2. Quyen loi:

- Vin ban va hop ddng dugc ky duyét nhanh chéng, khong can in an, tiet kiém
thoi gian cho cac don vi;

- Tat ca vin ban va hop dong dugc luu trir tip trung trén hé thong, dé dang tra
cuu, trich luc;

- Lich st ky dugc ghi nhan day du, dam bao minh bach trong quan ly vén ban va
hop dong;

- Naéng cao hiéu qua, su chuyén nghiép trong cong tac quan tac van ban va tao su
uy tin cho cac co s& Poan - Hoi khoa/vién/lién vién/KTX va cac CLB/D§i/Nhom cac
cap.

II. QUY TRINH KY DUYET VAN BAN DPIEN TU TRONG DPOAN - HOI
UEH
1. Ludng ky va nguyén tiic chung vé lura chgn luong ky
- Luong 1:

©can Khoa

Bl the Doan Khoa

r ——————
Thudng tryc Phé Bl thu Doan Chi Uy / Ban Chd Thudng tryc Phdng Ban
CLB/OOVNhOmM Khoa nhi¢m Khoa Poan - HOl UEH

—— | Lidn Chi HQi Trvéng | —

———ce

LCH Sinh vién Khoa




- Luong 2:

: Thudng trye Doan -

Quy trinh ky duyét vin ban dién tir duge chuan héa theo hai luong ky dugc thé
hién bén trén. Tuy theo loai vin ban (ké hoach, dy tri kinh phi) va cap don vi ban
hanh ma don vi bt dau quy trinh tir bat ky vi tri phit hgp trong ludng, mién 14 ding
thdm quyén va dung trinh tu cAp duyét tiép theo. Trong trudmg hop van ban khong yéu
cdu, don vj c6 thé bo qua mdt sé vi tri ky trong ludng va chuyén sang cap duyét ké
tiép ma khong 1am anh hudng dén tinh hop 1€ cia quy trinh ky.

2. Tham quyén khéi tao quy trinh ky trén h¢ thong sign.ueh.edu.vn
Viéc khéi tao quy trinh ky trén hé thong sign.ueh.edu.vn chi dugc thyc hién
bai: '
- Bi thu Poan khoa, hodc
- Chi uy/Ban Chu nhiém Khoa/Vién, hodc
- Thuong truc Poan - Ho1 UEH.
Ngoai ra cac truong hop khac hién khong dugc hd trg dé tao quy trinh ky trén
hé thong ky s6 UEH, ma phai giri vin ban hoan thién cho m{t trong ba cap ky c6 thim
quyén nhu trén dé thyc hién budce khdi tao.

3. Cac buéc thuc hién quy trinh trinh ky
a) Poi véi Luong 1
- Budc 1: Pon vi xdy dung va hoan thién van ban (ké hoach, du tru kinh phi).
Sau d6 don vi can chén cua phép vi tri ky vao vin ban theo quy udc sau va bdi trang cl
phap:
+ Cua phép {ViTri_1} danh cho vi tri ky cuia ngudi khoi tao quy trinh ky trén hé
thdng (Bi thu Poan Khoa hoic Chi iy - BCN Khoa);
+ Cu phép {ViTri_2} danh cho vj tri ky ciia cdp ky tiép theo trong ludng;
+ Cua phép {ViTri_3}, {ViTri_4} danh cho vi tri ky cia cac cap ky tiép theo
trong ludng (néu co).



Y KIEN CUA BCH DPOAN KHOA TM. BAN CHU NHIEM CLB
BI THU CHU NHIEM

Y KIEN CUA CHI UY - BCN KHOA Y KIEN CUA BTV DOAN UEH

Anh 1. Vi du vé bé tri vi tri ky cho cac van ban thugc CLB truc thugc
Poan Khoa.

XAC NHAN CUA CHIUY -BCNKHOA  TM. BAN THUONG VU POAN KHOA
Bi THU POAN KHOA

Y KIEN CUA BAN THUONG VU DOAN UEH

Anh 2. Vi du vé bé tri vi tri ky cho cdc van ban thuéc Poan khoa.

Y KIEN CUA POAN UEH TM. BAN CHU NHIEM CLB
Bi THU POAN UEH CHU NHIEM

Anh 3. Vi du vé bo tri vi tri ky cho cac van ban thugc
CLB/Péi/Nhom cap UEH.
- Budc 2: Xuat file vin ban dudi dinh dang PDF;
- Buédc 3: Thuong truc CLB/DOI/Nhém/Phé Bi thu Poan Khoa/Lién Chi Hoi
Trudng LCH Sinh vién Khoa thuc hién ky s0 qua phan mém VNPT SmartCA (hudng
dan & muc I11);
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- Budc 4: Xuét file van ban da ky va gt dén ngudi c6 thim quyén khai tao quy
trinh Ky trén hé thong (Bf thu Doan Khoa hodc Chi tiy - BCN Khoa);

- Budce 5: Ngudi ¢d tham quyén khai tao (Bf thu Poan Khoa ho4c Chi ty - BCN
Khoa) truy cap vao hé thong ky sé dién tir cia UEH (sign.uch.cdu.vn), tai vin béan lén
va gan ngudi ky vao cac vi tri {ViTri_1}, {ViTri_2},... va khéi tao quy trinh ky;

- Bude 6: Hé thong sé& ty dong giri thong béo dén cac cap duyét;

- Budc 7: Vin ban sau khi ky duyét dugc luu trir tip trung trén hé thong, c6 thé
tra ctru va theo ddi lich sur ky.

b) Doi véi Luong 2
- Budc 1: Don vi xdy dung va hoan thién vin ban (ké hoach, dy trti kinh phi). Sau d6
don vi can chén ci phép vi tri ky vao vin ban theo quy udc sau va boi trang cl phap:
+ Ca phdp {ViTri 1} danh cho vi tri ky cia ngudi khai tao quy trinh ky trén hé
thdng (Bi thu Poan Khoa hoic Chi iy - BCN Khoa);
+ Ct phap {ViTri 2} danh cho vj tri ky cta cdp ky tiép theo trong ludng (néu
o).
- Budc 2: Xuat file vin ban duéi dinh dang PDF;
- Buéc 3: Thuong truc don vi thuc hién ky s6 qua phan mém VNPT SmartCA
(néu can thiét);
. Budc 4: Gui file van ban duéi dinh dang PDF dén Thuong truc Doan - Hoi
UEH;
- Budc 6: Thuong truc Poan - Hoi UEH khdi tao quy trinh Ky trén hé thong.
- Budc 7: Vian ban sau khi ky duyét dugc luu trir tap trung trén he thong, c6 thé
tra ciru va theo doi lich sir ky.

II1. Cac nén tang Ky so ap dung trong trong to chirc Poan - Hoi UEH
1. Ky s tap trung - VGCA (danh cho vién chirc)
- Paoi tuong st dung trong quy trinh:
+ Bi thu Poan Khoa;
+ Chi uy/Ban Chu Nhiém Khoa;
+ Thuong truc Poan - Ho1 UEH.
- Tinh néng;:
+ Tich hop truc tiép voi hé thong ky s6 ciia UEH;
+ Khong can USB token;
+ HO tro ky nhiéu vin ban lién tuc va tu dong luu lich st ky.
- Xem huéng dan sir dung phan mém Ky so tdp trung - VGCA tai:
http://bit.ly/47a2mVI.

2. VNPT SmartCA (danh cho sinh vién)
- Poi tuong su dung trong quy trinh:
+ Thuong truc CLB/D§i/Nhém;



+ Phé Bi thu Doan Khoa;
+ LCH Trudng LCH Sinh vién Khoa.

- Tinh ndng:
+ Ky sb trén dién thoai, khong can thiét bj phan clmg;
+ D@ str dung, phu hgp véi sinh vién.
- Xem huéng dan sir dyng phin mém VNPT SmartCA tai: http://bit.ly/4q1Ehlo.

3. H¢ thong Ky so di¢n tir ciia UEH - sign.ueh.edu.vn

- La nén tang dugc st dung dé khoi tao quy trinh ky, gén vj tri ky va luu trit vin
ban dién tur trong toan UEH;

- HO tro tao lu?)ng ky theo thir tu va ty dong guri thong béao dén ngudi ky tiép
theo, Iuu tri, tra clru tap trung.

IV. Cac luu y trong qua trinh ky duyét

- Tét ca van ban va hgp dong truéc khi ban hanh chinh thirc phai dugc Thudng
truc Poan - Hoi UEH duyét trudc;

- Kiém tra k¥ ludng truéc khi trinh ky (thé thirc van ban, ngdy thang, thong tin
don vi, phu luc,...). Van ban c¢ sai sot phai dugc chinh sira lai tir ban goc, khong chinh
stra truc tiép trén file PDF di ky;

- Tai khoan ky duyét 1a tai khoan ca nhan dugc cap riéng, chi dugc sir dung boi
ding ngudi duge phan quyén. Tuyét doi khong chia sé mét khau, khong cho muon tai
khoan va khong thuc hién viéc uy quyén ky ngoai pham vi dugc quy dinh.

Trong qua trinh td chirc thuc hién, néu cé vudng mac, vui long lién hé Ban Cong
nghé & Truyén thong s6 UEH qua email: techdcom@ueh.edu.vn dé dugc giai dap
thic mic hodc so dién thoai: 0942201205 (Anh Thu) trong trudng hop khan cap dé
duoc giai quyét kip thoi.

Noi nhan:

- Co s doan;

- Website Doan - Hoi;
- Luu VP,

Tran Hiru Ljc



