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QUY TRINH KIEM SOAT VA CAP NHAT VAN BAN PHAP LUAT MOI

I. MUC PICH & PHAM VI AP DUNG

1. Muc dich

o  Thiét 1ap mot hé thong tiép nhan, xi ly va cip nhét van ban phép ludt méi mot cach chi dong, nhat
quan, khong bo sot.

e Xac dinh rd rang trach nhiém cia bg phan diéu phdi trung tAm va cac bo phéan chuyén trach trong
viéc phan tich tac dong phép ly.

e Chuén hoa hé thdng luu trii, kidm soat sira ddi quy trinh noi bd va dén dée thie thi nham giam thiéu

t6i da rui ro phép 1y cho td chic.

2. Pham vi ap dung

Ap dung doi voi tat ca cac vin ban quy pham phéap luédt do co quan nha nuéce ban hanh, sira doi hoédc bo
sung c6 tam anh hudng truc tiép hodc gian tiep dén hoat dong van hanh, kinh doanh, nhan sy va quén tri
cua t6 chure.

II. PINH NGHIA & THUAT NGU’

o Nguoi diéu phdi: Nguoi so hitu quy trinh, chiu trach nhiém tong hop, tham dinh va quan ly File
Master data, dang tai website.

e B phén chuyén trach: Cac bd phan chuyén mén trong cong ty (Nhan sy, K& toan, Hanh chinh, K¥
thuét, An ninh, L& tan,Spa, Bép, Nha hang, Kinh doanh...) chju trdch nhiém theo ddi va thuc thi luit
chuyén nganh.,

¢ File Master Data: Ma tran Kiém soat Tuan thi — Co s dit lidu duy nhit va chinh théng chita toan
bd thong tin phap 1y ap dung trong té chiic.

I1I. NOI DUNG QUY TRINH CHI TIET

BUOC 1: QUET HE THONG & TIEP NHAN THONG TIN

e Quét hé théng chii dong (Nguoi didu phdi): Tan suét: 01 lin/tudn (vao sang Thir 6). Nguoi didu
phéi truy cép cac cdng thong tin phap ludt chinh thdng (Thu vién Phap luat, Luat Viét Nam, Co s& dit
liéu qudc gia vé van ban phap luat, Cong thong tin Chinh phii) dé kiém tra cac vin ban mdi ban hanh
mang tinh chét tdng hop vi mé.

e Trach nhiém cia Truéng by phan: Néu phat hién luat chuyén nganh moi doi, phai truy cap dudng
link Phiéu Yéu CAu Cép Nhat (theo form dinh kém) dé khai bao thong tin.

BUOC 2: THAM PINH & CHUAN HOA SO BQ
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e Trach nhiém: Ngudi thye hign: Nguoi diéu phoi trung tim.



Thoi han: Trong vong 01 ngay lam viée ké tir khi nhan dugce thong tin dau vao.

Kiém tra tinh chinh théng ctia vin ban (Tranh nhén théng tin tir bao mang khéng chinh thic hoic céc
vin ban mai chi dirng lai & mac dy thao).

X4c minh chinh x4c hai mdc thoi gian: Ngay ban hanh va Ngay ¢6 hiéu luc chinh thirc.

Tir chi tiép nhan céc file PDF tho néu bo phan gi khong dién qua Form miu quy dinh.

BUOC 3: PHAN TiCH TAC PONG VA PANH GIA

Nguwdi thuwe hién: Truong bd phan chuyén trach phdi hop cling Ngudi diéu phdi.

Thoi han: Thi da 05 ngay lam viéc ké tir ngay vin ban chinh thire dugce phé duyét & Budc 2.
Hanh dong: Trudng bd phén chuyén trach phai "dich" ngdn ngii ludt thanh ngén ngit quan tri, lam
o céc ndi dung: (1) Vin ban nay thay thé/sira dbi cho quy dinh cii nao? (2) C6 lam phat sinh chi phi
hodc thay ddi van hanh khéng? (3) Hanh dong ndi bo cy thé cdn lam 14 gi (Stra ndi quy, thay biéu
mau, cip nhat phan mém)?

BUOC 4: CAP NHAT HE THONG

Nguwoi thue hién: Duy nhit Ngudi diéu phdi trung tdm giti quyén Chinh stia ddc quyén dé bao mét
va dong bd dit liéu. Cac bd phén khac chi ¢6 quyén xem va tai viin ban lut.
Hanh dong: Dua toan b thong tin da chuin héa & Budc 3 vao file Master data va website ndi bo.

BUOC 5: TRUYEN THONG VA HAU KIEM

Truyén thoéng ndi bd: Ngudi diéu phdi tdng hop céc thay ddi phap ly quan trong clia toan té chic dé
phat hanh dé dang tin 1én website ndi bd ghii dén Ban Giam dbc va céc cip quan 1y va toan thé cn bo
nhén vién.
Hau kiém (Audit tudn thi): Ti 01 dén 03 thang sau ngay ludt moi chinh thic ¢6 higu lye, tién hanh
kiém tra x4c suét hodc yéu cau bd phén chuyén trach gui bao cao minh chirng dé dam bao luét thue sy
di vao van hanh.

PHONG NHAN SU VA VAN HOA

Trin Anh Trudng



