TAP POAN CN THAN - KS VIET NAM CONG HOA XA HQI CHU NGHIA VIET NAM

CONG TY CO PHAN Pjc lap - Ty do - Hanh phiic
THAN VANG DANH - VINACOMIN
Sé: 2281 /QD-TVD Ubng Bi, ngay 25 thang 6 néim 2025
QUYET PINH

Ban hanh Quy trinh nhap lu;u, phé duyet va diéu chinh s6 liu
h§ thong kho dir li¢u va bédo cio thong minh (BI)

GIAM POC CONG TY CO PHAN THAN VANG DANH - VINACOMIN

Cén cit vao Diéu 1¢ 16 chitc va hoat dong ciia Cong ty Co phd‘n Than Vang
Danh— Vinacomin,

Cain cik yéu cdu san xudt va céng téc qudn Iy ciia Céng ty Cé phdn Than Véng
Danh — Vinacomin,

Cain cir Quyét dinh s6 2280 /QP-TVD ngay 25 thdng 6 nim 2025 Vv Quy dinh
quén Iy, vdn hanh, sir dung hé thong kho dit liéu tdp trung va bdo cdo théng minh
ciia Céng ty Cé phan Than Vang Danh — Vinacomin;

Xét d@é nghi ciia 6ng Trudng phong Co dién — Vén tai;

QUYET PINH:

Bt 1, o Hieh b S Quyét dinh nay “ Quy trinh nhap liéu, phé duyét
va diéu chinh sb liéu hé théng kho dit liéu va béo cdo théng minh (BI)”.

Piéu 2. Quyét dinh niy c6 hiéu luc thi hanh ké tir ngay ky va ban hanh;

Pidu 3. Thii trudng cac don vi phong ban lién quan trong Cong ty cin cit theo
quyét dinh thi hanh./. 4~

Noi nhin:
b
- Céc d/c phé Gidm dbc;

- Céac phong ban;
- Lwu: VT, CV.
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THAN VANG DANH - VINACOMIN

S6: 2281 /QT-TVD-CV Uéng Bi, ngay 25 thdng 6 ndm 2025

QUY TRINH
Nhép liéu, phé duyét va diéu chinh s6 li¢u
hé thong kho dir li¢u va bdo cdo thong minh (BI)
(Ban hémh kém theo Quyét dinh s6: 2281 /QD-TVD, ngay 25 thang 6 nam 2025)
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Noi nhin:
- Céc phong ban;
-Luu VP, P.CV.




I. YEU CAU KHI SU DUNG PHAN MEM

Tht ca cac don vi khi sit dung phin mdm phai tudn thi nhip cic miu biéu do cdc
Ban chuyén mén trong Tdp doan dad cung c4p trén phin mém. Khi tai xudng, tuyét doi
khong duoc chinh sira bit ky ngi dung nio nhim dam béo tinh nhit quén va chinh xdc
cta dit liéu. Viéc nhdp gia tri phai thuc hi¢n nhap tryuc tiép, khong dugc 1dy link cong
thitc tir file khac dé tranh sai s6t va 18i biéu mau. Dic biét, khong dugce chinh sira nhiing
6 chira cong thirc trong biéu miu dé dam béo tinh toan ven cua dit lidu.

Khi nhap biéu mAu, cdc don vi phii chi ¥ dén don vi tinh dé tréanh nhdp sai gid tri,

d3c bidt 12 céc gia tri lién quan dén tién.




IL Quy trinh nhp dit lidu va phé duyét s6 liéu

a. Quy trinh (Bdm céc budc trong quy trinh s& link dén muc dién giai)
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Vit tat trong quy trinh:

C-H: Céu hinh

Béo tic nghiép va bao cao
théng minh BI




b. Dién gidi quy trinh:
< QUAN TRI
Buéc 1: Tao va phin quyén ngwdi dung tai don vi

Mye dich: Quan tri don vi s& tu tao user don vi va khai béo trén hé thong va gin
quyen khai thac nhiing chirc nang, thure hién nhitng nghiép wu trén Portal. Quan tri don vi
c6 thé chi ddng reset mat khau cho user di tao trong trudng hop céc user quén mit khéu.

Ciac budc th\rc hién:
Quan tri d(m vi mé chirc ning theo duong din: Quan tri/ Quéan tri ngudi ding/ Tao user

va phin quyén:
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Khi truy cdp vao chirc ning man hinh s& thé hién c4c user dugc khai béo trén hé théng
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Pé tao 1 user mdi, nhan mit ~ dé tao mdi user, nhdp céc thong tin

o Théng tin chi tiét:
o Email: Nhip email cta user
Ho va tén: Nhép ho va tén clia user
Tén dang nhdp: Nhdp tén ding nhip cua user
Mat khiu: Nhip mit khdu cta user
Xung danh: Chon xung danh: Mr, Ms, Miss, Sir
Sé dién thoai: Nhip s6 dién thoai ctia user
Ghi chi: Nhap ghi chi, m6 ta thém

Q O Qg O 9 O




Trang thai: Chon Trang théi: Kich hoat, Chura kich hoat

Lin ding nhip cubi: Hé théng tw cap nhip 14n diing nhip cudi cua user
User link tableu: Nhap User link tableu (néu c6)

Pon vi: Chon don vi user thudc vé

Don vi dugc truy cap: Chon don vi ma user dugce phép truy cép (thuong chon

O O 0O 0O O

don vi user thujc v&).
e Nhém phin quyén
o Quén tri nhém ngudi sir dung: Chon Nhém NSD ma user thudc vé (Thuong
chon nhém TKV)
o Nhom nghiép vu: Chon nhom nghiép wvu cua user (tich chon cac nhdm nghiép
vu phu hgp voi user)
Bam Luu dé tao méi user, Xoa dé nhdp lai dir li¢u, Hiy dé hiy thao tic tao mdi,
Quay lai thodt ra va quay lai trang danh sach nguoi dung,

Théng tin chi tiét 8 wu P & niy & Guwpla
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- haatrang thid ol T tiag Hal o
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Xung dont: 6 i thovt
Tatcd 1"
Ghi ehi:: Trang thai:
Kich hoat -
L4n déng nhap cudi: Bonvi:®
oo -
User link Tableau: Baon v] dupe truy cip:
Line Hrek Tadintn Demowi w

Dé chinh sira thong tin, cdc nhém quyén cua user da tao hodc reset mat khiu cho user
thuc hién thao téc bam vao biéu twgng “ dé cép nhat thong tin:
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Théng tin chi tiét

Thlng t adriuls & heas ol e

! R Thong tived nhi

B HbAm phAn opsn

EMAIL T Ho v b ¢ ; Quiln tr nhém ngubl s dung: Hham nghlbp vie

i ey il > et tranes el i
Thn déng nhdgs * M khdu:
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Aung danh: 84 din thoak

Tived w
Ghi chil: Trang thal:

ek boal ud

Lin dang nhdp cudl: Bonvi:*
User link Tobleow: Don v duye truy clpc

Lo sk Takdan Tz bt

Sau khi chinh sira xong, Bim Luwu dé luu thong tin méi user, X6a dé nhép lai dit ligu,
Hiiy dé huy thao tic chinh sira, Quay lai thoat ra va quay lai trang danh sach ngudi dung.

Pé tim kiém user Bdm vio biéu tugng Y ¢é tim user theo céc tiéu chi:

Tim kiém dir ligu

Tim kiém chung

whap chudl tim kiém

Trang thai:

Tatca A,

-

Luu y: Tai khoan admin ndo tao tai khoan nguoi ding thi tai khoan admin do6 méi reset
duoc mat khau ngucn ding da tao trong tnr(mg hop quén mat khau,
» Huéng din cAu hinh duyét biéu miu:
- Ngudi st dung md chite ning theo dudng dan: Quén tri/ Quan tri nhp dir liéw/
Céu hinh duyét dir lidu:

8 Nnspaihsuf 92 quinti | l4 Baocaotécnghigp
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ad E Quan irj nhap dir Hisu
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+  Thémmai

- Nhén d8 thém m6i cAu hinh duyét biéu miu. Sau d6 nhap théng tin cdc trrong:




© Thong tin 5|

Théng tin chung:

- Wing --
Clng ty:
- Cong ty -

Nhom nghiép vu:

Bifu miu:

— Sidumiu - v
Lin import: *

AR e
Trang thai: *

Hidu lyc -
Céu hinh nguai duyét:

Hiy

+ Ving, Cong ty: chon tir danh sdch céc ving, cong ty (Mic dinh chon tat ca)

+ Nhom Nghiép wu, Biéu méu: chon tir danh sach cdc nhém nghiép v, biéu miu cua
account dang nhip duoc quyén tic dong. (Mic dinh chon tit ca)

+ Lan import: Chon 1 trong 2 gié tri: Lin ddu va Lin tiép theo

Trang thai: Mac dinh 1a Hi¢u luc

+ Céu hinh nguoi duyét:

o Phong ban duyét: Dbi véi account Ban thi hién thi danh sich céc Ban truc
thudc cong ty. Doi véi account Pon vi: Hién thi danh séch céc phong ban
truc thudc don vi da tao.

o Nguoi duyét: chon tir danh sach nguoi truc thuge Phong ban duyét.

+

+ Thyc hién 4n nit Xac nhin néu déng y luu cdu hinh duyét biéu miu hodc 4n nut
Huy néu khéng déng y Ivu cdu hinh

< PHONG BAN CHUYEN MON, LANH PAO DON VI
Buérc 2: Nhip dit li¢u biéu miu

Trude khi nhap biéu miu sb 1idu, cén bd phu trdch nhdp phai tai biéu mu trén hé théng
vé d¢ nhdp dudi dang file excel:

Cac buéc thuc hién:

» Ngudi sir dung (don vi) ding nhép tai khoan ciia don vi da dugc cung cép, mé chirc

ning theo duong dan: Nhap dit liéu -> chon nghiép wu mudn nhap dit liu (nhap méu

biéu Ban ndo thi chon biéu theo ban)
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Tuy thudc vao nghiép vu béo céo: Chon loai dit li¢u upload/ Tai bi€u mau
3 s A = A 0y A ~ 1A .
(Tai biéu mau vé va nhap dit li¢u don vi)
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Ngudi sir dung nhdp dit li¢u 1én file template excel mdi taJ. Sau khi nhdp xong, thuc
hién céc budc nhur tai bidu miu dé upload biéu mAu 1én hé théng:

Nhiép dit liéw chon nghiép vu mudn nhap dit li¢w/ Chon loai dit liéu upload/ Nhan niit
upload dé tai 1én file dit liéu wira nhap

Nhap di¥ li§u - Ban KCL

D saeh ol ey PHIEU TIHO THAR BE 1o vi e Bh ek sine

Chon loal dif lidu upload: pon vi T bidu miu é)

O Quintd s B6o cfotde nghidp

PHIEUTHU THAR SO LEUVE MUCBO . ¥~ | 180D - Cdnyg ty CF Than Béo Nai - Cg. % »

" Tt titny N 1 Hen P v Thiri giaan tal lén version  Logl diiifu uplbod Ky did
. Khéng co dir lidu!
| Them mai di tao thism bén ghi
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Man hinh upload file dit li¢u:

- (1) Nhap nénﬂthéng/k)‘n"qu}? tuong Ung vdi file dit liéu upload. H¢ théng s& sir dung
thong tin ndy dé xdc thuc xem nim/thang/ky/quy trong file dit ligu c6 khép voi gid tri da
chon hay khéng. (Trong trudng hop ngudi nhip khong nhép Nim bdo céo hé thong s€ co
thong bdo)

Chon NI-I

- (2)(3)Nhin dé chon file excel chira dit liéu da nhip s liéu don vi.

- (4) Bam Upload
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Liic ndy hé théng s& hién thi s4 lidéu Upload va théng béo “Nhap ﬁle thanh cong
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Bam Luu dé luu lai file vira Upload thi hé thong hoi x4c nhan: Thyc hién 4n mit Xdc
nhin néu dong y upload dit ligu hoic 4n nit Huy lai néu khong dong y upload

Théng bao X

Z!‘_\ Ban c6 chic mudn hw

Tai man hinh nhap ctia don vi hién thi lich st Upload biéu mAu, hién tai lich st hién
thi theo nam hién tai. Bdm vao biéu twgng mit dé xem lai biéu mau vira diy
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Pé diéu chinh sd liéu trong biéu miu thuc hién Upload lai file thuc hién nhw hudng
dan nhap dir liéu.
Dé tim kiém hogc loc biéu mau di nhip theo nhu cau:
- (1) BAm vao biéu twgng Y
- (2) Loc theo cac tiéu chi (Ndm bdo cdo, Nam téi Ién...tuy thudc vao cac bdo cdo
s& c6 nhiing tiéu chi loc khac nhau)

- Bim Thyc hién
‘Nhap di ligu - Ban KCL

Dronh séch diF Rt PiftU T TRAD 88 DRI eE MO B pln sane
Chon loal dif liéu upload: Bon vi: Tdi bidu miu
PHEUTHU THAP SOUBLVEMUC BA . % »  Titcd ¥ o A, upload
Tim kiém dir ligu
a T fits o
[Nom bo cho: i
1600_PhleuThuThapNhuCau _CNTT
! (1).xisx 20 e} g
Nguol tal lén: Nam tai lan:
2 4300_PhieuThuThapMhuCau_CNTT 1
(1) .xlsx ; ?
Diitlal
\
im huC; " e e
3 1200_Ph u!h:;r)h::: uCau_CNTT VVMI_PC céng nghlép mé lg-gé = 1
: vigt Bic ;

Truong hop cdo chu hinh duyét bio cdo:

Trong trudng hop biéu miu c6 cdu hinh giri duyét s& c6 théng béo cho ngudi nhdp “Di
liéu dang dwge phé duyét” khi bim huu & thao tic nhap:

Luu y: Giao dién Nhap dit liéu c6 céu hinh duyét vin hién thi d6 12 giao dién luu lai lich
strupload biéu méu.
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Nhip dir l3u = Ban KCL
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Pé theo ddi ludng duyét sé& theo ddi & muc Quan tri/ Quin tri nhip dir li¢w Duyét div
1iéu biéumiu:
+ B&m biéu tuong hinh  theo d5i duoc qué trinh duyét biéu mAu ciia don vi nop
+ Xem file bdm vio tén file dé xem nhu hinh khoanh do6
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Néu bj tir chdi ¢6 thong bdo giri vé tai khoan ngudi nhip biéu miu:
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Chao mirng ban dén véi hé thdng kho dir liéu va bao céo théng minh cia TKVI R
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» LANH DAO PHONG/ LANH DAO DON VI

Buwdce 3: Duyét dir liéu (B3.1, B3.2)
» Néu don vj cau hinh duyét biéu miu tir nguoi nhap dén lanh dao phong thi thuc
hi¢n Buée 3.1 dén Buée 3.2 quy trinh
» Néu don vi khéng cdu hinh duyét tir ngudi nhap dén lanh dao phong thi chuyén
bidu mau dén lanh dao don vi; (thuc hién Bwée 3.2 quy trinh)
» Néu don vi khong cé cu hinh duyét tai Lanh dao phong va lanh dao don vi thi
chuyén 1én Ban chuyén mon Tip doan (Buéc 4 quy trinh)

Linh dao phong/ Linh dao don vi duyét dir li¢u biéu miu don vi

Néu don vi cdu hinh duyét thi tai khoan ciia nguoi duyét s€ nhian dugc thong bdo duyét
biéu miu, cé thé bidm truc tiép vao thong bdo hé théng link dén man hinh duyét dit licu
(thuc hién theo bude duyét hoic tir chéi)
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Khi LD phong/LD don vi nhén duge biéu miu cin duyét trén hé théng. C6 2 trudng
hop: ngudi duyét biéu mau Duyét hozc Tir chdi bidu miu danop

- Nguoi duyét mé chic ning theo duong din: Quan tri/ Quan tri nhép dir liéw/ Duyét
dit liéu biéu mau:
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Danh sich duyét biéu mu hién thj 3 biéu twong
Bim tén file dé xem file trudc khi duyét/ tir choi

Danh séch duydt dir ligu bidu mbu
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» Tir chdi biéu mAu: Nhin * , nhap i do tir chdi bidu miy, nhén Luru, hé théng tir
chdi phé duyét va tra lai nguoi nhép.
ﬂVéu biéu méu bj tir chéi sé tra lai phia nguwoi nhdp di liéu)

» Duyét biéu miu: Nhdn * va xdc nhin dé Duyét dit liéu (chuyén sang Buérc 4)
Xem lich sir duyét biéumdu:
Bim vao biéu tugng hinh mit dé xem lich st duyét.
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Tai giao dién duyét dit lidubiéumiu c6 thé tim kiém céc biéu mau da duyét theo

c4c tiéu chi khi bim vao biéu tugng Y
¢ Cac Ban chuyén mon

Néu Ban chuyén mon céu hinh duyét biéu mau tir don vi 1én Tép doan thi thuc hién
quy trinh duyét cua Ban. (Tai li¢u HDSD Ban)

Néu Ban chuyén mén khéng céu hinh duyét tir don vi dén Tép doan thi s& ra bdo cdo
tdc nghiép va béo céo nhanh BI; (thwc hién Bwéc 5 quy trinh)
Néu don vi khéng c6 cAu hinh duyét tai Lanh dao phong va lanh dao don vi thi chuyén 1én
Ban chuyén mon Tap doan (Bwéc 4 quy trinh)
Buéc 5: Hién thi s6 liéu bdo cdo tic nghiép va bdo cdo nhanh BI




Sau khi bdo cdo dugc céan bd Ban phu trach duyét bao cao hodc khéng co ludng
duyét thi béo céo s& hién thi s liéu & bdo cdo tac nghiép va bao cdo BI (Bio céo nhanh
BI chi danh cho Tap doan)

» D& xem bido cdo tdc nghiép trén Portal: Bdm chon Bio céo tic nghiép/ Chon

nghiép vu béo cdo Ban mubn xem => Trang diéu huéng dén giao dién Béo céo téc

nghiép
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Chéo mirng ban dénvéihéthéngkhod . sancinasen g minh clia TKV!
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» Ban Kinh Doanh

+  BonEhodng sko wh hia chilt »

»  DoanKCL
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Hién thi giao dién Béo céo tdc nghiép thi nhip dit lidu cic trudng didu kién tiy ting
Béo céo tdc nghiép ctia mdi ban s& c6 diéu kién loc khac nhau (Tai khoan don vi chi xem
duoc so liéu cua cac don vi):
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Pé xem bédo cdo céc Ban khic: Bim vio gach nhu hinh/ Tai Ban bim miii tén x0
xubng/ chon bao cdo mudn xem ->hé thong s& hién thi Bao céo tac nghiép wira chon:
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1. BAD CAD U DON VI THAN ROT TIEL THUY THED NGAY
2. BAD CAC COA DO VI THAN ROT TifU THU THED THANG
3. 84D CAD COA DUN VI THAN ROT TIEU THY THEO MAM CUA
CAL LOM THAN

4 BAO CACY COA DO V) THAN ROT Tifu THU THED CAZ THAK
TROMG MAM

5. BAD CAD KF HOATH THAN ROT TIfu Tiy THEG QUY
6 BAO CAD DIEL ANH THAN NHAP CHAL
7. BAD CAD THONG KE NHAP KHAL!

Ban hodng sin v hée chit

Ban KCL

Sau khi xem bédo céo c6 thé tai biéu mau bio céo tic nghiép ra file excel hoic file
PDF bang cach Bdm vio mit Xuat file excel hoic Xuat file PDF nhur trén hinh.




III. QUY TRINH PIEU CHINH LAI SO LIEU
1. Quy trinh diéu chinh sé lidu trong pham vi don vi (Khi don vi chua giri s6 ligu béo

céo lén Tap doan)

PIEU CHINH TRONG PHAM VI DON VI

PHONG CHUYEN MON %
PON VI LANH PAO PON V]

3. Lanh dao donvj
duyét bdo cdo

1. Can b phu trach nhédp
dir liéu biéu méiu

C-H duygét
W

C-H duyét

C-H duyét

!

2. Lanh dao phong duyét
bao cédo

Duyét biéu
=
mau?

Tir chdi

Tir chdi ——

< Dién gii quy trinh

Khi phét hién sai sét & bude (2) lanh dao phong hodc (3) lanh dao don vi trong pham
vi don vi. Bdo céo chua duge giri 1én Tip doén, chua hién thi trén béo céo téc nghiép va
béo cdo thong minh BI (phyc vu lanh dao tap doan) khi phét hién cé sai s6t vé s6 lidu:

- Lanh dao phong hoic linh dao don vi c6 quyén tir chdi biéu miu néu phat hién
biéu mu c6 sai s6t vé s6 liéu. Sau khi tir chéi, biéu méu s& dugc tra lai cho céan bg
nhdp liéu d& thuc hién bidu diéu chinh s liéu.

- Cén by nhdp li¢u phat hién sai sot can diéu chinh bdo cdo lai linh dao phong/ ldnh
dao don vi trong truong hop 1nh dao chua duyét dé lanh dao tir chéi biéu méu,

_ Cén b6 nhdp lidu cin chinh sita, cdp nhat lai s lidu, rdi giri lai biéu mu trén phin
mém bdo céo thong minh dé 1dnh dao phong hodc 1anh dao don vi xem xét va phé
duyét lan nira.




2. Quy trinh diéu chinh s6 liéu trong pham vi Tap doan (Khi don vi da giri s6 liéu bdo cdo
1én Tap doan)

PON VI BAN CHUYEN MON
LANH DAO TAP DOAN

C6/Khéng diéu chinh

¥ 3

1. Can b phu tréch |

thac bao cao

& i 5/
nhap dix hﬁ;u i';lﬁnu
3. Ban chuyén mon j¢—o
A ,_’
£
2. Lanh dao donvi g Bio céo
duyét bdo cdo b &
i " LD tap doan khai
SPR—_——

4
S6 lidu d3 cap nhat 18n bdo cdo tac nghiép va bao
cao nhanh BI

« X ]
+ Dien gidi:

Khi lanh dao don vi da duyét biéu mAu va ra bdo céo tac nghiép. Néu don vi phét hién sai
sot vé€ s0 liéu cz"tp di€u chinh: Pon vi bdo cao lai ban chuyén mén phu trach bicu mau dé
xin diéu chinh s6 li¢u. ‘

Truong hop 1: Néu lanh dao Tap dodn chua c6 chi dao diéu hinh lién quan dén s0 liu
don vi dd bdo cdo. Ban chuyén mén thay phu hgp s€ cho mé chirc niang cho phép don vi
diéu chinh so liéu.

Trudmg hop 2: Néu lanh dao Tip doan di c6 chi dao diéu hanh lién quan dén sé lidu
don vi dd bao 5:2'10. Ban chuyén mon béo cao lanh dao Tép doan xin y kién chi dao va thuc
hién theo y ki¢n chi dao cua lanh dao Tap doan.




