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BIEU MAU
HO SO CAN LUU

Trach nhiém Soan thao Xem xét Phé duyét
Ho tén Nguyén Chi Tuan Triéu Hong Sop?” BE-T
Chir ky W | ; 3 :
, Thu ky Ban chi Chanh Vin phong | -7, « <+ .n_
Chirc vy dao ISO Thuong tryc Ban Chi dao Chi nhigm Uy ban
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QUY TRINH M4 hié¢u: QT02-ISO
UY BAN DAN TQC . ¢ 2 Lén ban hanh: 01
KIEM SOAT HO SO
Ngay BH: 10/9/2012
SUA POI TAI LIEU

Yéu cdu | Trang / Phin Lan ban Nk Tisist
sira d6i/ lién quan Mo ti ndi dung sira doi hanh / Lan ghgnh
bd sung | viéc siva ddi sira doi
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UY BAN DAN TQC

QUY TRINH

Ma hiéu: QT02-ISO

L4n ban hanh: 01

KIEM SOAT HO SO

Ngay BH:

10/9/2012

18

MUC bicH

Quy dinh céach thuc kiém soét ho so trong viéc nhan biét, truy xuit, bao quan, hiay
bé cac ho so thudc hé thong quan 1y chat lugng cia Uy ban Dan tdc.

2. PHAM VI
Ap dung d6i véi hd so thudce hé théng quan Iy chit lugng tai Uy ban Dan toc.
3. TAILIEU VIEN DAN
* Diéu4.2.4 - Tiéu chudn qudc gia TCVN ISO 9001:2008.
» S0 tay chét lugng
4. DINH NGHIA, CAC TU VIET TAT
* HO so chét lugng: HO so la tai liéu ghi nhdn céc két qua dat dugc hay cung cép
bang chirng vé cac hoat dong duge thuc hién.
* Pon vi: Cac Vuy, don vi truc thudc
= PDLD: Dai dién lanh dao
= HTQLCL: Hg¢ thong quan ly chat luong
5. NOIDUNG QUY TRINH
TT| Hoat | Trach Mo ta Biéu méu
dong | nhiém
Lip DDLD va cdc don vi xac dinh va lap danh
damly | Cho |700S RO sortheo BMOLGINZ-ISO: — Danh § oy jomgs.
3.1 e bl N S nd muc hd so. Céc ho so can luu cia cac don 1SO
1_10 0 " | vi phai dugc cdp nhat va theo ddi theo danh
= muc nay
Can cr vao Danh muc hd so cin luu tai
Muc 7 cua cac Quy trinh/Thu tuc, Thu
trudng cac don vi‘c() trach nhiém~ t6 chirc
viéc luu gitr cac ho so dam bao dé tim, dé
55 Luu giit | Céc lay va dugec sdp xep khoa hoc.
' ho so | don Vi | C4c hd so lién quan téi vide xit Iy cac cong
viéc sau mét thoi gian luu trir phai dugc
chuyén cho rqc}t dor} vi ¢O chirc nang lug
trit, quan ly ho so dé luu trit va quan ly ho
so theo quy dinh.
Khi cén bd ¢6 nhu cdu muon hd so, don vi
Mugn .| cho muon ¢6 trach nhiém huéng din nguoi
53| vatra | =4 | muon ho so lap BMO2/QT02-ISO - Yéu ciu | DMOZQT0
hé so * | muon hd so va theo doi hd so d6 dén khi
duoc tra lai.
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QUY TRINH M hiéu: QT02-ISO

KIEM SOAT HO SO | -2 ban hanh: 01
Ngay BH: 10/9/2012

UY BAN DAN TOC

Khi hét thoi han luu tai don vi, hd so thude
pham vi quan ly ctia don vi nao thi don vi
d6 co trach nhiém bdo cdo Pai dién lanh
dao vé viéc hity hod so va lap bién ban hiy
hd so theo BM03/QT02-ISO

Hiiy hé | Cac
SO’ don vi

BMO03/QT02-

5.4 SO

6. BIEU MAU

TT | Ma hiéu Tén Biéu miu

BMO01/QT02-ISO | Danh muc hd so

BMO02/QT02-ISO | Muon va tra hd so

o

BMO03/QT02-ISO | Bién ban hity ho so

7. HO SO CAN LUU

TT | Tén Biéu méu

| 8 Danh muc hd so

2, Muon va tra hd so

3. | Bién ban hiy hd so
Chu y: Ho6 so dugc luwu tai don vi xtr ly chinh, truc tiép, thoi gian luu (cac don vi
tw x4c dinh cu thé). Sau khi hét han, chuyén hd so xudng bd phan lru trir ciia co
quan va luu trit theo quy dinh hién hanh.
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BMO01/QT02-ISO

DANH MUC KIEM SOAT HO SO

DPON VI :

STT Tén hé so M3 s6 Ghi chi
......... ’.-.-...._______..-.._.--._..----_.____-_______4___-...__..__-..._-.---.__-_.---___....--_.-_.-.--- s
_____________________________________________________________________________________________________________________________ .{
_____________________________________________________________________________________________________________________________ ]

’ i Ngay ...... thang ...... nam 20
THU TRUONG BON VI NGUOI LAP
Luuy:

- Liét ké céc biéu miu dugc ap dung trong HTQLCL vao danh muyc nay ngay khi nhan duoc.

- Danh muc nay Iuvu dén 14n thay déi sau tai noi 14p danh muyc.



BMO02/QT02-ISO

PHIEU MUQN HO SO

..............................................................................................................................................
..................................................................................................................................................

.....................................................................................................................................

Vui 1éng cho muon nhitng tai liéu - hd so sau:

STT Tén ho so Mi s6 Thoi gian trda | Muc dich si dung

................................................................................................................................

Y KIEN CUA PON VI CUNG CAP Ngay ...... thang ...... nam 20...

) ) PON VI BE NGHI
O Chap nhan O Khong chap nhan

Ly do khong chap nhan: ...........oc.eeeevreeeeeeeresrereesesnnn.

.......................................................................................

Ngay ...... thang ...... nam 20...
PON VI CUNG CAP

Tinh trang hé so khi tra: O Chip nhn 0O Khong chip nhan
Y KIEN KRAC: ..v.vvoveovvtoeeeseee e sseseeeeeaeseseeeeeeseeses e eessaseesseneseee e ese s eesesees s eeseeeseseeseseessssesessseessssseneeees

...............................................................................................................................................................

. NeAY ..civ thang ...... nam 20...
DON VI CUNG CAP DON VI BE NGHI




BMO03/QT02-ISO

BIEN BAN HUY HO SO
80t «sxese/20..

HoOm nay, ngay ...... thang ...... BRI 2, o BBLS voonreeameasmrisossnismmainmsnsrsis o en s SRR RE Yoo Ny
Chung t6i gom:

..................................................................... , Chitc danh: ......ccocvvivievieniniininnes e

..................................................................... e BENIE amssmsamnmmmammsmamsssysmms
Kinh d8 nghi: ......oooeemeeeeeensssrersenssssessesssnsssansnass cho phép huy céc loai ho so sau:
STT Tén hd so M3 sb
8,73 P ST ————————— e

) ) Ngay ...... thang ...... nam 20...
THU TRUONG DPON VI NGUOI BE NGHI

Pi tién hanh huy céc loai hd so duoc phép hity néu trén bing phuong phap: .......c.ceeeeverrereeeeeesenees
I LR 147 SO I s phuat ngay ...... thang ...... nam 20...

NGUOI HUY
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