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1. MUC PiCH

Quy dinh pham vi trdch nhiém va noi dung cong tic kiém so4t, quan 1y hd
s0, bao gébm phan loai, nhan dién, tap hop, tiép can, sira chita, lwu trit va thanh 1y
d6i voi cdc ho so thude hé thong chit luong, ké ca hd so ki thuat.

2. PHAM VI AP DUNG

Quy dinh nay dugc 4p dung cho tat ca cdc loai hd so thudc hé théng chat

luong cua Vién.
3. TAI LIEU THAM CHIEU
So6 tay chat luong
4. TRACH NHIEM
- Chénh van phong c6 trdch nhiém phéan cong nguoi thyc hién va gidm sat
viéc thuc hién quy dinh nay.
- Nguoi dugce phan cong c6 trach nhiém thyc hién quy dinh nay
5. THUAT NGU VA GIAI THICH
6. NOI DUNG
6.1. Phan loai hd so, danh s6 nhan dién
6.1.1. Nguoi duoc phan cong kiém sodt hd so ¢6 trach nhiém thyc hién phan
loai, 1ap danh muc, danh s0, bo sung va stra doi khi can thiét.
6.1.2. Viéc phén loai hd so thudc hé thdng chat luong nhu sau
a. HO so chét luong bao gom:
- H6 so d4nh gid noi bo; ky hiéu HSPN
- H6 so xem xét ctia lanh dao; ky hiéu HSXL
- Ho so cong viéc khong phit hop; ky hiéu HSKP
- H6 so hanh dong phong ngira; ky hiéu HSHP
- H6 so nha cung cap dich vu bén ngoai; ky hiéu HSCD
- Ho so nha thau phy; ky hiéu HSTP
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- Ho so giai quyét khiéu nai; ky hiéu HSKN
- Ho so cai tién chét luong, ky hiéu HSCT
b. Ho so k§ thuat bao gom:
- Ho so phuong phdp thir nghiém; ky hiéu HSPP
- Ho so thiét bi, chat chuan; ky hiéu HSTB
- Ho so mdu chuan; ky hiéu HSMC
- Ho so 1y mau, xt Iy mau, ky hiéu HSLM
- Ho so kiém sodt chat luong; ky hiéu HSKC.
- Bdo cdo két qua thir nghiém; ky hiéu BCKQ
c. Céc hd so khic:
- Ho so nhan su; ky hiéu HSNS

TAt ca céc hd so trén duoc luu gilt 5 nam, tru hd so nhén su.

6.1.3. Trén co s phan loai néu trén céan bd dugc phan cong thuc hi¢n tap
hop theo timng loai ¢6 lién quan, 1ap danh myc hd so theo biéu mau BM.03.04 va
ddnh s6 nhan dang. Danh muc hd so duoc Iuu tai noi luu trit hd so va tai noi lam
viéc ctia ngudi duge phan cong kiém soét ho so.

6.1.4. Trén mdi tip ho so can du cic thong tin sau day:

- S6 nhan dién

- Tén hd so

- Noi dung hd so

- Ngay luu gitr véi tung ndi dung

Sd nhan dién thyc hién theo nguyén tic AAAA.xx; trong d6: AAAA la ky
hi¢u ctia loai hd so va xx 1a s thi tw, bit dau tir 01.

6.2. Sira chira, bé sung va sao chép ho so

- Khi phét hién cdc sai s6t, ngudi da ghi sai hd so sira lai bang cdch gach
ngang mot 1an trén thong tin sai va ghi lai théng tin ding va ky bén canh. Viéc stra
chita ho so phai dugc bdo voi nguoi kiém sodt hd so.

- Viéc stra chita hd so khong duge dung bt chi hay bt phu.
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- Khi bd sung hd so, ngudi kiém soét hd so ghi thém nodi dung bd sung bén
ngoai tip hd so kém theo ngay bd sung.

- Vi¢c sao chép hd so duoc thuc hién khi ¢ y kién cua lanh dao va su cho
phép cua nguoi quan ly.

6.3. Luu trir va bdo quin

- Viée luu trit ho so duoc thuc hién theo tung loai. Mai loai duoc luu theo
mot tap c6 tén va sd nhan dién tai vi tri d& thiy nhét

- Hd so duoc gitt trong méi trudng thich hop dé tranh hu héng trong thoi
gian bao quan.

6.4. Sir dung ho so

Hb so dugc sir dung cho cong viéc hang ngay phuc vu viéc tra ctru, theo ddi
qud trinh dién bién, tir d6 dé ra céc bién phdp khic phuc, phong ngita can thiét.

Khi ngudi ngoai don vi mudn st dung phai dugc sy dong y cua Vién
truong. Néu ngudi st dung hd so khéng tra ctu tai chd thi ngudi quan 1y hd so
phai ghi cdc thong tin va s6 cho muon hd so (BM.04.04) va don dc tra lai.

6.5. Thanh 1y ho so

- Pinh ky hang nim ngudi quan 1y hd so thuc hién chon loc va 1ap danh
muc cic hd so da hét han lIuu trir va hu hong dén mirc khong thé st dung trinh 13nh
dao Trung tdim dé phé duyét xin hiy hd so(BM.05.04).

- Viéc thanh 1y, hity h6 so cii can c6 hoi dong thanh 1y; bién ban thanh 1y
trong d6 néu ro:

+ Ngay thanh ly

+ Tén cén bo dé nghi thanh 1y

+ Tén va s6 céc ho so thanh 1y

+ Bién phép thanh 1y

+ Chit ky cua cdc bén chung kién

- Bién ban nay cling dugc quan ly va luu trit theo Quy trinh QT nay.




