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1. MUC PiCH

Quy trinh ndy quy dinh céch thirc kiém soat hd so trong viéc nhén biét, truy xut, bao
quén, hiy bé cac ho so thude Hé théng quéan Iy chit lvgng cia UBND huyén Chu Puh.

2. PHAM VI

Ap dung dbi véi hd so thudc Hé thdng quan 1y chét luong tai UBND huyén Chu Puh.

3. TAILIEU VIENDAN
= Difu4.2.4 — Ti€u chuén quéc gia TCVN ISO 9001:2008.
= S0 tay chat lugng

4. PINH NGHIA/ VIET TAT

= H6 so chét lufgng: Hb so 1a tai liéu ghi nhén céc két qua dat dugc hay cung cép
bang chirg vé cac hoat dong dugc thuc hién.

= UBND:
* Pon vi:
= DPDLD:

Uy ban nhan dan
Céc don vi truc thugc UBND huyén Chu Puh.
bPai dién 1anh dao

HTQLCL: Hgé théng quan ly chit luong

5. NOI DUNG QUY TRINH

trach nhiém td chirc viéc luu gitlr cac hd so dam
bao d& tim, d& 14y va dugc sip xép khoa hoc:
Tai phong Iuu hd so phai ¢6 So dd céc ti dung
hd so. Tai mdi ta dung hd so phai ¢6 So dd cia
céc file dung hd so. Tai mbi file dung hd so phai
¢6 Danh muc hé so theo BM 02.01. Bia 1 va gy
clia céc file phai c6 tén ctia loai hd so trong file.
Céc hd so lién quan téi viée xir Iy cdc cong viée
sau mot thoi gian luu trit phai dwgc chuyén dén
mot don vi ¢é chirc nang luu trit, quan ly hd so
@& luu trit va quan 1y hd so theo quy dinh.

TT| Hoat | Trach MO ta Biéu
dong nhiém mau
5.1 | Lap danh | Cac DDLD va cac don vi xac dinh va ldp danh muc | BM
muc ho don vi | hd so theo BM 02.01 — Danh muc hé so. Céac hd | 02.01

SO’ so can luu cia cac don vi phai dugc cap nhat va

theo ddi theo danh muc nay.

5.2 | Lwu giivr | Cac Cin cir vao Danh muc hd so can luu tai Muc 7 | BM
hé so don vi | ctia cac Quy trinh/Thu tuc, trudéng cac don vi ¢6 | 02.01

Trang 02/03
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53 | Muwgnva | Céc Khi can bd c¢6 nhu cidu muon hd so, don vi cho | BM
trahd so |ca muon cé trach nhiém huéng din nguoi muon hé | 02.02
nhan/ | so 1ap BM 02.02 - Yéu cdu muon hé so va theo
don vi | ddi ho so d6 dén khi dugc tr lai.

5.4 | Hiy ho so | Cac H6 so thugc pham vi quan Iy ctia don vi nao thi | BM
don vi | don vi d6 c¢6 trach nhiém huy hd so bang cach: | 02.03
xé, d6t, hodc tai sir dung hodc tai ché. Khi huy
can 1ap bién ban hiy hé so theo BM 02.03

6. BIEU MAU

TT Ma hiéu Tén Biéu mau
1. BM 02.01 Danh muc hd so
2. BM 02.02 Muon va tra hd so
3. BM 02.03 Huy ho so
7.  HO SO CANLUU
TT Tén Biéu miu
1. Danh muc hd so
2 Muon va tra ho so
3. Huy ho so

Cht y: Hd so duge Iuu tai don vi xir Iy chinh, truc tiép, thoi gian hru (cac don vi tur
xac dinh cu thé). Sau khi hét han, chuyén hd so dén bod phan luu trit cia co quan va
luu trit theo quy dinh hién hanh.

Trang 03/03



UBND HUYEN CHU PUH

DANH MUC HO SO
PON VI :

Ghi chu

THU TRUONG DPON VI

Luuy:

Danh muc nay luu dén 14n thay ddi sau tai noi 1ap danh muc.

Liét ké cac biéu miu dugc ap dung trong HTQLCL vao danh muc nay ngay khi nhén dugc.

BM 02.01 — Danh muyc hd so — Hiéu dinh: 00 — Trang 01/01 - Ngay ban hanh: 10/10/2017
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BM 02.02 — Phiéu muon hd so — Hiéu dinh: 00 — Trang: 01/01 - Ngay ban hanh: 10/10/2017
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BM 02.03 — Bién ban hity hd so — Hiéu dinh: 00 — Trang: 01/01 - Ngay ban hanh: 10/10/2017
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