“Vi sir phét trién bén virtng cia GENTRACO...”

N . R . SO hiéu: TT.KSHS.PHC
Lan ban hanh:03 | Ngay ban hanh:01.09.2009
Trang :1/1
GEATRACO THU TUC KIEM SOAT HO SO CHAT LUONG
Nguoi soan: Lé Thi Hoa Xem xét: Tran Hiru Dlic Phé duyét: Nguyén Trung Kién

I/- Muc dich :

Thu tuc ndy quy dinh céch thiic xac dinh, thu thap, 1ap danh muc, sip xép, truy cap
lvu trit, huy bé céac ho so chat lvgng.

/- Pham vi :

Ap dung cho moi hd so lién quan t&i hé théng quan ly chat lugng trong Cong ty.

[11/- NGi dung :

Trudng phong ban/bd phan chi dinh nguoi chiu trach nhiém quan ly ho so chat luong.
Nguoi quan Iy hd so 1ap danh muc HO so chét luong theo biéu mau s6 BMO1-TT-
KSHS-PHC va trinh truéng phong ban/bd phan phé duyét. Trong d6 cac ho so chat
lvgng sé€ dwgc xac dinh bdi cac trudng phong ban bd phan tuong ting hodc ngudi dugc
chi dinh.

Danh muc ho so néu |én tén ho so, noi lvu trlr, phuong phap luu trlr, ngudi duoc phép
xem ho so, thoi gian lvu trir, phrong phap huy bé vanguoi chiu trach nhiém luu tri.
Moi ho so chat lvgng can phai ré rang, duoc lwu gitr trong moi trwong thich hop dé
tréanh hu hdng, mat mat vathuan tién khi s dung.

Thoi han lvu trik ho so chat lwgng duoc xac dinh béi ngudi quan ly, khach hang, cac co
guan bén ngoai hodc theo luat dinh clia nha nuéc.

HO so chat lvgng bao gom ca cac ho so do nhathau phu cung cép

Néu d& quy dinh trong hop dong, dén thoi han dadinh, hd so chat lvong phai san c6 dé
khach hang hoac dai dién khach hang tién hanh xem xét.

Kiém tra tinh phu hop cta ho so, khi hét han luvu tri, nguoi dwgc giao trach nhiém quan
ly ho so tién hanh huy b6 theo phuong phap da dinh. Boi voi hd so cd tinh dac biét
quan trong phai lap bién ban thanh ly ho so hét han lwvu trir dé trinh 1anh dao phé duyét
trudc khi huy bo.

IV/- Phu luc :

-BMOV/TT.KSHS.PHC : Danh muc ho so chét lwgng.

V/-Huwéng dan: V/v Quan 1y, lwu trit ho so.

5.1 Tén ho so:
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Ho so la bang ching luu lai dé chirng minh cong viéc d& lam ma tai thoi diém ndi, sw
viéc dakét thac.

Nhan vién liét ké tat ca cac ho so hién c6 trong bd phan minh va céc ho so co thé co
trong thoi gian sap toi.

HO so phai lvu trir bao gom toan bd nhitng ho so lién quan dén nhitng hoat ddng dich
vu/kinh doanh ctia Céng ty.

Vidunhu:

HO6 so phap ly cla cong ty,

Cong van dén va di.

Két qua thuc hién hé théng quan ly 1SO 9001:2008 (tit ca cac biéu mau trong
céc tai liu vakét qua thuc hién khac).

Céac ho so duoc yéu cau lwu trir theo quy dinh clia co quan ban nganh hiru quan
HO so khach hang.

Cé&c ban Vé.

Co s¢ dir liéu vé Tai chinh - Ké toan — Nhan su.

Céc loai Hop dong.

Céc ho so phdi hop tac nghiép, diéu hanh hoat dong doanh nghiép.

HO so stra chia, bao tri trang thiét bi, co s& ha tang.

Céc van ban phdi hgp x ly sy vu trong vangoai cong ty.

HO so khiéu nai ctia khach hang.

HO so kiém dinh, hiéu chuan thiét bi.

Céac bao cao, bién ban hop xem xét clia lanh dao.

HO so dang file may tinh : Co s& di liéu, so liéu quan ly trén mang, cac s liéu
bao cao qua mang, cac s6 liéu phat sinh khac trong qua trinh tac nghiép duoc ghi
nhan va lwu trir trén céc thiét bi dién tt, CD, ...vv

1. S6 hiéu/ ma hiéu:

Nhan vién kiém soat ho so khi lap danh muc thi ghi nhan lai s6 hiéu/ ky hiéu (thuong la
tén viét tat cla loai hd so d6). Néu hd so nao chwa c6 SO hiéu thi nhan vién kiém soat co
quyén ty danh S6 hiéu / ky hiéu dé thuan tién cho viéc kiém séat vatruy tim. Trwong hop ho
so khong c6 So hiéu / ky hiéu néu nhan vién thdy khéng can thiét phai danh ma hiéu thi co
guyén khong ghi va bd tréng muc nay.

2. Noi lwu triv:
Nhan vién kiém soat ho so tw sap xép noi lwu trir hd so ma minh dwgc phan cong
sao cho:

“ Dé thdy, dé ldy va dé sir dung” : khi can laldy ngay duoc.

Dam bao cé day dd tem/ nhan nhan dang noi luu trik, tén ho so do.

Khong gay huv héng, mat mat ho so.

Thuan tién cho viéc st dung khi can.

Phai c6 bia, ddu hiéu ngan cach gilta cac loai ho so.

HO6 so dang file vi tinh thi tao cac folder sao cho thé hién dwoc ndi dung bén
trong vachia 6 dia dé luu trr theo tirng loai .

3. Nhan vién lwu trir;
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Tat ca ho so cla phong ban/don vi duoc 1ap chung mét danh muc, trudng hop co
nhiéu nhan vién phu trach lvu trir thi cac hd so twong (ng vai moi ngudi lwu trir d6 va
ghi chirc danh cla ngudi luu trir chir khéng ghi tén nhan vién lwu trir.

Vi du: Anh Nguyén Van A chirc danh nhan vién ké téan céng no lvu hd so béo céo tinh
hinh cong no hang thang thi muc nhan vién luu trir khong ghi tén Nguyén Van A ma ghi
Nhan vién ké téan cong no.

4. Phuwong phap lvu trir
Nhan vién phai ghi ré cach thirc lvu trik cia minh theo mot s6 nguyén tic sau:

- “Deé thay, dé ldy vadé st dung” : Khi can laldy ngay duwoc.

- Nhitng ho so thuong st dung hang ngay thi lvu gan noi st dung, trong tam tay
co thé 1dy nhanh. Nhitng hd so st dung hang tuan thi lvu xa/cao hon. Con hod so
hang thang hoac 1au 1au méi st dung mot 1an thi cé thé dong thing hodc lwu trie
tai kho luu trir chung ctia cong ty.

- Phuong phap lwu trir ¢ thé theo tirng tép ((’ng voi tirng loai ho so), lvu theo thoi
gian (tht ty ngay/ tuan/ thang...), luvu theo khach hang...vv

- HO so phai c6 day du dau hiéu nhan dang noi lwu trir (tem, nhan, bang,...)

- Viéc quan ly ho so dudi dang file may tinh ciing twong tv nhu dang van ban.
Thoi gian dinh ky cap nhat, lvu trit, ghi cac hd so nay trén dia ctng, CD, ...sé
do tirng don vi tw quy dinh tuy tinh hinh thic t€, so lvong thong tin trao doi...

- Cé&c ho so chat lvgng dang file may tinh cling phai duoc quan ly mot cach khoa
hoc dé dé nhan biét, dé tim kiém, dé si dung va dam bao dd bao mat, tin cay
Cao.

- Céc ho so dang file trwéc khi dwa vao lvu trir dwdi dang CD, dia quang... phai
dwoc quét virut vabao quan & noi kho, thoang.

5. Nguoi duoc xem ho so:

- Bao gdm ca ngui ngoai bd phan va nguoi trong bd phan minh.

- Tuy chtrc nang cong viéc ma trwdng don vi cho phép nhan vién cé thé truy cap
va st dung ho so tai don vi. d6i véi cac ho so lwu trén hé théng IT thi phai duoc
cung cap tai nguyén ( tham khao hwdng dan st dung hé théng I1T)

- Truwong hop can st dung hod so lvu cta cac phong ban/don vi khac phai cé sw
chap thuan cla trwdng don vi hai bén.

- Khi ¢6 nhu cau cung cap/trao dbi thong tin cho cac co quan/don vi bén ngoai
cong ty, phai duoc sw dong y clia Ban giam déc.

6. Thoi gian lwu trir:
Tly vao ndi dung, tinh chét quan trong nhiéu hay it ctia mdi loai hd so ma nhan
vién lvu trir dua ra thoi gian lwu trlr cu thé. Vi du:

- HO6 so phap ly clia cong ty phai lwu sudt theo thoi gian hoat dong ctia cong ty.

- HO6 so lién quan dén Tai chanh- K€ toan thi phai tham khao Luat ké téan

- HO so lién quan dén hoat dong clia Cong ty thi tham khao y kién cla BGP va
Trwdng phong TCHC.

- HO0 so lién quan dén hoat dong phong ban/don vi hoac lién phong thi xin y kién
cla Trwdng bd phan do.

Lan ban hanh: 03 Ngay ban hanh:01/09/2009 So hieu:TT-KSHS-PHC Trang:3/ 4



“Vi sir phét trién bén virtng cia GENTRACO...”

- HO0 so lién quan dén hoat dong cua tirng nhan vién phu trach tirng mang cong
viéc thi nhan vién do6 dua ra thoi gian lvu trir va dwoc su dong y cla treéng don
Vi.

- Cé&c ho so lién quan dén cong van dén/di thi dwa vao tinh hiéu luc (thoi gian
hiéu lwc) ctia cong van do.

- Thoi gian lwu trir phai tuan theo nguyén tat, khi sy viéc con hiéu luc thi ho so
phai con dé chiing minh, tuy nhién khong lvu qua dai sé khéng cé noi lvu chia.

7. Phuong phép hay boé:
TOy vao ndi dung, tinh chat quan trong nhiéu hay it cia moi loai hd so ma nhan
vién luu trir dua ra phuong phap hiy bd nhu sau:

- May huy gidy, Xé

- Dot

- Chuyén kho luu trir d6i véi ho so lvu khong thoi han (loai hd so nay nhan vién
dua ra thoi gian lwu trir nhat dinh tai noi lam viéc sau d6 chuyén kho hodc ddong
thung luu trir v6 thoi han).

- BDoi voi cac ho so quan trong, ho so mang tinh phap ly thi khi hdly bd phai 1ap
h6i déng bao gdm thanh vién BGD, Ban kiém soét, truéng P.TCHC va céc
thanh vién lién quan./.
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