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1. MUC PiCH
- Quy dinh trinh ty, ndi dung, hinh thirc va trach nhiém cuia cac ca nhan/ by phén trong
viéc quan Iy ho so chét luong sir dung trong toan Cong ty.
- Dam bao tinh hé thong cho viéc ban hanh va quan 1y tai liéu, hd so cht luong.
2. PHAM VI AP DUNG
- Ap dung cho hoat dong quéan ly ho so ctia Cong ty.
3. TAI LIEU VIEN DAN
- Tiéu chun ISO 9001:2015
4. PINH NGHIA

Hb so: La mot dang cua tai ligu duge luu trit nham cung cép bing chirng vé céc hoat

dong da thuc hién theo yéu cau cua tai liéu da duoc ban hanh.

5. NOI DUNG

S.2.

Phin loai, 1ap danh muc hd so:

Cac phong/bd phan ¢6 trach nhiém phan loai toan bd hé so tai bd phan minh, sdp xép
vao céc file luu hd so, 1ap danh muc hd so theo QF-02-01.

Céc ho so luu phai co day du cac thong tin va cé chit ky cua nguoi xac nhén ¢o lién
quan.

D¢ dam bao thuan tién khi lwu trix, sir dung va tranh nham 13n, méit mat, tt ca cac file
hé so phai duge danh tén, danh sb 1o rang; cac hd so trong file phai phu hgp véi tén
quén 1y file; dinh ky 3 thang 1 14n kiém soat lai toan bd hd so hién hanh.

Trén gdy cdc file luu hd so cin c6 cac thong tin: logo cong ty, tén hd so, tén bd phén
lwru, s6 hé so/ti luu (néu co).

Luru giir hd so - ban cirng

Mbi loai hod so duogc luu theo mot cach thire théng nhét, cac bd phéan déu phai co
danh muyc liét ké cc hd so dinh kém trude ti luu hode noi luu hd so tai don vi minh
theo QF-02-01.

Chi nhirng nguoi ¢6 trach nhiém xir Iy nhitng cong viée lién quan mai dugce phép sir
dung cic hoé so. Sau khi dung ngudi str dung c6 trach nhiém tra hd so vao dung vi tri
Iwu trit, néu mubn mang di noi khéc hodc sir dung riéng phai copy mot ban khac dé
tranh thét lac ban gdc. Khi mudn sir dung hd so ciia bd phan khéc phai duoc sy dong
y cua truong by phan do.
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Khi phét sinh van ban, tai liéu hodc ho so méi, ngudi quan 1y hd so cap nhat diy du
vao danh muc.

Thoi gian luu ho so, noi luu duge quy dinh cu thé trong timg quy trinh/quy dinh .
Cach thire file luu:
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5.3. Luu giit ho so ban mém
- Céc hd so luu trén may tinh dugc dit tén file phtt hop vé6i néi dung cia hd so.
- Hb so s& dugc phan loai theo thang, chiing loai hd so.
5.4. Huy b6 hé so
- Hang ndm, truéng cic bd phén ra soat cac hd so tai don vi minh. Khi hd so hét han o\
lwu trir thi 1ap danh muyc hd so cin huy QF-02-02. Céc bd phan quan 1y hd so tién i |, |
hanh huy bang phwong phap ddt chay, xé hay phuong phap khac c6 su ching kién va ‘{9
xdc nhin ctia ngudi ¢ tham quyén. f/
- Déi v6i nhing loai hd so ¢in bao mét phéi do nhitng ngudi cd trach nhiém huy theo
phuong phép riéng.
6. HO SO
Stt Tén h so Mi s6 Noi luu Thai gian luu
1 | Danh myc hd so QF-02-01 Bty . | T A
thay doi
2 | Danh muc hd so cin huy QF-02-02 Ban ISO 3 nam




